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Executive Summary 

 

This document sets out the framework for internal communication and administration in the CLIPC 

project, and reflects on lessons learned using these processes, given the project’s progress in the 

second reporting period. This deliverable follows on from and expands on D1.2, and explains the 

formal reporting requirements in more detail.  

This document: 

1. sets out what the framework and agreed processes are for CLIPC (which were preliminarily 

documented in D1.1),  

2. adds updates on how they are being used in practice in the project and  

3. presents lessons learned. 

 

The communication is organised around 2 principal web sites (www.clipc.eu and 

proj.badc.rl.ac.uk/clipc) and 8 email lists. The first web site (www.clipc.eu) is the CLIPC portal, 

primarily used to access the CLIPC tools and services, though with a significant section on project 

information. The 2nd web site (http://proj.badc.rl.ac.uk/clipc) is a private wiki and document store used 

by the project team for sharing working documents and other documentation that is not yet ready for 

public dissemination. Project documentation intended for audiences outside the project team is 

disseminated through the www.clipc.eu site.  

http://www.clipc.eu/
http://proj.badc.rl.ac.uk/clipc
http://www.clipc.eu/
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 Overview 

This document details the administrative activities of the second and final period of the CLIPC project. 

It follows on from, and predominately updates, the information given in deliverables D1.1 and D1.2, 

and follows the same structure as D1.2. 

 

  Project web sites 

The CLIPC portal: http://www.clipc.eu 

Public information about the project is held on the webpages at www.clipc.eu. Given the launch of the 

new portal, with its focus on access to the data and the visualisations and toolkit, project information is 

now kept within a subheading of the top level menu “Project Information”.  

 

The following menus can be seen in Figure 1. 

 

The top level menu provides quick access to: 

- Home 

- Getting started 

- Access climate data  

- Impact indicators  

- MyCLIPC data processing  

- Project information 

 

There is also a pop-out box next to the CLIPC logo that provides quick access to: 

- Compare function 

- Combine function 

- Map viewer 

- My datasets (only visible when the user is logged in to the site) 

 

The bottom part of the homepage has the following links: 

- Glossary 

- Disclaimer 

- Access to CLIPC wiki (partners only) 

- Contact 

- Sitemap 

 

 

http://www.clipc.eu/
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Figure 1: Screenshot of the front page of the www.clipc.eu site 
 

Table 1 and figure 2 show the website statistics for the www.clipc.eu site from January 2016 to 

October 2016. As can be seen, there is a distinct upswing in website usage from August 2016, with a 

steady pattern of use before that time. The upswing is likely the result of the portal launch and the 

advertising of the portal done by the project team in the run up to the final evaluation and 

dissemination workshop. 

 

Note that these statistics are for the entirety of the www.clipc.eu site, not just the project information 

section. 

 

Month 
Unique 

visitors 

Number 

of visits 
Pages Hits 

Bandwidth 

(GB) 

Jan-16 853 1,114 2,885 17,514 2.01 

Feb-16 854 1,054 3,414 19,304 2.15 

Mar-16 958 1,185 11,961 44,026 2.29 

Apr-16 1,039 1,407 16,179 51,185 2.28 

May-16 1,136 1,635 31,903 72,435 2.79 

http://www.clipc.eu/
http://www.clipc.eu/
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Jun-16 1,152 1,742 12,522 43,715 2.54 

Jul-16 1,162 1,631 6,963 32,162 2.04 

Aug-16 2,555 3,103 18,673 53,044 2.42 

Sep-16 2,360 3,301 47,369 115,944 4.2 

Oct-16 2,325 3,963 69,907 145,732 4.78 

Total 14,394 20,135 221,776 595,061 27.50 GB 
 

Table 1: Website statistics for the www.clipc.eu site from January 2016 to October 2016 

 

 
(a) 

 
(b) 

http://www.clipc.eu/
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(c) 

 

Figure 2: www.clipc.eu website statistics from table 1. (a) pages and hits, (b) unique visitors and 

number of visits and (c) bandwidth. 

 

 CLIPC wiki 

Originally, a secure project area was provided by clipc.author-e.eu, which included a document 

preparation system. Unfortunately, the company that provided and managed the author-e software 

went bankrupt in summer 2015, meaning that a new solution for internal project documentation had to 

be found. 

 

After consultation with the work package leaders, it was decided that a wiki hosted by STFC would be 

an appropriate solution. This is now active at http://proj.badc.rl.ac.uk/clipc (figure 3). It is password 

protected to members of the project team, as it is the location for working documents, and private 

information such as the project contract and financial information.  

