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1 Introduction 

As part of project management (WP7), a collaboration infrastructure was set up in the first 

two months of CO3 project and will be expanded further in the coming months as the project 

turns to ever more complex development tasks and ultimately the piloting of the CO3 

services in three localities for assessment.  

The collaboration infrastructure fulfils the following objectives: 

 To facilitate the collaboration of all project partners in the day-to-day work of the 

project. 

 To support the development carried out in WP2. 

 To support the piloting in the three municipalities and the development and 

application of the evaluation framework. 

 To support administrative management of the project. 

Deliverable D7.1 consists of the collaboration infrastructure itself and is a Deliverable of the 

type “Other”. This accompanying document describes the elements of the collaboration 

infrastructure and how they have been put into place. 

 

2 The collaboration infrastructure 

The collaboration infrastructure consists of a number of processes supported by respective 

technical tools covering 

1) Mail communication 

2) (Virtual) meetings 

3) File sharing 

4) Joint document editing 

5) Management of development projects 

2.1 Mail communication 

E-Mail is the main form of (written) communication in the consortium and is used on a daily 

basis by all partners. 

In the first weeks of the project, a contact list containing the names, e-mail addresses, roles 

(coordination, development, administration) and other contact details for each person 

working on the project was created and shared among partners via the file sharing platform 

(see below). Partners can edit this list on an ongoing basis. In that way, up-to-date contact 

information is available to all partners at all times. 
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Figure 1: Screenshot of project contact list 

 

 

Four mailing lists were set up based on the roles in the contact list. 

 Coordination mailing list co3@di.unito.it – for all content-related matters, esp. the 

ongoing work in the WPs. 

 General Assembly mailing list co3-project@di.unito.it containing only the members of 

the General Assembly for convening the assembly and communicating decisions. 

 Administrative mailing list co3-admin@di.unito.it – for all administration related 

matters only. 

 Developers mailing list co3-tech@di.unito.it for coordinating the development of the 

platform. 

Via the contact list, persons can assign themselves to roles that determine the membership 

to those mailing lists.  

Specific mailing lists internal to workpackages will be set up on demand. 

2.2 Face-to-face and virtual meetings 

Both face-to-face and virtual meetings (video conferences and chats) are used regularly for 

direct discussion among partners and status tracking. 

Biweekly status video conference 

Using a Doodle form a day of the week has been selected by partners  for biweekly status 

videoconferences, to report the status concerning work progress, grouped by work. 



CO3 project      Grant Agreement number: 822615  
 

6    

A report on the discussion including list of attendees is stored in a directory on the project 

Google Drive (see below). Action points are reported in the activity sheet (see below). 

Specific video conferences 

Video conferences are held as needed for WP and Tasks. They can be requested by any 

partner and involve the entire consortium or a sub-group hereof, e.g. technology developers 

only. Typical purposes for audio conferences include to kick-off work on a deliverable, to 

plan a review meeting, to discuss a specific issue which has arisen during the work.  

Virtual meetings are scheduled using a Google Calendar function and executed via Google 

Meet. The service allows desktop sharing, audio and video conferencing, chatting and dial-

in via phone. Other alternatives such as CISCO WebEx (available at UNITO) have been 

evaluated, but considered less usable. 

Face-to-face meetings 

Consortium meetings are scheduled indicatively quarterly for face-to-face discussion of 

progress, planning and dealing with any challenges that need to be addressed. They present 

the opportunity to systematically treat all active work packages and deal with any other open 

issues requiring coordination between all partners.  

At these meetings, each consortium partner is represented by at least one core team 

member. WP leaders propose a schedule of meetings to deal with issues at WP level, and 

are responsible for chairing the related part of the discussion. Consortium meetings typically 

last for two full days. 

Consortium meetings will, where possible, be aligned with GA meetings. In addition, other 

project meetings will be aligned with, e.g., workshops, key conferences in the field or 

advisory board meetings to minimise resource use. The role of host circulates among 

partners. The CO3 kick-off meeting was hosted by UNITO and the second consortium 

meeting will be hosted by DAEM in Athens in June. 

Other kinds of face-to-face meetings, such as meetings with the EC, expert working groups, 

external expert advisory board meetings etc., are scheduled and prepared as required. 

Scheduling meetings 

For scheduling non-regular meetings, CO3 uses a Google Calendar for time management and 

coordinating meetings. Users are polled using a Doodle to determine the best time and date 

to meet.  

2.3 File sharing 

A Google Drive repository is used for sharing and versioning of documents, such as drafts 

and final versions of Deliverables and background documents.  

Google Drive allows users to either create a special folder on their computers, which it then 

synchronizes so that it appears to be the same folder (with the same contents) regardless of 
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which device is used to view it or use it via the web interface. Files placed in this folder are 

also accessible via website and mobile apps.  

 

Figure 2: Screenshot of the file sharing system 

 

2.4 Joint document editing 

For joint document editing of the files in Google Drive, Google Docs is used. This is a web-

based word processor software offered by Google within its Google Drive service. It allows 

users to create and edit documents online while collaborating with other users in real -time. 

Google Docs is available as web application, as Chrome app that works offline, and as a 

mobile app for Android and iOS. The app are compatible with Microsoft Office file formats. 

All files created are by default saved to Google Drive. Because of its ease of collaboration, 

Google Docs has become the preferred solution for online joint document editing for many 

members of the CO3 consortium. 

2.5 Management of development projects 

For collaboration in technological development projects, CO3 considered some management 

tools such as Trello, a web-based project management application. However, during the 

discussion at the kickoff meeting, the overhead of learning Trello compared to its advantages 

has been considered too high, moreover, some partners have concerns considering its use 

and its term of services. 

So the solution adopted is to use a Google Drive sheet to list the open activities and their 

deadlines, organized in different tabs for each Task in the WPs. Each row represents an 
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activity, with deadline, responsible partner, addressees, links to materials. The aim is thus 

to: 

o Keep track of deadlines; 

o Check development on tasks; 

o Obtain a common understanding of task risks and priorities; 

 The rules for managing the list of activities: 

o One activity = one person in charge; 

o Activities should indicate who is working on it (i.e., addressees who are the team 

referent); 

o Users are asked to put links to resources, questions, choices or anything deemed 

useful; 

o “Comments” are good to keep track about the decisions and choices, but should not 

be used for asking questions –send e-mail instead. 

 Labels are used to: 

o Low priority means “nice to have”, but in general tasks should be urgent or very 

urgent; 

o Blocking means others get stuck if it does not work it out; 

o Spike means that the task feasibility needs to be checked; 

o Users should (at least in the early stages of development) not use the Bugs label, 

but rather make contact directly in order to have a faster reaction. 

 

Figure 3: Screenshot of activity management sheet 

  


