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Introduction — Acknowledgments

This report has been prepared thanks to international project AUTISM_PCP, no.
2018-1-EL01-KA204-047788, which is supported by ERAMUS+ — KA2 Cooperation
for innovation and the exchange of good practices, Strategic Partnerships for adult

education.

This document is complementary to the Erasmus+ Programme Guide and can by no

means be considered more important that the Erasmus+ Programme Guide. In case
of disagreement, you shall consult the Erasmus+ Programme Guide and act
according to it. This guide acts as a smaller version of the Erasmus+ Programme
Guide and takes into consideration the guidelines and attention points suggested
by IKY (the Greek National Agency) in the technical seminar on the 19" October

2018.

This is a dynamic document and it will be updated any time issues occur in the
project management and according to partnerss feedback (questions,

disagreements, doubts, etc).

History
Version List of changes, Author(s) / Reviewers Date
1.0 Original version, CYCLISIS December 2018
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Project timetable

Implementation period: September 2018 — August 2021

Project activity name

Implementation

(months)

A1. Project management and implementation M1 — M36
A1.1 Planning and Coordination M1 — M36
A1.2 Communication M1 — M36
A1.3 Financial Reporting M1 — M36
A1.4 Reporting M1, M13, M25, M36
A1.5 Dissemination and capitalization M1 — M36

A1.6 Quality Assurance

M7, M13, M25, M28, M31, M36

A1.7 Risk Management/Conflict Management

M1 — M36

Intellectual Output 1 M1 — M24
Intellectual Output 2 M19 — M27
Intellectual Output 3 M25 — M30
Transnational Project Meeting 1 (Patras) M1 M4
Transnational Project Meeting 2 (Buchurest) M7
Transnational Project Meeting 3 (Ciampino) M13
Transnational Project Meeting 4 (Rousse) M20
Transnational Project Meeting 5 (Skopje) M27
Transnational Project Meeting 6 (Limassol) M34
Conference E1 (Skopje) M28
Conference E2 (Patras) M36
Learning/Teaching/Training Activity 1 (Skopje) M31
Learning/Teaching/Training Activity 2 (Limassol) M33
Learning/Teaching/Training Activity 3 (Komotini) M35

As seen above, the main project activities, as described in the project proposal, are:
e Project Management
o Planning and Coordination
o Communication
This project has been funded with support from the European Commission.
Erasmus+ This publication reflects the views only of the author, and the Commission
cannot be held responsible for any use which may be made ofthe
information contained therein.
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o Financial reporting
o Reporting
o Dissemination
o Quality Assurance
o Risk/Conflict Management
e Intellectual outputs
e Transnational Project Meetings
e Learning/Teaching/Training Activities

e Multiplier Events

Project Management

When referring to Project Management, we refer mainly to all activities carried out
by each partner and have to do mainly with planning, coordination, reporting,
communication, quality and risk management and dissemination for the project.

The coordinator receives 500euros per project month and each partner 250euros per
project month in order to cover the cost of the mentioned activities.

Costs that are covered by the project management budget:

e planning, coordination, communication between partners
o staff costs for project administration

e publicity, web sites
e project meeting and learning/teaching/training hosting costs

e project meeting participation costs for external experts (no legal ties to the
organisation)

e participation to the 2 conferences

e and any other realistic costs that cannot fit into other categories

This project has been funded with support from the European Commission.
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In this budget category there are no special document which have to been sent to
the NA together with interim/final report. But each partner must be able to identify,
how/for what the money was spent.

It is recommended to create the timesheets if there will be staff costs for project
administration in this budget category. Staff costs should be calculated on the basis
of the real daily/monthly rate.

The project management budget cannot be increased throughout the project. It is
the only cost category where transfers towards it (even on the >20% category) are
prohibited.

Documents that can be requested:

e Expenses table along with proof (receipts, timesheets, payments, etc)

Planning and coordination

Self explanatory, coordinator’ s work, no special requirements

Communication

Everyday activities concerning the communication between the partners. These are
any email exchanges between the partners as well as any online meetings that could
take place.