 

http://www.clipc.eu/
https://clipc.author-e.eu/
http://proj.badc.rl.ac.uk/clipc
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Figure 3: Front page of the CLIPC wiki  

 

All of the documents that were stored in author-e have been migrated to the wiki, and each work 

package has their own main page, linked from the front page of the wiki for ease of access. Further 

pages can be linked from the front page as needed, or from the appropriate work package page. 

 

All project participants, and the project external reviewers, are permitted to access and use the wiki, 

though this has not been taken up by everyone. Approximately 45 different users have made use of it 

since it started in June 2015.  

 

The procedure for getting access to the wiki is detailed below: 
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To access the wiki: 

1.       Register for a CEDA account at https://services.ceda.ac.uk/cedasite/register/ 

2.       Email the project manager (sarah.callaghan@stfc.ac.uk) to let her know your CEDA username, 

and she'll get the permissions sorted for you to access the wiki (this may take a day or so) 

3.       Log into the wiki at http://proj.badc.rl.ac.uk/clipc/wiki/WikiStart  

 Deliverables and Milestones 

 Location of documents 

During the working phase of deliverable production, the deliverable document is the responsibility of 

the document author, with overall responsibility for deliverable production residing with the 

appropriate Work Package Leader. Draft deliverables can be shared via the CLIPC wiki, via the email 

lists, or via individual emails as appropriate. The use of a shared editing platform, such as Google 

Docs has also been used. 

 

When the review process is completed a pdf version of the deliverables is generated and delivered to 

the project officer and project reviewers, via the Participant Portal , and also placed on the project web 

site (www.clipc.eu). 

 

For deliverables in draft stage the lead author may choose to keep the documents in the wiki or not. If 

they choose not to, the relevant Work Package Leader should be informed about how the document is 

being handled. 

 

Milestones are treated in a similar way to Deliverables for their production. When milestones are 

reached, an appropriate document (may be short or long, depending on the milestone) is created and is 

placed on the project web site. 

 

All finalised public deliverables and milestones can be found on the project website at 

http://www.clipc.eu/project-information/deliverables-and-milestones  

 

  Tracking of Milestones and Deliverables 

A key part of any project is the monitoring of the project’s progress, in particular determining whether 

or not the project’s milestones and deliverables are on schedule, or are delayed.  

 

This monitoring is done via the regular Work Package Leaders teleconference, where a verbal update 

on the progress of delayed and soon due milestones and deliverables is made by the appropriate Work 

Package Leader. These reports are captured in a Google spreadsheet  

https://docs.google.com/spreadsheets/d/1u9Fea9tuU95bFPY1Y607Qe4SAkUgk45Id03fVz7ODlI/edit?

usp=sharing  , which always has the most up-to-date information about the deliverables and 

milestones. The spreadsheet is colour coded: green for submitted deliverables and met milestones, red 

for delayed, and orange for up-coming. 

 

During the last few months of this reporting period, a second sheet was added to the deliverables and 

milestones spreadsheet, capturing the outstanding deliverables and milestones. This was to make it 

http://www.clipc.eu/
https://docs.google.com/spreadsheets/d/1u9Fea9tuU95bFPY1Y607Qe4SAkUgk45Id03fVz7ODlI/edit?usp=sharing%20%20
https://docs.google.com/spreadsheets/d/1u9Fea9tuU95bFPY1Y607Qe4SAkUgk45Id03fVz7ODlI/edit?usp=sharing%20%20
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easier to view the outstanding items. When milestones and deliverables are met, they are removed 

from this page and colour coded green on the master list (first page of the spreadsheet). 

 

This milestone and deliverable tracking meant that all the deliverables, bar one (ironically, this 

document) were submitted by the end of the project on the 30th November 2016. 

 

  Review of deliverables 

Deliverable documents go through an internal review by members of the project team, or suitable 

external experts, before being submitted to the Participant Portal. The review involves at least one 

person who is not in the Work Package(s) (WP) producing the deliverable. Suitable reviewers are 

identified during the Work Package Leaders teleconferences, and it is the responsible WP Leader who 

ensures that internal reviews are carried out on an appropriate timescale. 

 

  Dissemination 

As mentioned earlier, all public deliverable documents are posted on the clipc.eu site, avoiding the 

production of multiple documents, but the required structure of deliverables may not be optimal for 

wide dissemination.  

 

If the content of a deliverable or milestone needs to be more widely disseminated, or disseminated to 

different audiences, the author(s) will agree on the best approach of the following options: 

 

1. Preparation of a public report prior to completion of the deliverable/milestone 

If a report is prepared and made available in advance, or in parallel, the formal document submitted to 

the REA can contain a reference to the report along with required additional administrative material. 

 

2. Preparation of a public report after completion of the deliverable/milestone 

If a separate report for dissemination is desired, but cannot be completed at the same time as the 

deliverable/milestone, then the draft text should be included in the deliverable/milestone. A reference 

to a draft would not be acceptable. 

