Action points from DISCO meeting 5, Dublin, 5-6 July 2008
	
	Completion date
	By whom
	Task
	Agenda
item no

	1
	11 July
	KA 
	Complete Outline of archaeological profession in partner countries in English (meeting 4 Action point 1).
	2

	2
	18 July
	KA, VP/PN
	Complete ‘Job description’ for who is an archaeologist in own partner country. Less than 1000 words if at all possible, in national language and in English, email to KA (meeting 4 Action points 4 and 5).
	2

	3
	18 July
	MG/EAA
	Check on progress and collate data for EAA annual membership profile, back to start of EAA (1994). 
	2

	4
	9 July
	KA
	Send feedback to partners on the 12-month report from Ecotec (check what feedback has been sent, as several partners had not received any).
	2

	5
	BEFORE 
30 September
	All as required
	All expenditure which is to come from Leonardo da Vinci funds must be completed or invoiced on or before Tuesday 30 September. Any expenditure or staff time after that date can only come from partner contributions.
	2

	6
	11 July
	EA
	Send the completed CY financial report covering expenditure to December 2007 to KA.
	2

	7
	As soon as possible
	MG
	Arrange final signature on retrospective subcontracting agreement for Margaret Gowen & Co with IAI, the national partner.
	2

	8
	As relevant
	All
	Remember to use Leonardo logo on all valorisation products, including reports.
	2

	9
	18 July
	All exc UK, IE
	Agree national language report covers with CMcD as soon as possible, as he will be out of contact in August.
	2

	10
	25 July
	CMcD
	Send high resolution posters and report covers to all on CDs.
	2

	11
	As relevant
	KA
	Continue to ensure that Ecotec understand the nature of this project, which is not producing the kind of ‘products’ which they are used to. Valorisation is therefore different in our case, as much will happen after the end of the project.
	2

	12
	18 July
	MG
	Produce short text on valorisation of the previous Irish project, as this had a significant influence on recruitment projections for the major infrastructure projects carried out in IE over recent years.
	2

	13
	As soon as possible
	PN
	Sign off national report for SI to ensure project keeps to timetable.
	7

	14
	18 July
	EF
	Produce national report for SK in English to ensure project keeps to timetable.
	7

	15
	11 July
	KA, JC
	Discuss progress with consultant report on qualifications and agree next steps.
	8

	16
	15 August
	RE
	Contact partners regarding evaluation of progress in 2008.
	10

	17
	11 July
	KA
	Write additional sentence (in English) to go in all national reports, referring to the transnational report, and circulate to all partners.
	11c

	18
	As soon as relevant
	All
	Incorporate the additional sentence into national report and add reference to transnational report. Translate this into national language as appropriate. 
	11c

	19
	30 September
	All
	Provide KA with five printed and bound copies of the final national report, in national language. 
	11c

	20
	21 July
	All
	Produce highlight/progress report covering work up to the end of June 2008, using example posted on the website for UK, and email to KA.
	12

	21
	31 July
	All
	Produce financial reports to the end of June 2008 covering all expenditure from the start of the project, as before, and email to KA
	13a

	22
	31 July
	KA
	Collect information on expenditure for Dublin meeting and WAC posters. Calculate appropriate redistribution of meeting and production costs and report to partners.
	13b

	23
	18 July
	All
	Produce list of all valorisation activities carried out so far (not the Valorisation Plan, just a list), and email to KA.
	14

	24
	15 August
	KA
	Provide pdf of article published in The Archaeologist about the IE project for MG.
	14

	25
	18 July
	All as relevant
	Email to KA links to any web pages which have been created about the Discovering the Archaeologists of Europe project or about national DISCO projects.
	14

	26
	25 July
	KA
	Add web page links to DISCO website.
	14

	27
	11 July
	VP
	Email KA about the problem with the last SI payment which was received by the University in US $, rather than €.
	15

	28
	14 July
	KA
	Contact IFA’s bank to resolve the $ € issue for the SI payment.
	15

	29
	As relevant
	All 
	All must note that there is very little time left before the end of the project. It is extremely important to keep to timetabled deadlines and ensure that the project is completed by 30 September.
	16

	30
	11 July
	VP
	Make a formal request to KA by email that money for SI subcontractors needs to be moved to staff.
	16

	31
	14 July
	KA
	Respond to request to move money between budget headings for SI.
	16

	32
	1 September
	RE, JC
	Arrange travel and accommodation for Malta DISCO meeting and EAA as relevant.
	17

	33
	7 July
	MG
	Contact EAA conference organisers to book space for DISCO posters.
	17

	34
	September
	MG
	Take all DISCO posters to EAA conference.
	17

	35
	15 August
	All
	Discuss and agree by email whether to hold a formal end-of-project meal in Malta, possibly on 16 September, the evening before the meeting.
	17

	36
	18 July
	MG
	Arrange for a meeting room to be booked as part of EAA contribution to project.
	17

	37
	As soon as possible
	MG?
KA?
	Check that EAA sessions being organised by DISCO participants are not timetabled for 17 September (potentially affects ML, KW, MG, KA).
	17

	38
	August, September
	KA
	Contact person for Malta meeting. Check when all will be arriving and where they will be staying, inform all of where meeting will be held.
	17

	39
	As relevant
	All
	Consider possibilities for potential future projects, either arising out of DISCO, or repeating DISCO in the future.
	18

	40
	11 July
	RE
	Update contact list with AP details and MG mobile number.
	18