Communication and cooperation principles
o All partners shall participate equally on all aspects of the project
o Each opinion shall be equally acceptable
o The project will be run through democratic processes
o Partners should provide constant feedback and questions for any activity of
the project
- This project has been funded with support from the European Commission.
Erasmus -+ This publication reflects the views only of the author, and the Commission
cannot be held responsible for any use which may be made ofthe
information contained therein.



ERASMUS+ Programme 2018 — KA2 Adult Education KPATIKDN

YNOTPO®IQN

Project n2: 2018-1-EL01-KA204-047788 I KY
Document name: AUTISM_PCP Project Handbook

Financial reporting

All expenses concerning the project have to be made in the 36 months of the project
implementation period (3 September 2018 till 31 August 2021). Any expenses before
or after that period are not eligible.

You will be given a template for cost reporting.

For the partner organisations that come from countries where the currency is not
the Euro, the costs will be calculated based on the rates presented in the link below

http://ec.europa.eu/budget/contracts_grants/info_contracts/inforeuro/inforeuro_

en.cfm

In case the rates change, the cost will be calculated according to the new rates from
that moment on.

Reporting

According to thenational agency contract, there are the following reporting periods

1. Progress report: covers the period between 3 September 2018 and 30 August
2019 — To be submitted until 30 September 2019

2. Interim report: covers the period between 3 September 2018 and 31 August
2020 — To be submitted until the 30 September 2020

3. Final report: covers the period between 3 September 2018 and 31 August
2021 — To be submitted until 29 October 2021

In the partners’ agreements you all signed, we determined that in order to be able
to submit the reports on time, we will be having regular reports every 3 months
starting from January 2019 and following the programme below

Tri-monthly report programme

Month Period

31 January 2019 3 September 2018 — 15 January 2019

This project has been funded with support from the European Commission.
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30 April 2019 16 January 2019 — 15 April 2019

31 July 2019 16 April 2019 — 15 July 2019

5 September 2019 16 July 2019 — 31 August 2019

31 October 2019 2 September 2019 — 15 October 2019
31 January 2020 16 October 2019 — 15 January 2020
30 April 2020 16 January 2020 — 15 April 2020

31 July 2020 16 April 2020 — 15 July 2020

4 September 2020 16 July 2020 — 31 August 2020

30 October 2020 1 September 2020 — 15 October 2020
29 January 2021 16 October 2020 — 15 January 2021
30 April 2021 18 January 2021 — 15 April 2021

30 July 2021 16 April 2021 — 15 July 2021

17 September 2021 16 July 2021 — 31 August 2021

The tri-monthly report will consist of the following documents

- Timesheets, singed and stamped

- Report on meetings and/or learning/teaching/training activities and/or
Multiplier events (template provided by the coordinator)

- Dissemination report

The September reports for 2019 and 2020 will also include an open question report
(max 10 questions) relevant to your participation to the project and any comments.

The September 2021 will also include an open question report with maybe some
more questions reflecting on the project and evaluating the impact it had on your
organisation, staff and local community.

In order to make reporting periods easier for you, and taking into account that there
is a provision for each organisation to cover many days for administrative staff, we
have created some online versions of the timesheets and dissemination reports, as
well as evaluation, all of which will be most 5 minutes to fill in each time you are

This project has been funded with support from the European Commission.
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doing something. All these information will be available to you at any given moment
in order to create your reports and will also help you evaluate your participation to
the project. The information on the online diary are an unofficial record, made clearly
to help you keep track and not forget important working days.

The main reports (progress, interim and final) have also an impact on payments.

As you already know from the partners’ agreement, all payments are influenced by
the reports. Once a report is submitted, it needs up to 30 days to be evaluated and
after that another 30 days (mostly) to get the next payment.

Payments will be affected by two factors:

e The result of the report evaluation

e The requirement to have spent more the 70% of the money given in the
previous period. If someone hasn’ t spend 70% of the money already given,
then they will not get the next payment until they prove to have spend it.

These reports need to reflect accurately the reality of each partner within the project,
even if it is not always positive. Sugar-coating negative situations and problems in
cooperation with others will have no positive effect, on the contrary it will be a
reason to get evaluated negatively by the NA on the long run.

