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1. Introduction

1.1. Purpose

This document describes the document handling and production procedures used within the EGI-InSPIRE project. In addition it describes the review procedure that is used for the project’s milestones and deliverables.

1.2. Application area


This document is a formal milestone for the European Commission, that describes to the project members how the EGI document repository will be used to support the review of the EGI-InSPIRE project’s milestone and deliverables.

1.3. References

Table 1: Table of references

	R 1
	EGI Document Repository - https://documents.egi.eu.

	R 2
	EGI Single Sign On system -  https://www.egi.eu/sso/ 

	R 3
	EGI Indico Meeting Planner - https://www.egi.eu/indico/

	R 4
	EGI Wiki - https://wiki.egi.eu/wiki/Main_Page


	R 5
	


1.4. Document amendment procedure

Amendments, comments and suggestions should be sent to the authors. The procedures documented in the EGI-InSPIRE “Document Management Procedure” will be followed: https://wiki.egi.eu/wiki/Procedures
1.5. Terminology

A complete project glossary is provided in the EGI-InSPIRE glossary: http://www.egi.eu/results/glossary/. 

PROJECT SUMMARY 
To support science and innovation, a lasting operational model for e-Science is needed − both for coordinating the infrastructure and for delivering integrated services that cross national borders. 

The EGI-InSPIRE project will support the transition from a project-based system to a sustainable pan-European e-Infrastructure, by supporting ‘grids’ of high-performance computing (HPC) and high-throughput computing (HTC) resources. EGI-InSPIRE will also be ideally placed to integrate new Distributed Computing Infrastructures (DCIs) such as clouds, supercomputing networks and desktop grids, to benefit the user communities within the European Research Area. 

EGI-InSPIRE will collect user requirements and provide support for the current and potential new user communities, for example the ESFRI projects. Support will also be given to the current heavy users of the infrastructure, such as high energy physics, computational chemistry and life sciences, as they move their critical services and tools from a centralised support model to one driven by their own individual communities.

The objectives of the project are:

1. The continued operation and expansion of today’s production infrastructure by transitioning to a governance model and operational infrastructure that can be increasingly sustained outside of specific project funding.

2. The continued support of researchers within Europe and their international collaborators that are using the current production infrastructure.

3. The support for current heavy users of the infrastructure in earth science, astronomy and astrophysics, fusion, computational chemistry and materials science technology, life sciences and high energy physics as they move to sustainable support models for their own communities.

4. Interfaces that expand access to new user communities including new potential heavy users of the infrastructure from the ESFRI projects.

5. Mechanisms to integrate existing infrastructure providers in Europe and around the world into the production infrastructure, so as to provide transparent access to all authorised users.

6. Establish processes and procedures to allow the integration of new DCI technologies (e.g. clouds, volunteer desktop grids) and heterogeneous resources (e.g. HTC and HPC) into a seamless production infrastructure as they mature and demonstrate value to the EGI community.

The EGI community is a federation of independent national and community resource providers, whose resources support specific research communities and international collaborators both within Europe and worldwide. EGI.eu, coordinator of EGI-InSPIRE, brings together partner institutions established within the community to provide a set of essential human and technical services that enable secure integrated access to distributed resources on behalf of the community. 

The production infrastructure supports Virtual Research Communities − structured international user communities − that are grouped into specific research domains. VRCs are formally represented within EGI at both a technical and strategic level. 

2. Executive Summary

This document describes the quality assurance process applied to the formal milestones and deliverables from the EGI-InSPIRE project.
3. Document management procedure

3.1. Document Repository

All documents, presentations and other material that forms an official output of the project (not just milestones and deliverables) will be placed in the document repository to provide a managed central location for all material.

The following templates are available:

	Template Name
	Document URL

	Milestone/Deliverable
	https://documents.egi.eu/document/26

	Presentation
	https://documents.egi.eu/document/44

	Document Review Comments
	https://documents.egi.eu/document/54


Once logged into the document repository [R1] using your account (accounts are linked to the EGI single sign on system [R2] which can be used to generate an account and password) follow the ‘Create or change documents or other information’ link to reserve a document number, or upload a draft of the document.

3.2. Naming Conventions

Filenames must use the following format in order to link any item back to other versions placed in the document repository. The filename format is:
EGI-<DOCUMENT IDENTIFIER>-<REPOSITORY ID>-V<VERSION>

	DOCUMENT IDENTIFIER
	The document identifier is dependent on the document type. If the document is:

· Deliverable: Use the deliverable name: e.g. D1.1, D5.5, etc.

