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Deliverable abstract
This handbook will provide information, templates and instructions regarding financial, administrative and
managerial routines within the UNITED-GRID project. The handbook is a document for internal use and
should be seen as a helping tool in the day-to-day project execution of UNITED-GRID and complements the
general principles for project implementation laid out in the EC Grant Agreement with annexes (EC-GA),
the Description of Work (DoW), the Consortium Agreement (CA) and EC guidelines and rules. The handbook
always takes a subordinate role to these documents.

Copyright and legal notice
The views expressed in this document are the sole responsibility of the authors and do not necessarily
reflect the views or position of the European Commission. Neither the authors nor the UNITED-GRID
Consortium are responsible for the use which might be made of the information contained in here.
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Project overview
UNITED-GRID aims to secure and optimise operation of the future intelligent distribution networks with
unprecedented complexity caused by new distributed market actors along with emerging technologies such
as renewable generation, energy storage, and demand resources. The project will provide integrated cyberphysical solutions, while efficiently exploiting the opportunities provided by the new actors and technologies.
The core deliverable is the UNITED-GRID tool-box that could be “plugged in” to the existing Distribution
Management System (DMS) via a cross-platform for advanced energy management, grid-level control and
protection. This cross-platform allows interoperability from inverter-based DERs up to the distribution grid
at the low and medium voltage levels, thus going beyond the state-of-the-art to optimise operation of the
grid with real-time control solutions in a high level of automation and cyber-physical security.
The project has genuine ambitions to create impacts and to enhance the position of European member states
in the development of smart grids. The core elements in this quest are:






Proof-of-concept and demonstration: Developed UNITED-GRID tool-box and business models will be
validated in real-life demonstration sites in Netherlands, France and Sweden which cover a majority of
European market conditions. At the sites, UNITED-GRID will demonstrate the capabilities of intelligent
distribution grids hosting more than 80% renewables by incorporating the advanced optimisation, control
and protection tool-box, which are supported by real-time measurement systems. Such technologies with
TRL in a range of 3-4 will be matured via the demonstrations up to TRL level 5-6 to address
comprehensively compatibility and interoperability issues.
Pathways: Upon request by directly involved stakeholders such as distribution system operators (DSOs),
energy suppliers, UNITED-GRID will develop pathways that will step-by-step guide in the transition from
the passive distribution grids of today to the active and intelligent distribution grids of tomorrow. The
pathways incorporate technical as well as non-technical considerations such as cost-benefit,
investments, business models, end-user privacy and acceptance.
Use and deployment: UNITED-GRID will nourish and firmly support the utilisation and exploitation of
technologies, tools, and services in distribution grids by integrating the inherent innovation chain of the
partners and their networks with EU such as KIC InnoEnergy and SSERR.

Consortium
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1

Introduction

This handbook aims to be the management guide for UNITED-GRID. It will give you information regarding the
“doings” of an EU-project. The handbook provides you with information, templates and instructions regarding
financial, administrative and managerial routines. The handbook is a document for internal use and should
be seen as a helping tool in the day-to-day project execution of UNITED-GRID.
The handbook complements the general principles for project implementation laid out in the EC Grant
Agreement with annexes (EC-GA), the Description of Work (DoW), the Consortium Agreement (CA) and EC
guidelines and rules. The handbook always takes a subordinate role to these documents.
The handbook can be modified during the lifetime of the project, when called for by the partners.

2

Project Document Overview

In this section, you will find descriptions and links to the documents that set the boundaries for UNITED-GRID
as well as their internal relationships. Figure 1 presents the governing and guiding documents of UNITED-GRID
and how they relate to each other.