Dissemination

Dissemination and communication activities are important aspects of a project’ s
impact and evaluation. There are many ways to achieve them, some of them are (As
described in the submitted proposal):

e Website

e Newsletters

e Pressreleases

e Social media

e Multiplier events

e Learning/teaching/training activities and others

Every partner shall disseminate the results according to their dynamic, doing the
best they can. Some will be able to prove more dissemination activities than others

This project has been funded with support from the European Commission.
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who might not have a very big network. In any case, the more you do and the more
consistent you are on what you are doing, the better it will be for the project.

In order to prove your dissemination activities, you need to fill in the report for each
one. We will be providing you with an online form that should take more than 5
minutes to fill in (in extreme cases). There you will fill in some sections as accurately
as possible an you will be providing relevant proof.

The proofs can be

e Links to website pages

e Links to social media posts

e Screenshot of the recipients of an email newsletter (their email addresses will
be used only as proof to the NA — no further use is allowed by any of the
partners)

e Pdf documents of the press releases or newsletters appearance on a
newspaper or magazine or any other publication

o Lists with signatures of people that have been informed face-to-face about
the project and its deliverables

Any other proof you have, should be approved by the coordinator before you use
it as such.

Concerning the difference between dissemination and communication of the
project here are some basic differences they have:

- Communication activities are all the activities that promote the project and
its activities to the public, letting them know of the objectives of the project
and the progress of the activities and/or addressing calls for participation on
the project.

- Dissemination activities are all the activities that promote the outputs

produced within the project and their use by the target group.

This project has been funded with support from the European Commission.
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Quality assurance

According to the proposal, all partners will choice 3 persons from all 7 participating
organisations to be the Quality Assurance team. The Quality of the project will be
measured according to the quantitative and qualitative indicators decrypted in the
proposal.

Despite the specified role of the 3 persons, each partner has the right to voice any
justified objections that can help with the quality of the deliverables.

There will also be evaluations throughout the project, mainly in meetings and
training activities but also throughout the development of the outputs, that will help
figure out issues in quality management as well as risks and conflicts.

Documents

Quantitative: As shown through dissemination, multiplier events participants and
website traffic.

Qualitative: Templates for output development (as mentioned in the proposal),
quality check reports of the final products, communication between the partners,
evaluations.

Risk Management and Conflict resolution

As described in the proposal, there is a big variety of risks that the project could
possibly face. These could be in terms of quality, over/under-spending, delays,
conflicts, partner withdrawals (due to conflict with other partners or bankruptcy, etc)
and poor dissemination.

Whenever a partner feels that there might be danger of a risk becoming true, you
contact the rest of the partnership or the coordinator to solve it together, or if things
are more serious, you write and sign a report referring to all the factors that led to
the situation which will be sent to the NA in order to help us figure out a way to
overcome it.

This project has been funded with support from the European Commission.
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The above mentioned tri-monthly reports will help us keep a good track of the
project progress and will also help us avoid some of the above mentioned risks, like:
- over or under spending
- ensure that the project runs smoothly and that everyone has started working
according to the days foreseen
- dissemination/communication activities
- quality of work and cooperation

Intellectualoutputs

All partners have 2 staff categories:

- Teacher/trainer/researcher
- Administrative

Shipcon and Cyclisis have an additional staff category: Project Manager

All people that have worked on any of the above mentioned categories, should have
any kind of official contract with their respective organization. They can either be full
time employees, part time employees or contract based staff specific for the project.
This means that you should be able to provide official employment contracts
between the employee and the organization in order for these expenses to be
justified.

Concerning the work on the intellectual outputs, all partners will contribute to the
development of each output, as foreseen in the proposal and reflected on the
approved budget.

Each output has its respective leader (I01: CYCLSIS, 102: MSSA, 103: SHIPCON). The
work of the leaders is purely a coordinating one and by no means one of absolute
authority. The outputs will be the result of equivalent collaborative processes, where
each partner’ s feedback and contribution will be valuable. Of course, all outputs
will be subjected to strict evaluation processes by each one of the partners and
associate partners that will eventually be involved in the project, in order to ensure
the best possible outcomes.

This project has been funded with support from the European Commission.
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The participation of each partner in each output per staff category, is predetermined
by the approved amount of the submitted proposal but there is the possibility to
transfer days between outputs and staff categories, as long as they don” tleadtoa
change in budget.