· Milestone: Use the milestone name: e.g. MS102, MS504, etc.

· Activity: Use the activity code: e.g. SA1, NA3, etc.

· Committee/Board: Use an acronym based on the committee or board name: e.g. TCB, OMB, UCB, USAG, SPG, etc.

· Other: If the source of the material cannot be identified then ignore this section.

	REPOSITORY ID
	This is the identification number generated by the document repository.

	VERSION
	This is the version number generated by the document repository for the particular repository identifier.


3.3. Document Metadata

The first page of the document (along with the header and footer) contains metadata (marked in yellow) that needs to be reviewed and completed:

· Title: This must be the title of the milestone or deliverable as described in the Description of Work.

· Deliverable/Milestone code: e.g. D1.1 or MS101. Delete if not required.

· Document identifier: With a correctly formulated filename (see ‘Naming Convention’) this field can be updated in MS Word by highlighting, right clicking and selecting ‘Update Field’.

· Date: This field records the last date the document was saved and can be updated in MS Word by highlighting, right clicking and selecting ‘Update Field’.

· Activity: Enter the work package name (WP1, WP2, etc.) that is producing this document.

· Lead Partner: Enter the recognised shortname within the EGI-InSPIRE project of the lead partner.

· Document Status: This will move through the following states for milestones and deliverables:

· TOC (Table of Contents)

· Draft

· Review

· AMB/PMB Review

· FINAL 

· Dissemination Level: This indicates the final dissemination level of the document:

· INTERNAL: The document is internal to the project consortium and will not be passed onto the European Commission or the reviewers.
· CONFIDENTIAL: The document is available to the project and the European Commission and its staff and reviewers, but must not be disclosed any further.
· PUBLIC: The document is publicly available.

· Document Link: The URL in the EGI document repository that provides access to the document.

· Abstract: An abstract describing the document’s contents and main conclusions. On submission of the final version this should be entered into the relevant field in the repository metadata.

The document title must be repeated into the header and before submitting a new version to the document repository the date and filename fields in the header must be updated.
3.4. Repository Metadata
When creating the entry in the document repository there are a number of compulsory metadata fields that need to be completed. These should be copied from the document metadata where duplicated:
· Title

· Abstract

· Keywords

· Notes and changes

· Media type:

· Document: A written document: i.e., deliverable, milestone, policy document, etc.

· Presentation: A presentation given for the EGI-InSPIRE project.

· Other: Multi-media content, poster, etc.

· Submitter: Select the person submitting the document.

· Authors: Select the people involved in writing significant portions of the document.

· View: Select the groups able to view the document. Documents that are drafts may be restricted to the groups within the project that are working on the document. Documents that are complete must be marked public unless they are marked for distribution just inside the project.
· Modify: The ‘office’ group must be marked as able to modify the document.

· Topics: Select the topics relevant for the material. These will generally include ‘EGI-InSPIRE’, the work package or committee/board that the material is coming from, the material type (deliverable, milestone, etc.) 

· Any milestone/deliverable from EGI-InSPIRE would minimally have the topics ‘EGI-InSPIRE’, the document type (‘Milestone’ or ‘Deliverable’) and the work package selected.

· Collecting input from within an EGI-InSPIRE activity for a document that is not a milestone or deliverable would minimally have the topics ‘EGI-InSPIRE’, the ‘Internal document’ as the document type, and the work package selected.

· There are also documents that are generated within the community that go beyond the scope of just the EGI-InSPIRE project (e.g. operational policy documents) would minimally have the topics ‘EGI’, ‘Policy’ and ‘Operations’ selected.
4. Review Process
The formal outputs from the project (milestones and deliverables) will pass through a formal review process. The review process is timed to ensure the output is available to the EC at the end of the project month (PM) that the material is due.
The activity manager from the activity that is producing the document is responsible for updating its status in the Request Tracker as it moves through its various stages. This includes:
· Adding in the document URL form the Document store once it is available.

· Adding the reviewer moderator and reviewers once known

· Updating the ticket history with any additional information relating to delays, problems, etc.

4.1. Deliverables

	Time before submission
	State in AMB RT Queue
	RT Ticket Owner
	Material

	6 weeks
	ToC
	Activity Manager
	Document skeleton created and first version of the document with the table of contents entered into the document 

	4 weeks
	Draft


	Activity Manager
	A full draft is available in the repository that has been reviewed within the activity.