Document structure

Importance

EC Grant Agreement

Consortium Agreement

Annex 1
Description of Work

UNITED-Grid Handbook
Adminastritive Routine
Financiala Routine

Project plan

Figure 1: UNITED-GRID Governing and guiding documents
The ECGA (European Commission Grant Agreement) is the main, prevailing document, which is the contract
signed between the Coordinator and the European Commission. It contains financial and legal information
agreed between the European Commission and the Coordinator. The partners accede to the ECGA by signing
the commitment form (the A2:5 form).
The DoW (Description of Work, Annex I)
The Description of Work (DoW) is the detailed description of the project. In this document, you can read
about the justification of the project according to the call. You can also find all information about the work
packages, the milestones and deliverables and their repartition by beneficiaries. You will also find a planned
schedule as well as project efforts and costs, expected impacts and description of the partners. The DoW
includes the following:
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The Project Plan starts off as the same document as the Description of Work (DoW). The project plan will
however change throughout the project, as it will be subject to change. All changes in the Project Plan are
handled by the PMO and proposed by a Change Request (see Template Folder under ‘General documents’).
Changes in project plan:
In order to change or update the project plan (which essentially is the Annex I, DOW) the WP leaders need to
describe the proposed changes from the original plan. Send this template to the PMO. The proposed changes
will be decided by either the PMO or the Management Board depending on the nature of the proposed changes.
When changes are agreed and decided the changes will be logged and documented in a change log which is
kept by the PMO. This means that the updated/valid Project plan is the combination of Change log and Annex
I.
The Consortium Agreement (CA) is the legal document agreed and signed by all the parties to the project,
and which imposes a set of standard conditions on the signatories. These include, amongst other things,
agreements as to ownership and exploitation of IPRs, and a set of warranties and disclaimers allocating risk
between the parties. Moreover, it also supplies a core set of processes which indicate how the project work
will be governed, planned and implemented. The participating partners have themselves decided on the
terms and condition of the CA and the European Commission is not party to the agreement. The ECGA governs
the CA.
This Project Handbook describes the management as well as the administrative, reporting and financial
routines of the project.
To access the above mentioned documents, go to the UNITED-GRID file-sharing page at:
https://chalmersuniversity.box.com/s/48difnlf09w5do2l7yxiqmax63x4ktlz. An invitation is needed to get
access to the files, which can be obtained from the Project Management Office (PMO). Search for the name
of the document in the search function in the top of the page.

3

Overview of all UNITED-GRID events

The following general meetings are planned in Table 1.
Table 1: Planned physical consortium meetings
DATE

LOCATION

CONSORTIUM

MANAGEMENT
BOARD

SITUATION
ANALYSIS
TEAM

WPLEADERS

REFERENCE
GROUP

2717-1127
May 2018
December
2018
May 2019
December
2019
May 2020
December
2020
May 2021
November
2021

Gothenburg

x

x

x

x

Eindhoven
St. Julien

x
x

x
x

x
x

x
x

x
x

Gothenburg
Eindhoven

x
x

x
x

x
x

x
x

x
x

St. Julien
Gothenburg

x
x

x
x

x
x

x
x

x
x

Eindhoven
St. Julien

x
x

x
x

x
x

x
x

x
x
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Please note that there will be meetings in addition to the ones mentioned above.
Each WP leader is responsible for coordinating the work in each work package. It is advised to meet at least
once every month. The PMO will have monthly meeting with WP-leaders via Skype to update on work package
status.
The chairperson of the Management Board must give notice of meetings no later than 30 days before the
meeting is to take place. The agenda must be sent to all members of the management board no later than 5
working days ahead. In case any member would like to add any item to the original agenda, this must be done
no later than 2 working days before the meeting.

4

Decision-making and responsibilities

4.1

General principles

Each party undertakes to take part in the efficient implementation of the project, and to cooperate, perform
and fulfil, promptly and on time, all its obligations under the EC-GA and the Consortium Agreement.
Each party undertakes to notify promptly, in accordance with the governance structure of the project, any
significant information, fact, problem or delay likely to affect the project.
Each party shall promptly provide all information reasonably required by a Consortium Body or by the
Coordinator to carry out its tasks.
Each party shall take reasonable measures to ensure the accuracy of any information or materials it supplies
to the other parties.

