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Managing ECML projects
· The project team

· Roles

· Tasks

· Fees

· Project activities
http://www.ecml.at/Projectmanagement
The project team
	√ Roles
	√ Tasks
	√ Annual fees

	Coordinator


	· regular liaison with the ECML Secretariat on all project-related matters

· responsible for all matters related to project content

· leading the project team and coordinating the project

· implementing the agreed action plan to the agreed standards and deadlines

· ensuring the effective preparation and delivery of all project events and meetings and production of all necessary documentation

· taking responsibility for the effective flow of information between team members, participants in project activities, and the ECML

· ongoing evaluation of project activity and reporting on project progress to the ECML

· submission of the final results of the project to the ECML

· submitting the project description in the second working language 

· submitting an initial bilingual project glossary in the template provided by the ECML covering about 10 key terms of the project topic in the two working languages 
	€2400

	Website correspondent
	· Responsible for internal and public project website concerning

· Regular updating of news, documents, calendar,

· Moderating the website (forum, chat); responding to questions from the team and giving advice on technical/administrative issues with the support of the ECML webmaster 

· providing texts and materials for regular updating of the project website in order to inform the wider public about the project and attract the interest of the targeted audience.
	€700

	Second working language documentalist
	· Responsible for documentation of major working documents in the second working language

· Responsible for the elaboration of the project glossary

· Overseeing the project website in the second working language

· Liaising with the ECML concerning questions with regard to the second working language
	€700

	Mediation link person
	· communicate with teams of selected ECML projects related to their own project ;

· communicate relevant information to the wider audience (e.g. sending project news to relevant networks, webmasters, newsletter editors);

· participate in meetings of ECML projects which have been identified as related to their own project, at their instigation and upon request to the Centre.
	€700


Project activities financed by the European Centre for Modern Languages
For detailed information on tasks related to individual activities, please go to 
http://www.ecml.at/Projectmanagement
	Activity format
	Days
	Venue
	Interpretation between working languages provided by ECML
	Travel and subsistence 
provided by ECML
	Complementary information

	Expert meeting (EX)
	2
	ECML, Graz
	No
	4 team members 
	

	Workshop (WS)
	2-4
	ECML,

Graz
	Yes, for plenary sessions
	· 4 team members &

· 32 nominated participants from ECML member states*
	Preceded by a preparatory meeting 
(1 day) for the team in Graz

	Network meeting (NW)
	2
	ECML,

Graz
	No
	· 4 team members &

· max of 16 participants
	Preceded by a preparatory meeting 
(1 day) for the team in Graz

	Regional workshop (RW)
	2-3
	Host institution in ECML member state
	No
	· 4 team members (as moderators of the event) &

· max of 6 invited participants from ECML member states
	· participation of an ECML staff member presenting the work of the ECML at the beginning of the event

· preceded by a preparatory meeting (1 day) for the moderators and the ECML staff member

· 1 local coordinator (contract with ECML covering fee of €230) &

· local experts invited by host institution

	National event (NE)
	1-2
	Host institution in ECML member state
	No
	· 2 team members (as moderators of the event)
	· 1 local coordinator (contract with ECML covering fee of €230) &

· local participants invited by host institution


* The team may recommend participants to be nominated by ECML member states.
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