You can very easily transfer up to 20% from each category to the other, by simply
informing the coordinator. If a more than 20% transfer is required, you provide the
coordinator with a complete report justifying the transfer which will be then
forwarded to the national agency which will either approve or disprove the transfer.

Important documents for justification of work in the outputs:
-Timesheets with descriptions

-Employment contracts

-Proofs of payment

-Open question reports

Transnational Project Meetings

Who can participate?

- Staff employed on the AUTISM_PCP project
- Staff of the organization
- President, director or board member of the organization

The participation of the above mentioned people is covered by the TPM budget if
their relation is proved by official documents.

You can also be accompanied by experts, external colleagues, counselors and
volunteers of your organization but you have to provide the coordinator with a
written statement singed and stamp by the legal representative, that the above
mentioned people are linked with the organization. You might also need to provide
the minutes of the decision making body of your organization (e.g council) that
foresees the participation of volunteers or external colleagues in the activities of the
organization. Their participation costs are covered by the project management
budget.

This project has been funded with support from the European Commission.
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The experts, external colleagues, counselors and/or volunteers of your organization
cannot represent your organization by themselves and their costs, in such a case,
cannot be justified neither from project management nor by TPM budgets.

Obligations of the host organization

The host organization has to make all preparations needed for the project meeting
to take place. This means, that they should first of all have a place that can cover the
working needs of the meeting. The host is also responsible to organize the meeting
and be able to face any issues that might occur.

Lastly, the host will be responsible for minute taking of the meeting, along with the
help of the rest of the partners and gather/organize all important meeting
documents with the help of the coordinator.

Important documents for justification of participants in the meetings:

- Travel expenses (tickets receipt, boarding passes, hotel invoices,
transportation expenses, other expenses such as restaurant receipts)

- Presentations

- Evaluation

Important documents for hosts (with the help of the coordinator and the rest of the
partners if needed):

- Agenda

- Certificates of attendance

- Receipts for hosting expenses (covered by project management)
- Gather and prepare presentations

- Minute taking

- Evaluation

- Participants list with signatures

- Any other documents presented

This project has been funded with support from the European Commission.
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Training activities

According to the approved proposal, the training activities will have 15 local
participants from the host organization and 2 participants from each project partner
organisation.

The 15 local participants will need to register to participate on the training activity,
filling in a form (template or any other form with specified simple questions). Their
training costs are covered by the project management so they shouldn’ tinany way
pay to participate on the training event. They will also have to provide email
addresses to fill in the questionnaire evaluating their participation. All of their
personal data will have to be respected and use only for proof to the NA.

The 2 participants from each project partner organization have to be people that
have a connection to the organization. They can be either staff of the organization
or volunteers or external colleagues or experts or contract based personnel. For all
cases, the organization will need to provide a written statement, signed and
stamped by the legal representative stating that the person that participated has
one of the above mentioned relations to the project. (as described in the
Transnational Project Meetings Section)

Documents needed for justification of the training event:
15 local participants:

- Participation form
- Evaluation form
- Written statement that they allow their pictures to be taken and used in any
kind of dissemination activity concerning only the specified project training
activity.
- Participation certificates
2 participants from each organization (different in each activity because in the
proposal it mentions that the 3 activities will be exactly the same in each country

except if they are coming as training staff in which case one person can participate
to more than one activity):

- Travelling costs (As mentioned above)

This project has been funded with support from the European Commission.

“ Erasmus -+ This publication reflects the views only of the author, and the Commission
cannot be held responsible for any use which may be made ofthe
information contained therein.



ERASMUS+ Programme 2018 — KA2 Adult Education KPATIKDN

YNOTPO®IQN

Project n2: 2018-1-EL01-KA204-047788 I KY
Document name: AUTISM_PCP Project Handbook

- Any receipts concerning subsistence costs
- Travel insurance

- Participation certificates

- Evaluation form

- Participants list

Hosting organization:

- Participants list

- Costs concerning the training activity (rent, snacks and drinks, prints —
teaching costs can be transferred from intellectual outputs [need to clarify
that with the NAJ)

- Certificates (2 copies, one for each participant and one to be archived by the
organization)

- Training programme and presentations based on the project outputs (same
for all three Itt activities). Co-created by all partner organizations and the
teaching staff responsible for carrying out the training.

