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APPENDIX 3: STANDARD REQUIREMENTS FOR MANAGEMENT, REPORTING, MEETINGS AND
DELIVERABLES (Rev 2: 2015-06)

This document contains standard requirements for Management, Reporting, Meetings and Deliverables for
contracts to be placed by the Agency. The applicable Statement of Work (Appendix 2 to the Contract) has priority
over the present document in case of conflict.

1. MANAGEMENT
1.1. General

The Contractor shall implement effective and economical management for the Project. His nominated Project
Manager shall be responsible for the management and execution of the work to be performed and, in the case of
an industrial team, for the coordination and control of the industrial team’s work.

1.2. Access

a) During the course of the Contract the Agency shall be afforded free access to any plan, procedure,
specification or other documentation relevant to the programme of work. Areas and equipment used
during the development/testing activities associated with the Contract shall also be available for
inspection and audit.

b} The Contractor shall notify the Agency at least three weeks before the start of any test programme, or as
mutually agreed, in order to enable the Agency to select those tests that it wishes to witness. The Agency
shall notify the Contractor of its visit at least one week in advance.

2. REPORTING

2.1. Minutes of Meeting

a) The Contractor is responsible for the preparation and distribution of minutes of meetings (see ECSS-M-
ST-10C Rev. 1 section 5.2.2 for more details) held in connection with the Contract. Electronic and paper
versions shall be issued and distributed to all participants, to the Agency's technical representative
(4 copies) and to the ESA Contracts Officer (1 copy), not later than ten (10) days after the meeting
concerned.

b) The minutes shall clearly identify all agreements made and actions accepted at the meeting together with
an update of the Action Item List (AIL) and the Document List. The minutes shall be signed.

Note:  This clause may be restricted to progress meetings if specifically expressed.

2.2. Documents List

The Contractor shall create and maintain a Document List, recording all the documents produced during the
work, including reports, specifications, plans and minutes. The list shall indicate the document reference (with
unique identifier), type of document, date of issue, status (draft or approved by the Agency), confidentiality level

and distribution. This list shall be maintained under configuration control.

2.3, Action Item List (ATL)

The Contractor shall maintain an Action Item List (AIL, see ECSS-M-ST-10C Rev.1 section 5.2.2.1 for more
details), recording all actions agreed with the Agency. Each item shall be uniquely identified with reference to the
minutes of the meeting at which the action was agreed and will record generation date, due date, originator and
the person instructed to take action. The AIL shall be reviewed at each progress meeting.

2.4. Bar-Chart Schedule

a) The Contractor shall be responsible for maintaining the bar-chart for work carried out under the
Contract, as agreed at the kick-off meeting.

b) The Contractor shall present an up-to-date chart for review at all consequent meetings, mdlcatmg the /(ﬂ@
current status of the Contract activity (WP's completed, documents delivered, etc.).
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c) Modifications of the schedule shall be contractually binding only if approved in writing by the Agency's
representative for contractual and administrative matters.
2.5. Risk Register
a) The Contractor shall be responsible for maintaining a risk register, agreed at the kick-off meeting. This

register shall identify potential risks, their likelihood and severity, and propose meaningful mitigation
measures (see ECSS-M-ST-80C for more details).

b) The Contractor shall present an up-to-date risk register in his progress reports for review at progress
meetings.

2.6. Progress Reports

Every month, the Contractor shall provide a Progress Report to the Agency's representatives, covering the
activities carried out under the Contract (see ECSS-M-ST-10C Rev.1 section 5.2.2.2 for more details). This report
shall refer to the current activities shown on the latest issued bar-chart and shall give:

a1 action items completed during the reporting period
a.2 a status report on all long lead or critical delivery items
a.3 a description of progress: actual vs. schedule, milestones and events accomplished
a.q reasons for slippages and/or problem areas, if any, and corrective actions planned and/or
taken, with revised completion date per activity
a.5 events anticipated during the next reporting period (e.g. milestones reached)
a.6 expected date for major schedule items
a7 milestone payment status
a.8 status of risks.
2.7, Problem Notification

The Contractor shall notify the Agency's representatives (Technical Officer and Contracts Officer) of any problem
likely to have a major effect on the time schedule of the work or to significantly impact the scope of the work to be
performed (due to e.g. procurement problems, unavailability of facilities or resources, etc.).

2.8. Technical Documentation
a) As they become available and not later than the dates in the delivery plan, the Contractor shall submit,
for the Agency's approval, technical notes, engineering drawings, manufacturing plans, test plans, test

procedures, specifications and Task/WP reports.

b) Technical documentation to be discussed at a meeting with the Agency shall be submitted two (2) weeks
prior to the meeting.

c) Technical documents from Subcontractors shall be submitted to the Agency only after review and
acceptance by the Contractor and shall be passed to the Agency via the Contractor’s formal interface to
the Agency.

d) Tests carried out under the Contract shall be performed according to test plans and test procedures
approved by the Agency's Technical Officer (see ECSS-E—ST-10-02C and ECSS-Q-20C Rev.1 for more
details).