4.2

Management structure

The structure of the overall project management is shown in Figure 2.

Figure 2: Project management structure
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4.2.1

Management Board

The Management Board is the ultimate decision-making body of the consortium and consists of one high
profile representative of each party. The Management Board has the overall responsibility for all managerial
aspects of the project and monitors overall progress of deployment, collaboration and market outreach. The
Management Board decides also on the addition of new partners or the exclusion of defaulting partners as of
necessary. The Management Board members will convene at least every six months. The Project Handbook
is subject to approval of the Management Board.

4.2.2

Members of the Management Board

The Management Board will be mandatory for the following partners:
Chalmers University of Technology, Göteborg Energi AB, Technische Uni. Eindhoven, Commissariat A L Energie
Atomique Et Aux Energies Alternatives, RISE, Atos Worldgrid Sas, SOREA, ENEXIS BV, Smart State Technology
B.V., Security Matters BV, IMCG Sweden AB
A list of the representatives of each partner in the Management Board can be found in the Master Contact
list in UNITED-GRID Box folder (under the tab ’01 Administration and legal documents’).

4.3

Project Management Office (PMO)

The Project Management Office is the supervisory body for the execution of the project, which shall report
to and be accountable to the Management Board. The Project Management Office consists of a Coordinator,
an Assistant coordinator (Technical Project Manager), and a Financial Coordinator (Administrative Project
Manager). The PMO convene once per week. It shall be appointed by the Management Board and shall assist
and facilitate the work of the Management Board and the Coordinator.
The core PMO consists of:


Dr. Anh Tuan Le, Chalmers University of Technology, Coordinator



Dr. David Steen, Chalmers University of Technology, Assisting Coordinator (Technical Project Manager)



Ms. Jacqueline Plette, Chalmers University of Technology, Financial Coordinator (Administrative Project
Manager)

4.4

The Coordinator

The Coordinator (Dr. Anh Tuan Le) is the legal entity acting as the intermediary between the parties and the
European Commission and is accountable for the implementation of the project in accordance with the
agreement. The Coordinator shall, in addition to his responsibilities as a party, perform the tasks assigned to
him in the EC-GA and in the Consortium Agreement.
The Coordinator will specifically focus on external contacts, such as with the Commission, the Management
Board, the Reference Groups, other external stakeholders and promote the project in a wider context.

4.5

The Assisting Coordinator

The Assisting Coordinator, or the Project Manager, Dr. David Steen, is responsible for the technical execution
of the project and his main focus are towards the WP-leaders and the Situation Analysis Team.

4.6

The Financial Coordinator

The financial Coordinator (Ms. Jacqueline Plette) is responsible for the financial and administrative execution
of the project. Her main focus is to support with administrative questions towards the consortium members.
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4.7

Work Package Leaders

The work package leaders are responsible for monitoring the execution, quality, accuracy and deliverables
of the work packages that they lead.


WP1 Management – Anh Tuan Le, Chalmers



WP2 Scenarios and pathways toward future intelligent distribution grids – Claes Sandels, RISE



WP3 Secure and scalable ICT infrastructure for future intelligent distribution grids – Tuan Tran, CEA



WP4 Advanced forecasting and market-based congestion management – David Steen, Chalmers



WP5 Safe and secure real-time monitoring, control and protection – Phuong Nguyen, TU/e



WP6 Tool-box and Cross-platform integration for demonstrator sites – Daniel Georges, ATOS



WP7 Demonstrators operations and assessments – Tuan Tran, CEA



WP8 Out-reach & Business Innovation – Magnus Andersson, IMCG

The WP-leaders will meet once a month with the PMO to report progress, status and any deviation from
project plan.