 

Note that the need for public reports did not arise in either the first or second reporting period. 

 Internal Project Communication 

 

  Email lists 

Email lists are managed by DKRZ as a free service, using the "mailman" package 

(http://lists.enes.org/). 

 

Eight different lists have been defined for use within the project (see Table 3.1). A list with address 

“gmesclip@lists.enes.org” was used during project preparation and negotiation, but is no longer in 

use. The email addresses are all of the form NAME@lists.enes.org with corresponding administrative 

information at an URL of the form https://lists.enes.org/mailman/listinfo/NAME, where NAME is one 

of the values in Table 3.1. 

 

http://lists.enes.org/
mailto:gmesclip@lists.enes.org
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All members of the lists have accounts with user ids set to their email addresses. Passwords can be set 

the first time a user accesses their account. User settings can be managed by going to 

https://lists.enes.org/mailman/listinfo and selecting one of the CLIPC addresses listed or go directly to 

a single list, e.g. https://lists.enes.org/mailman/listinfo/clipc. The options include various digest 

options, and options relating to the format of emails received. 

 

Table 3.1: names and descriptions of CLIPC email lists. All emails are of the form 

“XXXX@lists.enes.org”, where “XXXX” is one of the names listed in the left column. 

CLIPC email lists 

 

Name Description 

Number of emails over the 

course of the project (June 

2014 - December 2016) 

clipc Main email list for all project participants 197 

clipcpo Project office unused 

clipcwpl Work Package Leaders  606 

clipcadmin 
Administrative list, for financial and legal 

issues, 

unused 

clipcportal WP3 & 4 unused 

clipcaccess WP5 & 6 147 

clipctoolkit WP7 & 8 unused 

clipcoutreach WP2, 9, 10 unused 

clipcquality Data Quality and Limitations Working Group unused 

 

Archives for each email list are held at the lists.enes.org site and are open to list members. 

 

As can be seen from table 3.1 some of the email lists were not used at all, the work package 

participants choosing other methods to organise and communicate between themselves. The most used 

list was the clipcwpl list, primarily used for the Work Package Leaders to discuss and make 

overarching project decisions. 

 

  Telephone conferences 

Telephone conferences were originally held on monthly basis, but during this reporting period, the WP 

leaders made the decision to have a regularly scheduled fortnightly call at the same time (Wednesdays 

at 1.30pm UK time). In the final months of the project, the frequency of these calls was upped to once 

a week. These teleconferences are scheduled in order to coordinate the work done within the work 

packages with the work done in other work packages.  

 

The teleconference system used is powwownow. The co-ordinator holds an account which allows 

parties in all countries to join a conference by dialing a national number. 

 

Work package leaders were also expected to arrange teleconferences as necessary to coordinate the 

work package teams, and this happened on an ad hoc basis throughout the project. 

 

  Agendas and minutes 

Agendas and minutes of meetings are circulated via email, either as attached documents, or, (in the 

case of the regular work package leaders teleconferences) as editable, shared Google documents. The 

https://lists.enes.org/mailman/listinfo
https://lists.enes.org/mailman/listinfo/clipc
mailto:XXXX@lists.enes.org
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links to these documents are also collected on the CLIPC wiki under “Meetings and teleconference 

minutes”.  

 

A full list of the Work Package Leader teleconference minutes can be found in the shared Google 

Drive folder: 

https://drive.google.com/drive/folders/0BwHkbGBmSATIbXVuLTBva3JldmM?usp=sharing  

 

  General Assemblies 

In the first reporting period, two General Assemblies were held: the Kick off meeting (London, 

January 2014, http://www.clipc.eu/the-project/project-meetings/kick-off-meeting) and the General 

Assembly (Dortmund, June 2015, http://www.clipc.eu/the-project/project-meetings/general-assembly-

june-2015).  

 

During the second reporting period, two General Assemblies were held:  one in Ede, the Netherlands, 

June 1st and 2nd 2016 (http://www.clipc.eu/content/content.php?htm=113) and the final General 

Assembly was held in Brussels on the 17th and 18th October 2016, co-located with the Final 

Dissemination and Evaluation Workshop (20th October). Details of the final General Assembly can be 

found at http://www.clipc.eu/content/content.php?htm=115.  

 

All General Assemblies have pages on the clipc.eu site dedicated to them, where users can find details 

of the meeting agenda and pdf versions of the slides presented at the meeting.  

 

  External meetings 

CLIPC team members have also had other meetings and workshops with partners such as the EEA and 

ECMWF. Details of these meetings can be found at http://www.clipc.eu/project-information/meeting-

reports, along with notes/minutes from the meeting, and presentations (where applicable). User 

consultation meetings have often included a broad cross-section of project partners and have also 

contributed to internal communication. 

