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2.Palette

COOLOors

coolors.co/343434-663b7c-055e68-62a388-b9d2d2
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RGB 525252 RGB 102 59 124 RGB 594104 RGB 98163 136 RGB 185 210 210
HSV 0020 HSV 280 52 49 HSV 186 95 41 HSV 155 40 64 HSV 18012 82
CMYK 00080 CMYK 18 52 0 51 CMYK 9510 0 59 CMYK 40 017 36 CMYK 120018
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1. Document management

Project document management — offers the set of document templates to be used for
Project reporting including documents templ. , personnel ti h minutes, etc.
It also provides a description and the structure of the common documentation
repository.

All documents and reports produced within the project are expected to satisfy the visual
identity requirements and needs to be identified in the repository.

1.1. Document templates

Documents to the commission, as well as all other reports, minutes, or presentations
will be based on the document templates applicable for all documents to be created
within the scope of W-STEM. These templates are mandatory. There will be section in
project management tool with all templates available and project identity resources.

1.2. Document storage

All accounting and supporting documents must be available and accessible until five
years after the Programme closure, unless stricter national rules/state aid regulation do
not state a later date.

Official documents related directly to the communication with the Programme
authorities shall be archived by the Lead Beneficiary, whilst the reporting and supporting
documents related to the Final Beneficiaries must be kept at the Final Beneficiaries’
premises for an equal period of time. The documents can be kept either in the form of
original copies or in a version inconformity with the original, as commonly accepted data
carriers.

Project leader will provide the infrastructure for central and common document storage
to share documents among partners. This infrastructure is not intended to store
expenses proofs, but partners should decide the need of centralizing these proofs or
not.

In particular, the infrastructure to share documents among partners will be composed
by a shared folder in Google Drive and a private space in the project management tool.
Regarding the public documentation, it will be available in a community in Zenodo
http://zenodo.org/communities/w-stem/), a space in the institutional repository of the
project leader (https://repositorio.grial.eu/handle/grial/1513), and a section in the
project website.

2. Document workflow

Different types of documents will be produced in the project, namely reporting
developments, visits, papers, activities, activities materials, etc.

A document refers to any type of original textual report that is produced in the context
of the project and that related to deliverables defined in the project description.

Each document will be validated by the task assignee, i.e. the person or a group assigned
to produce the document in an internal way. After that, it will be validated by another
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EDIT

The University of Salamanca (USAL), founded in 1218 and one of the oldest Universities in Europe, is today a
modern European University, open to the culture of practically every branch of teaching. Its large experience in
international collaborations is documented both in the cooperation agreements in force with over 300 institutions
around the world and in the participation of its researchers in several international projects, in particular under
the European Programmes. Since 2009, the University of Salamanca has been recognised as Campus of
International Excellence (http://cei.usal.es/en) by the Spanish Government considering its high quality and

excellence in teaching, training, researching activities and academic life.

USAL participates in this project through the Research Group in InterAction and eLearning (GRIAL), officially
recognised research group by the USAL from 2006, awarded as Group of Excellence by the Regional Government of
Castilla y Ledn (GR-47) from 2007 till 2016 and as Consolidated Research Unit since July 2016 (UIC 081).

Researchers

Francisco J. Garcia- Valentina Zangrando Alicia Garcia-Holgado Juanjo Mena
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Disclaimer

W-STEM (Building the future of Latin America: engaging
women into STEM) is a project funded under European Union ERASMUS +
Capacity-building in Higher Education Programme
(598923-EPP-1-2018-1-ES-EPPKA2-CBHE-JP)

The European Commission support for the production of this
publication does not constitute an endorsement of the contents
which reflects the views only of the authors, and the Commission
cannot be held responsible for any use which may be made of the
information contained therein
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