Project Initiation Kick-off Meeting Minutes

	Project Initiation Kick-off Meeting Minutes
	Project: Public awareness and education for development in Europe European Citizens working for the global development agenda  
Date:  8, 9 April 2009
Time:    From: 17:00hrs  To: 21:00 hrs
              From: 15:00hrs  To: 18:00 hrs
Location: Sofia  ….

	Opening:  The purpose of the Project Execution Kick-off was to:

· Formally acknowledge the beginning of Project Execution, 

· Get to know the other team members;

· Review the project plan. 

· Clarify reciprocal expectations amongst the partners.

A second meeting was held the following day to discuss and address more operational project issues.  

	Invitees: …………. 


	Attendees:  ………….


	Minutes over the two day meeting

	
	Presenter Name
	Time (minutes)

	Introductions

	Project   Background
	Stefano De Santis
	40 min

	Project Goals & Objectives
	Stefano De Santis
	30 min

	Project Methodology
	Stefano De Santis
	30 min

	Economic and financial aspects
	Stefano De Santis
	40 min

	Roles & Responsibilities of the Partners in Romania and Bulgaria
	Enzo Reali
	40 min

	Q&A session
	Partners
	60 min

	
	
	

	Issues that were specifically addressed  

	How do we get the additional 25% required as co-financing?
	Partners
	30 min

	How do we ensure the broad dissemination of the Action Outputs
	Partners
	40 min

	How do we ensure wide participation of stakeholders
	Partners
	40 min

	How do we ensure timely and efficient coordination among partners and effective execution of specific roles, tasks and responsibilities
	Partners
	60 min

	Budget distribution
	Partners
	40 min

	Next steps
	Partners
	30 min

	Additional Information

	Handouts:
	In electronic form: 



	" 

Project Roster


	Project Gantt  

	European Citizens working for the global development agenda   

	Presentation of the Action: European Citizens working for the global development agenda. 


The meeting started with introductions by partner representatives. Stefano welcomed everyone and explained the NSA-LA budget line of the EC and how this aims at promoting the networking between NSAs and LAs. He then explained the project, its main outputs and activities and budget distribution.

He explained each of the three Action Outputs: 

· Three manuals to be developed, one each for educationists, policy makers, media
· 8 Documentaries on MDGs

· Web Portal as a means to distribute the above
He explained that the seminars and meetings will be a channel to use these products. He also stressed that EC would fund 75% and asked partners to contribute to procuring 25% that each partner will have to contribute.

Enzo explained that EU aid to new member states has until now been to build institutional capacity of new governments. Now EC is promoting capacity building  Partnership was an important focus, to help grow private and NGO world. The people trained in the govt. left to join the private and civil society. Enzo explains the importance of time management and the need to utilise the strengths of each organisation
Discussions were done among partners on the content of the products. The stakeholder needs assessment and related research was considered to be the starting point for making the manuals and documentaries. The readership and audience of the Action Outputs will determine the content and communication methodology of outputs. 
The products will be developed through a three level approach:

· Working with target groups who need the Action Outputs 

· Finding resources and co-producers who will add on and/or contribute to the Action Outputs
· Distributing Action Outputs to cover our funding gaps

Among other things, partners discussed:

· kinds of operating agreements between partners and associates and other third parties
· different categories of stakeholders
· methodologies of approaching stakeholder groups

· methodology of ensuring wider distribution of Outputs

· Gaining wider resonance for Action

· other issues which are detailed below in Action Points

	

	Decisions

	Decision Made
	Impact
	Action Required?

	Web portal  
	Better coordination, communication, visibility and representative content of Outputs
	develop and finalise the Web Portal

	Defining Stakeholders
	Action Outputs will integrate the target group needs and interests
	· defining better the sub categories of stakeholders to contact and network with 

· understanding better their specific needs and interests of each stakeholder group 


	Networking Activity  
	
	Getting consensus on Networking Methodology

	MoUs
	
	MoUs among partners to be drafted and signed 

	

	Issues

	Issue Description
	Impact
	Action Required?

	Confusion of Roles between Bulgarian Partners
	No one takes precise responsibility and overlapping of tasks
	Clear differentiation and partnership agreement

	Action Items for Follow Up

	Tasks Assigned to Implement the Actions Required
	Responsible
	Target Date

	Share the Web Site proposal with partners  
	Armadilla 
	25th April 09

	Check out the possibility and costs of developing, hosting and managing the Web Portal in their countries 
	Each Partner
	End April 09

	Communicate understanding and expectations from the Web Site
	Each partner
	20th April 09

	Defines the sub categories of stakeholders that it will contact and network
	Each partner
	end April 09

	Send Project Brief to partners for presentation to stakeholders
	Armadilla
	20th April 09

	Send Project Brief for potential co-producers of the Action Documentaries
	Armadilla
	End April 09

	Detail out plans and tasks of partner contribution to the Action
	EUE for Belgian and  Bulgarian partners and TEHNE
	End April 09

	Prepare templates for administrative procedures to be attached to partnership agreement 
	Kautilya Society
	End April 09

	Prepare the Partnership Agreements
	Armadilla
	

	Prepare eventual operating agreements third parties as co-producers of Action Documentaries
	Armadilla
	

	Prepare the guidelines for Approval / Signing off Process of expenses and documents  
	Armadilla
	

	Share the Web Site proposal with partners

	Armadilla

	April 09

	Sign partnership agreements
	
	10th May 09

	Send key guidelines on selecting target groups and individuals
	Armadilla
	10th May 09

	Send key questions to help partners design either a questionnaire or an interview for understanding stakeholder needs and interests 
	Armadilla
	10th May 09

	Give feedback on key questions sent by Armadilla
	Each partner
	15th May 09

	Develop the final set of key questions based on feedback of partners 
	Armadilla
	20th May 09

	Identifies and defines the specific needs and interests of each stakeholder group, it contacts and networks with
	Each partner
	May 09

	Conduct interviews or sends out questionnaires 
	Each partner
	May 09

	Assess and analyse the needs of the target groups since these will be also the end users of the products 
	Each partner
	May 09

	Communicate on tickets and diem assigned to each partner for workshops and conferences
	Armadilla
	April 09

	Prepare eventual operating agreements that partners might have to enter into with third party associates 
	Kautilya Society and Armadilla
	20th May 09

	Conduct interviews or sends out questionnaires
	Each partner
	May 09
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