	2 weeks
	Review
	Review Moderator
	A review led by a moderator and three reviewers using the document comments form has been completed and responded to by the document authors. This may take multiple cycles.

	2 weeks
	AMB Review
	Project Manager
	Document starts being reviewed by the AMB.

	1 week
	PMB Review
	Project Director
	Document starts being reviewed by the PMB.

	Deadline
	With EC
	Project Finance Officer
	A clean version of the document is in the document repository and made available to the EC.


The review is led by a member of the AMB from an activity that is not producing the document. Three reviewers are drawn (one from each of EGI’s functional areas not involved in its production) from EGI’s functional areas (i.e. Operations, User Community, Technology and Policy).
4.2. Milestones
	Time before submission
	State in AMB RT Queue
	RT Ticket Owner
	Material

	6 weeks
	ToC
	Activity Manager
	Document skeleton created and first version of the document with the table of contents entered into the document 

	4 weeks
	Draft


	Activity Manager
	A full draft is available in the repository that has been reviewed within the activity.

	2 weeks
	Review
	Review Moderator
	A review led by a moderator and one reviewer using the document comments form has been completed and responded to by the document authors. This may take multiple cycles.

	2 weeks
	AMB Review
	Project Manager
	Document starts being reviewed by the AMB.

	1 week
	PMB Review
	Project Director
	Document circulated to the PMB for information.

	Deadline
	With EC
	Project Finance Officer
	A clean version of the document is in the document repository and made available to the EC.


The review is led by a member of the AMB from an activity that is not producing the document. One reviewer is drawn from the function of EGI (i.e. Operations, User Community, Technology or Policy) that is identified as a consumer of the work that is not involved in its production. 

4.3. Submission to EC
Once the review process has been completed, the project office will produce a PDF of the document and upload this to the document repository and submit the material to the EC.
5. Document Production
5.1. Content

All documents will be written in English and use document formats described in the following section. In addition to the fields and sections already described in the document template, deliverables must include an Executive Summary and, if required, one or more Annexes. References to external document and a Glossary to terms not listed on the website must be recorded.
The correct capitalisation of the project name is EGI-InSPIRE.

English date format must be used (DD/MM/YYYY) when required.

5.2. Formats and Tools

The following tools and formats will be recognised within the project:

· Word Processing:  ‘Word 97-2003 Format’ allowing its use on MS Office on Windows/Mac and OpenOffice on Linux
· Spreadsheet: ‘Excel 97-2003 Format’ allowing the use of MS Office on Windows/Mac.

· Presentation: ‘Powerpoint 97-2003 Format’ allowing the use of MS Office on Windows/Mac.

Final version of all formal documents (milestones and deliverables) must be available in PDF format.

6. Project Outputs
All output produced by staff active within EGI-InSPIRE (funded and unfunded effort) must be recorded so that it can be reported by the project. The following procedures must be used:

· Meetings run by EGI-InSPIRE: The meetings must be recorded in the EGI Indico server [R3] and all presentations and material provided for the meeting, including any minutes, must be attached to the appropriate agenda page.
· Presentations at other Meetings: Presentations and/or papers presented at other meetings attended by EGI-InSPIRE staff must be recorded in the document repository [R1]. A link to the meeting and a summary of the outcome should be recorded in the ‘notes’ section of the document.

· Mailing Lists: As the majority of the communication within the project will be electronic having a coherent record of that work is essential. All mailing lists must use the EGI.eu based mailing lists which allow groups defined within the single sign on to be linked to mailing lists, access to wiki space, document access, etc.
· Websites: www.egi.eu is the main website for the project. It is used mainly for all ‘official’ ‘static’ content. Individual services supported by EGI.eu will have their own hostname in the egi.eu domain. The wiki [R4] has group based access control provided through the EGI SSO system. This can be used for all dynamic content being maintained or developed within each project activity. Other third party websites or wikis should not be used to host EGI-InSPIRE related material in order that the egi.eu domain becomes the definitive source of project information. 

More generally all output from the project (paper or presentation) must include the phrase:

EGI-InSPIRE is a project co-funded by the European Commission as a combination of a collaborative projects (CP) and coordination and support actions (CSA) within the 7th Framework Programme under contract INFSO-RI-261323.
unless the output is using one of the recognised project templates where appropriate acknowledgements are already included.
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