Action points from DISCO meeting 4, Leuven, 24–25 January 2008
	
	Completion date
	By whom
	Task
	Agenda
item no

	1
	15 February
	UK, NL, SI as required
	Complete Outline of archaeological profession in partner countries (a) in English and (b) in national language and email to KA.
Needed for UK and NL. Translation to be completed for SI.
	2

	2
	1 February
	RE
	Revise and circulate contact details for project leaders and researchers in partner countries
	2

	3
	15 February
	RE, KA
	Request generic background data about each partner country, providing eg from UK
	2

	4
	29 February
	All as required
	Complete ‘Job description’ for who is an archaeologist in own partner country. Less than 1000 words if at all possible, in national language and email to KA. 
	2

	5
	29 February
	All as required
	Translate ‘Job description’ into English
	2

	6
	31 March 
	MG/EAA
	Collate data from EAA annual membership profile, back to start of EAA (1994).
	5

	7
	1 February
	KA, JC
	Meeting about how to collect data on qualifications 
	8

	8
	15 February
	RE
	Finalise and circulate evaluation report presented at meeting
	10

	9
	
	MG
	MG to discuss potential to access partial data for France which is collected by INRAP, at next EAA Board meeting, then email results to KA
	11a

	10
	15 February
	KA, RE
	Produce written guidance / model for core data to be compiled for overall project report
	11b

	11
	End February,
End April
	KA, all
	Phone calls to monitor progress and expenditure
	12

	12
	As soon as info is received
	KA
	Contact partners with update when response received to the 12 month financial report submitted in December.
	13

	13
	BEFORE 
30 September
	All as required
	All expenditure which is to come from Leonardo da Vinci funds must be completed on or before Tuesday 30 September. Any expenditure or staff time after that date can only come from partner contributions.
	13

	14
	15 February
	All
	Submit cumulative financial reports to December 2007, ie take the 12-month report already completed covering info up to September 2007, and add the three months to the end of December 2007.
	13

	15
	After info is received
	KA
	Provide individual feedback to all partners on the data presented for the 12-month report, to reassure or correct presentation as required.
	13

	16
	15 February
	KA
	Check why the SK data was not included in the 12-month report. This was probably due to the date on the contract amendment request form.
	13

	17
	15 February
	KA
	Check and confirm his understanding that corrections to earlier reports made in the cumulative subsequent reports are permitted.
	13

	18
	
	MG
	Arrange retrospective subcontracting agreement for Margaret Gowen & Co with IAI, the national partner.
	13

	19
	29 February
	All as required
	Provide copies of the contracts or agreements made with subcontractors.
	13

	20
	29 February
	KA
	Discuss with Ecotec the protocols for moving money between different budget headings. 
	13

	21
	15 February
	KA
	Calculate adjustments to budgets taking account of the costs of the first three partner meetings and inform partners.
	15

	22
	3 February
	RK
	Produce valorisation plan for the project in Austria.
	14

	23
	14 March
	MG
	Produce valorisation plan for EAA as project partner after Board meeting.
	14

	24
	As relevant
	All as relevant
	Send copies of any presentations, articles etc to KA to add to the website.
	14

	25
	2 May
	All
	Deadline for submission of online posters for WAC.
	14

	26
	15 February
	CMcD
	Circulate blank posters for completion by partners.
	14

	27
	As relevant
	All
	Remember to use Leonardo logo on all valorisation products, including reports.
	14

	28
	12 March
	KA
	Discuss and agree by email which partners will contribute to the WAC session which he is organising.
	14

	29
	29 February
	All
	Inform CMcD whether they will be attending the project meeting after WAC, and how long they intend to stay for.
	14

	30
	As per EAA timetable
	KA
	Submit proposal for whole session at EAA conference in Malta, September 2008.
	14

	31
	29 February
	CMcD, CN
	Liaise on cover design for all national reports and overall report.
	14

	32
	14 March 
	All 
	Agree cover design based on draft.
	14

	33
	As relevant
	KA
	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.
	14

	34
	8 February
	MG
	Produce text on valorisation of the previous Irish project, which had a significant and fundamental influence on recruitment projections for significant infrastructure projects in IE.
	14

	35
	March / April
	All
	Discuss by email attendance at EAA conference and the final project meeting.
	18

	36
	28 January
	KA, all
	Add page to website for data analysis discussion and queries. All to use and check regularly.
	18

	
	
	
	
	