4.8

Situation analysis Team

The role of the Situation Analysis Team is to advise the PMO to act based on external events affecting the
Energy sector (Politics, regulation, business dev, etc.) as well as supports with relevant networks to enhance
impacts of project results.
The team consists of:





Karin Widegren, Vice-Chair of International Smart Grid Action Network, ISGAN
Diego Pavia, CEO KIC InnoEnergy
Prof. Tomas Kåberger, Renewable energy advisor to governments, suppliant in Fores think tank,
Director of Energy, Chalmers.
Dr. Anna Wolf. Power Circles special advisor in energy systems and smart grid.

The team will meet twice a year with the PMO to discuss recent events within the energy sector.

4.9

Reference Groups

The role of the reference groups is to provide recommendations to increase the quality of the project and its
output, especially with regards to potential exploitation of technologies and business innovations.
The reference groups in UNITED-GRID are dynamic and altered throughout the project to support the project
in an efficient manner, based on existing and predicted needs. They could be designed for MB, project
management or the project specific concepts.
Currently, two reference groups are being formed:
1) Novel business model and offering group built on industrial stakeholder as DSO, TSO, aggregators and
end-user and client representatives
2) Regulation and policy foresight group

5

Reporting

This section is a guidance to help partners, work package leaders and coordinating organization to prepare
and submit the progress and final reports requested in the European Commission Grant Agreement as well
as the reporting necessary to follow up the UNITED-GRID development on a monthly basis.
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Depending on what kind of responsibilities you have in the project, you will face different reporting
requirements. In order to make it easier for you, this handbook separates the reporting chapters below into
three categories.
The reporting levels presented below are:
 Reporting for all UNITED-GRID participants
 Reporting for UNITED-GRID Work Package Leaders
 Reporting for the UNITED-GRID Coordinator
For example, if you are a work package leader, you are obliged to report as a:
(1) UNITED-GRID partner and as a
(2) UNITED-GRID Work Package Leader.
Please read and follow the instructions for the chores of these levels below.

5.1

Reporting for all Participants

All partners are required to follow up financial expenditure and staff costs on a monthly basis to the PMO.
All partners are required to provide the necessary input to the periodic reports.

5.2

Reporting for WP-Leaders

The WP leaders’ management and progress of their tasks and deliverables are crucial for the success of
UNITED-GRID. For the PMO to be able to plan, coordinate, lead and follow up on the progress of the 8 WPs,
the WP-leaders need to report progress, deviations, etc. to the PMO on a monthly basis. This is done through
the monthly PMO meetings with the WP-leader.
To guarantee high quality work in the project, UNITED-GRID will have an internal review process following
the structure shown in Figure 3:

Figure 3: UNITED-GRID internal review process
The task leader needs to provide the deliverable for internal review one month prior to the final deadline in
order to allow for internal review. The WP-leader needs to get back with feedback no later than two weeks
prior to the delivery date, and the final version should be submitted to the Coordinator one week prior the
due date.
In addition, at latest halfway to each deliverable, the structure of the deliverable should be available and
circulated within the consortium.
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5.3

Reporting for the Coordinator

The coordinator of UNITED-GRID is responsible for reporting the progress to the EU. All partners and WP
leaders need however to do their parts in preparing for the Progress Report. Funding from the commission
will only be transferred on the condition that the reports submitted have been approved.
To be successful in the reporting it is therefore crucial that every partner respects the deadlines and
carefully follows the reporting guidelines and that the WP leaders together with the coordinator prepare
publishable summaries and technical reports.
In total, 3 progress reports (due month 18, 30, 42) including one ‘periodic technical report’ and one ‘periodic
financial report’. The technical report should include:





An explanation of the work carried out by the beneficiaries;
An overview of the progress towards the objectives of the action, including milestones and
deliverables identified in Annex 1.
A summary for publication by the Agency;
Answers to the ‘questionnaire’, covering issues related to the action implementation and the
economic and societal impact, notably in the context of the Horizon 2020 key performance
indicators and the Horizon 2020 monitoring requirements;

The financial report should contain:



5.4

An ‘individual financial statement’ (see Annex 4) from each beneficiary, for the reporting period
concerned.
An explanation of the use of resources and the information on subcontracting (see Article 13) and inkind contributions provided by third parties (see Articles 11 and 12) from each beneficiary, for the
reporting period concerned;
A ‘periodic summary financial statement’, created automatically by the electronic exchange system,
consolidating the individual financial statements for the reporting period concerned and including —
except for the last reporting period — the request for interim payment.