- Report for each activity

Multiplier events

According to the approved budget of the proposal, each multiplier event should
have at least 60 local participants, 20 international participants (project partners and
countries excluded) and at least one representative from each project partner
organization (costs covered from project management).

In each event, there is also provision of costs for the participation of 15 people that
belong to the autism spectrum along with their support staff/facilitators.

The conference will be carried out by the project partners and local or international
speakers, decided by the hosting organization (they can be either people with
autism or local organizations relevant to our subject or parents/guardians/friends of
people with autism or teachers/trainers/academic staff, etc).

The conference preparation should be at between 3 to 5 months long (cost eligibility
period)

This project has been funded with support from the European Commission.
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Important documents for the justification of the event:

Local participants (from the same city or country of the host organization)

Participation form

Written statement that they allow their pictures to be taken and used in any
kind of dissemination activity concerning only the specified conference.
Folders and other material

Travel cost (in case they come from other cities)

International participants

Participation form

Written statement that they allow their pictures to be taken and used in any
kind of dissemination activity concerning only the specified conference.
Folders and other material

Travel and accommodation costs

Participants that belong to the autism spectrum

Participation form

Written statement that they allow their pictures to be taken and used in any
kind of dissemination activity concerning only the specified conference.
Folders and other material

Travel, accommodation and any other support costs

Formal proof of their situation

Hosting organization

Costs relating to the hosting of the event and all technical aspects

Costs relating to the general preparation/organisation of the conference
(working hours on communicating with speakers, contacting places to host
the event, creating all supporting material, etc)

Drinks and snacks receipts for the event

Agenda

Report or minutes

communication/dissemination activities for the conference (and receipts for
them where applicable — e.g. media coverage, banners, etc)

n This project has been funded with support from the European Commission.
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- Participants list
- Presentations of speakers

It is very probable that the NA conducts an audit concerning the Multiplier Event
(and the project as a whole). Both CYCLISIS and MSSA should be able to provide a
detailed cost report that will prove that the Multiplier Event didn” t allow each one
of the organization to make a profit — meaning that all the money given for the
multiplier event should be justified with receipts and/or staff cost and no
remaining is allowed to stay unjustified (if it is more less than 20%, it can be
transferred to another approved activity except project management).

The same procedure will be used for the justification of special needs cost.

Templates

There are 2 categories of templates

- Online (Annex 1 with links) and
- Offline ones (will most likely need signatures and stamp from the
organization) (Annex 2 - 9 tempates overview)

The offline templates will be provided in the shared folder and there will also be a
document with the links to all online templates

Additional remarks

- Concerning the Erasmus+ Programme Guide, the versions that are valid for
AUTISM_PCP project are the ones published in the periods that the project
is being implemented. Each version is valid from the moment it is
published. If there are important changes between the versions, you will
always consult the most relevant one (in terms of year)

- The possibility of an audit is really high, meaning that you should be able to
provide at any given time any kind of proof that is requested from you.

This project has been funded with support from the European Commission.
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- All project results should include the Attribution-ShareAlike 4.0 International
(CCBY-SA 4.0) creative commons license

- All project results are and will remain free of use and easily accessible by
everyone, as foreseen by the EU commission.

This project has been funded with support from the European Commission.

- Erasmus <+ This publication reflects the views only of the author, and the Commission
cannot be held responsible for any use which may be made ofthe
information contained therein.
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Online templates

Online task log (timesheet) for everyday use, to help you keep track of your
working days on the project.