3. MEETINGS

a) The kick-off meeting shall take place at the Agency's premises.

b) Progress meetings shall be held at approximately 2- to 3-monthly intervals, alternating between Agency

premises and Contractor premises.
c) The final presentation shall take place at the Agency's premises.

d) Additional meetings may be requested either by the Agency or the Contractor.

Y0
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e) The Contractor shall give to the Agency prior notice of any meetings with Third Parties to be held in
connection with the Contract. The Agency reserves the right of participation in such meetings.

f) With due notice to the Contractor the Agency reserves the right to invite Third Parties to meetings to
facilitate information exchange.

g) For all meetings with the Agency, the Contractor shall ensure that proper notice is given at least two (2)
weeks in advance. For all other meetings, the Contractor shall inform the Agency, which reserves the
right to participate. The Contractor is responsible for ensuring the participation of his personnel and
those of the Subcontractor(s), as needed.

h) For each meeting the Contractor shall propose an agenda in electronic form and shall compile and
distribute handouts of any presentation given at the meeting,.

4. DELIVERABLES

This section specifies the generic deliverables that can be envisaged. The actual list of deliverables under the
Contract is specified in the Statement of Work which may include, delete or add deliverables with respect to those
specified in this Chapter.

4.1. Documentation

a) In addition to the documents to be delivered according to section 2 here above, the following
documentation shall also be deliverable. In the case of alternative choices herein, the Statement of Work
specifies which ones are applicable.

b) All documentation deliverables mentioned hereunder (including all their constituent parts) shall also be
delivered in electronic form in a format agreed by the Agency (PDF format and the native format, and in
other exchange formats where relevant (e.g. CAD, drawings, databases)).

c) All the documentation shall be delivered on computer readable media (e.g. CD-ROM, DVD-ROM) as
agreed by the Agency with an additional two (2) paper copies.

d) The draft version of the documentation shall be sent to the Technical Officer in three (3) copies not later
than two (2) weeks before the documentation is to be presented. The final version shall be provided in a
number of copies specified in the Statement of Work.

4.1.1.  Final Report

a) The Final Report shall provide a complete description of all the work done during the activity and shall
be self-standing, not requiring to be read in conjunction with reports previously issued. It shall cover the
whole scope of the activity, i.e. a comprehensive introduction of the context, a description of the
programme of work and report on the activities performed and the main results achieved.

b) For phased contracts, a Final Report shall be produced at the end of each Phase in accordance with the
above definition, describing the work and results of that Phase and previous Phases. It becomes the
Final Report in case the Agency decides not to proceed with the subsequent Phase(s).

4.1.2.  Technical Data Package

Each (design and development) contract shall be completed with a Technical Data Package. For a contract with

Phases, the Technical Data Package shall be provided at the end of a Phase in the case that the Agency decides not

to proceed with the next Phase. The Technical Data Package consists of the final versions of all approved technical

documents.

4.1.3. Summary Report

For each (design and development) contract, one Summary Report shall be produced. It shall summarise the
findings of the Contract concisely and, informatively. The Summary Report shall be approximately 20 pages or

6000 words.
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NOTE:
The Agency may request the Contractor to produce the Summary Report in the form of a paper suitable for
publishing in a technieal journal.

4.1.4.  Executive Summary Report

The Executive Summary Report shall concisely summarise the findings of the Contract. It shall be suitable for
non-experts in the field and should also be appropriate for publication. For this reason, it shall not exceed five (5)
pages of text and ten (10) pages in total (1500 to 3000 words).

4.1.5.  Abstract

Each (study) contract shall also be completed with an Abstract, summarising the work performed. It shall be
suitable for application at symposiums or technical journals, normally not exceeding three (3) to four (4) pages of
text with coloured illustrations or photographs where appropriate.

4.1.6.  Brochure

A Brochure is intended for marketing purposes. It shall be concise and it shall include a short description of the
work performed and applications of the development, a photograph or functional drawing if applicable, technical
fact sheet, estimate of availability (delivery time) and a contact point for marketing purposes.

It shall contain one (1) or two (2) pages of text (i.e. up to about 700 words).
4.1.7.  Photographic Documentation

Photographic documentation comprises photographs of hardware under manufacture, showing major progress,
as well as of tests and test set-ups. Videos presenting the functioning of hardware/test set-up and relating test
activities may also be included in this category.