 

  Internal project meetings 

Internal project meetings have been arranged on an ad-hoc basis by members of the project team and 

the work package leaders as appropriate. Notes and agendas of these internal meetings are located on 

the CLIPC wiki http://proj.badc.rl.ac.uk/clipc  

 External Communications 

  Brochure 

The CLIPC brochure (available from 

http://www.clipc.eu/media/clipc/org/documents/flyer1_download.pdf ) provides a very broad 

overview of project objectives and contact information.  

 

  Newsletter and Project News 

Production of news items remained slow during this reporting period, though the project’s Final 

Dissemination and Evaluation Workshop and other events were documented using the news part of the 

https://drive.google.com/drive/folders/0BwHkbGBmSATIbXVuLTBva3JldmM?usp=sharing
http://www.clipc.eu/content/content.php?htm=113
http://www.clipc.eu/content/content.php?htm=115
http://proj.badc.rl.ac.uk/clipc
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project website. The project website’s news archive can be found at http://www.clipc.eu/project-

information/news 

 

  Policy briefs 

Communications with external users in the form of policy briefs have been completed according to the 

description laid out in the DoW (Deliverable D10.6). They are also available on the website at 

http://www.clipc.eu/project-information/project-resources  

 Financial Reporting and Period Reports 

The CLIPC project has two reporting periods of 18 months, with interim reports due at month 9.  The 

submission of the first period report was delayed by problems with a second Amendment to the Grant 

Agreement which was triggered by the entry into administration of one of the CLIPC partners, 

Magellium Ltd. The completion of the necessary amendment was finally completed in April 2016, 

finalising the termination of Magellium's participation and bringing Deimos into the consortium 

through a “Partial Transfer of Rights and Obligations”. Deimos took on the work which Magellium 

could not complete, with some modifications described in the period 1 report (taking advantage of new 

foreground brought into the project by Deimos).  

The First Period report was accepted on 30th August, after which distribution of funds started. 

 Lessons Learned 

 

A number of administrative lessons have been learned over the course of the project, which are 

summarised below: 

 

 Regular (monthly/fortnightly) teleconferences for Work Package Leaders are very important 

to ensure that work is progressing, and that interactions between work packages are happening 

appropriately. These can be difficult to schedule, but the use of tools such as Doodle 

(www.doodle.com) for conducting polls for the best date make scheduling a bit easier. 

 When moving to more regular calls (e.g. weekly or fortnightly) the admin overhead in 

trying to schedule them at different times each call becomes too much. At that point we 

moved to a regular timeslot every (second) Wednesday, which made scheduling much 

easier. 

 Similarly, even though it is tedious, going through the list of deliverables and milestones at the 

work package leaders’ teleconference ensures that all the leaders are aware of delays in other 

work packages which might affect their own. The spreadsheet is a living document, which can 

also be referred to by the EU project officer, as required.  

 Having multiple pages in the spreadsheet to e.g. extract the lists of deliverables still 

outstanding, makes it easier and quicker to review progress. 

 Google Docs is a useful tool for sharing and doing shared editing of documents, though care 

has to be taken in case of any confidential information. 

 Having multiple email lists does cut down on the amount of email traffic that team members 

receive, though this comes at the risk that they might not hear about important developments 

because they weren’t subscribed to the sub-list that announced them. The onus is on the work 

package leaders to ensure that information is disseminated to the project team appropriately. 

http://www.clipc.eu/project-information/project-resources
http://www.doodle.com/
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 Managing a distributed team across 22 partners (and multiple countries) does require a lot of 

good will and engagement from the partners. The face to face meetings and General 

Assemblies help to build these relationships, facilitating the achievement of the project goals. 

 The learning curve to manage a project of this size and complexity is steep, so extra time 

should be factored into plans to account for this. 

 Similarly, the level of low level administration (e.g. collating documents, sending out 

agendas for calls etc.) can take a lot of time. Having a dedicated project administrator to 

support the project coordinator and project manager allows them to focus more effectively 

on ensuring the quality of the deliverables and reporting. 

 Concluding Remarks  

 

This document has updated the administration processes and procedures laid out in D1.1 and D1.2, 

outlining issues and areas of improvement. As a general point, the administrative procedures for the 

project developed slowly and somewhat organically as the project progressed, not helping the project’s 

slow start. However, during the second two years of the project, more regular monitoring of progress 

and more communication between work package leaders (via regularly scheduled teleconferences) did 

improve the situation, and resulted in the vast majority of the deliverables being submitted by the 

project end date. 

 

The main lesson learned from this project, in terms of project management, is that getting the lines of 

communication set up and active is a vital part of ensuring the project delivers. 

 


