Urgent Action points from DISCO meeting 3, Ljubljana, 17-18 September 2007
	Completion date
	By whom
	Task
	Agenda

item no
	Urgency

	15 October
	All as required
	Complete Outline of archaeological profession in partner countries (a) in English and (b) in national language and email to KA.

These have been completed in English by IE, CY, SK, and BE. UK, NL and SI have yet to complete theirs. Translation is awaited or drafts are to be completed for EL and DE.
	2
	

	
	
	
	
	

	30 September
	KA
	Revise and circulate contact details for project leaders and researchers in partner countries
	2
	

	
	
	
	
	

	15 October
	KA
	Request generic background data about each partner country, providing eg from UK
	2
	

	
	
	
	
	

	15 November
	All
	Complete ‘Job description’ for who is an archaeologist in own partner country. Less than 1000 words if at all possible, in national language (exc NL) and email to KA
	2
	

	15 January
	All
	Translate ‘Job description’ into English (NL into Dutch)
	2
	

	
	
	
	
	

	30 September
	KA
	KA to send revised proforma for Highlight reports using words for the status flags Green=OK, Orange=problem, Red=serious problem
	7
	Urgent

	7 October
	All
	All to complete highlight reports for period 1 April to 17 September and email to KA
	7
	Urgent

	
	
	
	
	

	15 October
	RE
	Complete External evaluation report 1
	8a
	Urgent

	15 October
	All
	Provide written evaluation reports for period 1 April to 30 September, in English and email to RE
	8b
	Urgent

	31 October
	RE
	Complete External evaluation report 2
	8b
	Urgent

	
	
	
	
	

	15 October
	All
	Provide Financial reports for period 1 October 2006 to 30 September 2007 (SK report for one month only, as project began on 1 September). KA will send blank forms in advance
These must include signed timesheets for all those working on the project as ‘Staff’ or invoices for those working on the project as ‘Subcontractors’.

KA needs to know the actual hours spent by staff and the actual money spent on subcontractors and on the other budget headings (travel, subsistence, ICT, production, subcontractors including translation as separate subcontractor cost). 

Scanned copies of receipts for this period to be provided as  jpeg files or in another graphics format (preferably not pdf, except where this is the only option as in BE), so KA can insert these into reports.

Receipts and invoices may be in national languages; no translation required.
	11
	Urgent

	
	
	
	
	

	30 September
	KA
	Circulate blank Valorisation plan example, together with a completed example for the UK. NB include document control info.
	12
	Urgent

	15 October
	All
	Complete Valorisation plans for the period 1 October 2006 to 30 September 2007 and email to KA
	12
	Urgent

	
	
	
	
	

	15 October
	KA
	12-month progress report for period 1 April to 30 September to be completed by KA and submitted to Leonardo UK agency. (Once this has been approved, the money due will be released). 
	13
	Urgent

	
	
	
	
	

	15 October
	All
	Check availability for additional January meeting in Leuven, BE.
	16
	Urgent

	
	
	
	
	

	2 October
	KA
	Provide € to £ conversion rate for the census date being used by the IE questionnaire.
	17
	

	
	
	
	
	

	15 October
	KA
	Provide DP with copies of receipts submitted following the Reading meeting
	17
	

	
	
	
	
	

	As soon as possible
	RE
	Produce action points and minutes of the meeting.
	
	