Important Reporting Dates

There are a lot of important dates, deliverables, and milestones in UNITED-GRID. The Table 2 shows the most
important reporting date which have been filtered to be relevant to important partner reimbursement
activities.
Table 2: Important reporting dates
Report

Content

Period

Periodic report

Technical report
Financial report
Technical report
Financial report
Technical report
Financial report
Periodic Report
Final technical report
Final financial report

M1-M18

Submission date for partners to
Coordinator
Within 25 days after last day of M18

M19-M30

Within 25 days after last day of M30

M31-M42

Within 25 days after last day of M42

M1-M42

Within 25 days after last day of M42

Periodic report
Periodic report
Final Report
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6

Financial guidelines

Disclaimer: Please note that this section below only is a short summery of some of the important features of
the H2020 financial rules. It is the responsibility of every participating organization to read the Commission
document on financial guidelines, which can be found at:
http://ec.europa.eu/research/participants/docs/h2020-funding-guide/grants/grantmanagement/reports_en.htm
Any partner organizations that are affected by rules for subcontracting and depreciation are strongly
recommended to consult the specific relevant sections of the guidelines.

6.1

What is an eligible cost?

To be considered eligible costs must be:










Cost must be reasonable, justified, consistent with the usual internal rules of the participant, and in
accordance with the principle of sound financial management, especially the standard of “good
housekeeping” in spending public money effectively;
Costs must be actually incurred (actual costs). That means that they must be real and not estimated,
budgeted or imputed;
All participating organizations must keep proper accounts and supporting documents to justify as
necessary all costs incurred and generated by the action. Original documents, especially accounting and
tax records, must be kept for five years after the date of payment of the EC contribution (except for
the flat rate indirect costs, which does not have to be backed up by supporting evidence).
The cost must be incurred during the duration of the project, with the exception of costs relating to
final reports and certificates on the financial statements (costs related to preparing, submitting and
negotiating the proposal can never be charged to the project.)
In the H2020 Framework programme identifiable VAT, whether recoverable or not, is totally ineligible.
Please ensure that VAT is always excluded from your cost claims.
Make sure there is a reference to UNITED-GRID on all invoices related to the project. This is necessary
to be able to get the invoices accepted by the Commission.

6.2

Direct costs

Direct costs are all those eligible costs which can be attributed directly to the project and are identified by
the beneficiary as such, in accordance with its accounting principles and its usual internal rules. The following
direct costs may be considered eligible (this list is not exhaustive):

6.2.1

Personnel costs

The cost of staff assigned to the action, comprising actual salaries plus social charges and other statutory
costs included in the remuneration, provided that this does not exceed the average rates corresponding to
the beneficiary’s usual policy on remuneration. Only costs related to the actual hours worked by the
persons directly carrying out the work under action may be charged to the agreement. Working time is

the total number of hours, excluding holidays, personal time, sick leave, or other allowances.
Working time to be charged must be recorded using time-sheets all throughout the duration of the action.
Each person involved in the project must have daily records of all hours spent in the project and the records
must be certified at least once per month by the person in charge of the work (project manager). Estimates
of hours worked are not acceptable. Make sure references are complete with agreement reference,
beneficiary reference, full name of the employee, full name of supervisor and his/her signature, a reference
to the task or WP and to the type of activity (RTD, management, other) the work has been attributed.
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In cases where personnel work on several projects during the same period the time recording system must
enable complete reconciliation of total hours per person, listing all activities (EU projects, internally
funded research, administration, absences etc.).
The calculation of actual personnel costs requires the establishment of the productive hours for personnel.
Productive hours should include all the time that the employee is available to undertake activities for the
organization. It should exclude weekends and holidays, but should include for instance teaching time,
preparation of proposals, etc. As a guide, 1680 hours per year is considered to be a benchmark for productive
hours.