Link:
https://drive.google.com/open?id=1CvfhgqsXZa8prWtgb3pZo3o0s0_19Vag2
Hf5XBBXgBhO

Online dissemination log
Link:

https://drive.google.com/open?id=1C-1G3KGxoAM-
yx90Qu4yVzUPDvD4vBXw54u1XFeOO1Ds

Online evaluation form for meetings

Link:
https://drive.google.com/open?id=1k7NSG2gomWRezZOf8bbbvTkN2gO_V
5q4ipBlg0uZ9NE

Online evaluation log of the project progress
Link:
https://drive.google.com/open?id=10UTQF-
heFFyXCp_weN7G2ugOmNXKBSI6tpTOAt7jJ3Y

Online evaluation log for trainings and multiplier events (to be created upon
discussion)

This project has been funded with support from the European Commission.
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Timesheet with descriptions (excel file) — will be given digitally on the drive

Project title: Autism - A hollistic approach of person-centred planning for people with Autism

Project Nr: 2018-1-EL01-KA204-047788

Organization:
Name of staff:
Category of staff:
Reporting period:

TIMESHEET

Project Manager

I APY M A
KPATIKON
YNOTPO®IQN

IKY

Date

Day spent on activity Intellectual

(0.25d,0.5d,0.75d, Description of task
1.0d) output #

Total of working
days:

- Erasmus+

This project has been funded with support from the European Commission.
This publication reflects the views only of the author, and the Commission
cannot be held responsible for any use which may be made ofthe
information contained therein.
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Signature of staff:

Statement of legal representative:

As the legal representative of the above named organization | confirm that
............................................................................. is a permanent employee of the organization
and was working during the reporting period ................ on the project. The working hours
presented above concern exclusive work on the present project and have not been declared in
the framework of another Project receiving a grant financed from the EU budget.

Place and date:
Name:
Position:
Signature:

In case any partner

has more than one

Erasmus+ projects

running they

& of T resson

should fill in this

template for

tracking days, too.

. Date and signature of staff member Date and sig of line pervis
The template will -
Uate: Name :

Position:

also be given Sopatiss o
Signature:

digitally on the

. i
drive IKY
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Annex 3

List Of Participants on TPMs- will be given digitally on drive

A holistic approach of person-centered planning for people with autism

AUTISM_PCP
Agreement Number: 2018-1-EL01-KA204-047788

Participants list

Meeting no (TPM 1), date
Host Organisation: .......

Venue of the Meeting: .....

Partner Name and Signature

Organisation Surname

This project has been funded with support from the European Commission.
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TPM Agenda Template— will be given digitally on the drive

A holistic approach of person-centered planning for people with autism

AUTISM_PCP
Agreement Number: 2018-1-EL01-KA204-047788

AGENDA

Meeting no (TPM 1), date
Host Organisation: .......

Venue of the Meeting: .....
Participating Organisations

e D.AD.A.A (Association of Parents, Legal Guardians & Friends of
Children & Adults in Autism spectrum disorders and Aspergers')
MAENDELEO FOR CHILDREN APS

Scoala Gimnaziala Smaranda Gheorghiu

CYCLISIS

SHIPCON LIMASSOL LIMITED

PARVI NATIONALEN CENTAR PO DYSLEXIA

Macedonian Scientific Society for Autism

Date
e Main activities in bullets

Time Welcome Responsible
frame description partners
Time Subject one Responsible
frame partners

¢ Key points to be discussed

Coffee break

Time Subject two Responsible
frame partners

¢ Key points to be discussed

Lunch

- This project has been funded with support from the European Commission.
Erasmus <+ This publication reflects the views only of the author, and the Commission

cannot be held responsible for any use which may be made ofthe
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Time Subject three Responsible

frame ¢ Key points to be discussed partners

Coffee Break

Time Subject four Responsible

frame e Key points to be discussed partners

Time Subject five Responsible

frame ¢ Key points to be discussed pariners

20:00 Dinnerat......ccovvvvviiiiiininn...

Repeat the table above for the second day if applicable

This project has been funded with support from the European Commission.
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Certificate of Attendance Template— will be given digitally on the drive

LOGO OF
HOSTING

ORGANISATION

Cerlificate of AHtendance

No of Transnational Partners’ Meeting

Place and Date

We hereby declare that

Attended the No of Transnational Partners Meeting of the KA2 Strategic Partnership
ERASMUS+ Project "AUTISM-PCP:A holistic Approach of person-centered planning for

people with Autism” Proj. no: 2018-1-ELO1-KA204-047788

On behalf of Name of Organisation

Name and Surname | Legal Representative

I APYMA
KPATIKQN
YNOTPODION

IKY

AL Funded by the
L Erasmus+ Programme
oty of the European Union

- This project has been funded with support from the European Commission.
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Annex 6