6.2.2

Travel and subsistence allowances for staff taking part in the project

As a general rule, actual travel and related subsistence costs relating to the project may be considered as
direct eligible costs, providing they comply with the beneficiary's usual practices and are adequately
recorded, like any other cost.
Travel costs must be needed for the work in the project, or for activities related to it (e.g. presentation of
a paper explaining the results of the project in a conference).
Travel costs should be limited to the necessity for the project; any extension of the travel for other
professional or private reasons is not an eligible cost.

6.2.3

The purchase cost of durable equipment/Depreciation

For those of you who are concerned, please consult the financial guidelines.

6.2.4

Subcontracting

The costs of subcontracting are a direct eligible cost. The definition of subcontracting is given in Article 13
of ECGA. Minor services (which do not need to be foreseen in Annex I) have to be charged also in Form C
under subcontracting (not under other direct costs).
For those of you who are concerned, please consult the financial guidelines.

6.2.5

Certificate on the methodology and certificate on the financial statements

Costs incurred for the certificates on the financial statements and certificates on the methodology constitute
eligible direct costs and are charged under management costs which are part of "Other direct costs". The cost
of the CFS is an eligible cost in the Grant Agreement for which the certificate is submitted (Art. 6, D.3).
Nevertheless, if the CFS is not required by the Grant Agreement (i.e. when the EU/Euratom contribution is
less than EUR 375,000), the costs of the CFS will not be eligible, since these costs are not considered as
necessary.

6.3

Indirect costs

Indirect costs are all those eligible costs which cannot be identified by the beneficiary as being directly
attributed to the project, but which can be identified and justified by its accounting system as being incurred
in direct relationship with the eligible direct costs attributed to the project. Indirect costs, also called
overheads, are all the structural and support costs of an administrative, technical and logistical nature which
are cross-cutting for the operation of the beneficiary body's various activities and cannot therefore be
attributed in full to the project. The nature of an indirect cost is such that it is not possible, or at least not
feasible, to measure directly how much of the cost is attributable to a single cost objective.
The H2020 indirect cost reporting method is:
- Flat rate based on 25% of the eligible direct costs from which the costs of subcontracting and in-kind
contributions provided by third parties are excluded.
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6.4

Exchange rate

Costs shall always be reported in EUR in the financial statements submitted to the European Commission.
Beneficiaries with accounts in currencies other than EUR shall report in EUR on the basis of the exchange rate
that would have applied either:



on the date that the actual costs were incurred or
on the basis of the rate applicable on the first day of the month following the end of the reporting
period.

For both options, the daily exchange rates are fixed by the European Central Bank (ECB) and may be obtained
at the following internet address: http://www.ecb.int/stats/eurofxref/ or, for the rate of the first day of
the month following the reporting period, in the relevant OJ of the European Union.

7

Administrative routines

All participants use the web based tool (UNITED-GRID Box Site) for online collaboration and file sharing:
https://chalmersuniversity.app.box.com/folder/37397412303. The PMO will provide participants with login
details.

7.1

UNITED-GRID templates

All templates are under preparation and will be available under General documents/Templates. There will
be one template for reports (MS Word) and one template for presentations (MS Power Point).

8

Communication

All communication with the Commission goes through the Coordinator.
Any communication or publication, including conferences and seminars, must indicate that the action has
received funding from the European Commission. Always use the UNITED-GRID logo, the EU flag and the H2020
logo. All these three logos can be downloaded from the UNITED-GRID Project Box folder
https://chalmersuniversity.box.com/s/yk3ti57jlv60gw9jla45t294p3tk6w8c
The PMO must be informed about any official communication from any partners.
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