Minutes Template — will be given digitally on the drive

A hollistic approach of person-centred planning for people with Autism
AUTISM_PCP Project
Pr. No: 2018-1-EL01-KA204-047788

Number of partner meeting
Venvue, date

MINUTES
TYPE OF MEETING AUTISM_PCP Project partner meeting
NOTE TAKER
ATTENDEES CYCILISIS:
Scoadla Gimnaziala Smaranda Georghiu:
MfC APS:
PARVI NATIONALEN CENTAR PO DYSLEXIA:
MSSA:
DADAA:
SHIPCON:

1. INTRODUCTION TO THE MEETING AND PRACTICAL INFORMATION
Moderation:

DisCussION

2. Discussion Subject 2
Moderation:

DIsCuUsSION

3. Discussion Subject 3
Moderation:

DIsCuUsSION

This project has been funded with support from the European Commission.
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NEXT STEPS

TASK RESPONSIBLE DEADLINE

This project has been funded with support from the European Commission.
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Annex 7 Event/activity name

Place, date

List of Participants in Events/ Conferences Venue

-will be given digitally on drive

Full Name Organisation E-mail / Tel Signature

This project has been funded with support from the European Commission. This publication reflects the views only of the author, and the
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Annex 8

Quality Issues and Risk Management — will be given digitally on the drive

A holistic approach of person-centered planning for people with autism

AUTISM_PCP
Agreement Number: 2018-1-EL01-KA204-047788

Template for Quality-Issue-Risk Log

‘ AUTISM_PCP PROJECT - QUALITY-ISSUE-RISK LOG
ID Type Product Method of  Actual Responsible Planned Result of Solved Number of @ Action

Checking Date Person Date impact Date Action description
Iltems

- This project has been funded with support from the European Commission. This publication reflects the views only of the author, and the
Erasm US+  Commission cannot be held responsible for any use which may be made of the information contained therein.
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Expenditure Report form- will be given Digitally on drive

Funded by the
Erasmus+ Programme
of the European Union

Project title: AUTISM_PCP - A hofistic approach of person-centered planning for people with autism
Project Nr: 2018-1-EL01-KA204-047785

Reporting period: 01.11.2017 - 31.10.2018
Partner:

B. Transnational meetings

Il APY M A
KPATIKQN
¥YNOTPO®ION

IKY

Internal document
Meeting number | Type of expenditure number (numperin | Comments;
Name of person (TM31, TM2, TM3, | (transportation, hotel, |  Startdate £nd date From {city y) | To(d v) sum Receiptnumber | Date ofinvoice | portner aecounting supporting
T™4) subsistence) system - were o documents
Tickets,
Boarding card,
Travel order,
Hotel invoice
4 ... | Transnational Meetings Intellectual Outputs Multiplie @W . A
Project title: AUTISM_PCP - A holistic approach of persan-centered planning for people with autism
Project Nr: 2018-1-E101-KA204-047788
Reporting period:
Partner
C.intellectusl Outputs
Monthly payroll
Staff category there m:y enter the Type of employment
{Manager, Researcher, | Days on the ,;.: th 2 '] oty
Name of staff Output Technician, s Grant per day Sum monthis)of thepayroll | et werks R

Funded by the
Erasmus+ Programme
of the European Union

Project titie: AUTISM_PCP - A holistic approach of person-centered planning for people with autism
Project Nr: 2015-1-EL01-KA204-047758

Administrative]

cavering the work on the

output, eg. 10-12.201

3 contract, other - specify]

Inonnnonnoonnoonn

Reporting period: N - -

Partner: 4 Transnational Meetings | Intellectual Outputs Multiplier Events ‘ )

D. Multiplier Events
Internal document

number
i 2 Number Cost per unit (were Receipt number Date of invoice 5 Date of payment /| Comment; supporting
ype of o Desc {were imelevont=1) irrelevant=sum) S {wers {were (numbe-rm;:::r expenditure documents
were ;
Transnational Meetings Intellectual Outputs Multiplier Events [ ® <
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