4.1.8. Contract Closure Documentation

The Contract Closure Documentation is a mandatory deliverable, due at the end of the Contract (or at the end of a
Phase in case the Agency decides not to proceed with the following Phase). For the avoidance of doubt, “end of
the Contract” shall mean the finalisation of a series of tasks as defined in the Statement of Work attached to this
Contract. Therefore, work performed under Riders or Contract Change Notices adding new tasks with respect to
the original contract shall require separate Contract Closure Documentation. The contents of the Contract
Closure Documentation shall conform to the layout provided in Annex A hereto.

4.2. Hardware
Hardware (incl. test equipment and control electronics) built or purchased under the Contract, together with an

Operation Manual, shall be a deliverable item after completion of the associated activities at the Contractor's
premises, unless otherwise agreed in writing by the Agency.

4.3. Computer Programs and Models

Computer programmes, mathematical models of any type (e.g. closed-form, worksheets, XML, CAD/CAE) and
HDL models developed or procured under the Contract shall be a deliverable, unless the Agency agrees otherwise
in writing. Re-used or proprietary software embedded in the deliverable product and required for its correct
functioning shall also be deliverable.

4.4. Project Web Page
The Contractor shall produce a Project Web Page which shall be suitable for public internet access.

5. COMMERCIAL EVALUATION (SPACE MARKET)

The Commercial Evaluation is a report containing an analysis and evaluation of the potential in the space market
of the output (products) of the Contract. k

wQ
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The report shall identify the maturity of the output of the subject activity with respect to the market and, if
applicable, describe the required additional work and the level of funding required for the product to reach a
marketable level.

Annex:

Annex A: Layout for Contract Closure Documentation (in its latest version)

QJ?
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ANNEX A: LAYOUT FOR CONTRACT CLOSURE DOCUMENTATION
(Rev 1: 2014-07)

for
ESA Contract No. ...... [INSERT NUMBER]
“[INSERT ACTIVITY TITLE]”,

hereinafter referred as the “Contract”

Section 1 — Parties, Contract Duration and Financial Information

Contractor [CONTRACTOR NAME AND COUNTRY]
Sub-Contractor(s) [NAME AND COUNTRY]
(state if not
applicable)
Contract Duration From: Phase 1 from:
to:
To:
Phasen from:
to:

Total Contract Price EUR
(including all CCNs, Work Orders, Call of
Orders)
and Total Contract Value EUR
(in case of co-funding; state if not applicable)
Broken down as | Original Contract XXX EUR (XXX LEUR)
follows: Price

and original Contract EUR

Value

(in case of co-funding;

state if not applicable)

CCNxton EUR in total

Work Order xton EUR in total

Call-Off Order xton EUR in total

Section 2 — Recapitulation of Deliverable Items

2.1 Items deliverable under the Contract

If any of the columns do not apply to the item in questions, please indicate “n/a”.
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Table 2.1.1 - Items deliverable according to the Statement of Work and Article 2 of the Contract
Type Ref. | Namec / | Description | Replacement Location | Property | Rights
No. | Title Value (EUR)/ | () of granted /
Other Specific IPR
Conditions ()

[Documentation
Hardware

(Delivery in
Software Object code /

Source code?)
Other
Table 2.1.2 — Items deliverable under Article 4 of the Contract (if applicable)

The “Contract Inventory” of items produced or purchased under the Contract (other than those falling under the
Article 2 of the contract) with an individual or batch value equivalent or superior to 5.000 euros is as follows:

ESA DECISION e
ESA
Transfer renunciation
oc\lvnership to ESA | to clain;] 4 T
Part/ (delivery at end ownership an ;
Item Name Sel Location | Value eppiEacer delvery E)Suuslt)o)dczlslgacmr i
Reference delivery {with/without YAl foc o
Number postponed to end | financial postp01}1]e: i anE ke
of loan compensation | OWPeTSMP Y058
agreement) or special
instructions)
Table 2.1.3 — Fixed Assets

With regard to Fixed Assets the following declaration is made:
[OPTION 1:]
No Fixed Asset has been acquired under the Contract by the Contractor and/or its Sub-Contractor(s).

[OPTION =2:]

Fixed assets, acquired under the Contract by the Contractor and/or its Sub-Contractors are listed in the List of
Fixed Assets attached below. The Contractor certifies that all its obligations with regards to Fixed Assets have
been fulfilled. The Agency will inform the Contractor of its decision with respect to the disposal of Fixed Assets
items.

1 In case the item is not delivered to ESA, please indicate the location of the deliverable and the
reason for non-delivery (e.g. loan agreement, waiver, future delivery, etc.)
¢ e.g. IPR constraints, deliverable containing proprietary background information (see also 2.1.4

below)
o To be completed by ESA /541.0‘
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ESA DECISION
Item Life time in Deliver to | Leave under (Sub-)
Name Value years TBD TBD ESA Contractor’s Control
Table 2.1.4 - Customer Furnished Items and Items made available by the Agency
[Option 1]

There was no Customer Furnished Items or Items made available by the Agency.

[Option 2]

Any Customer Furnished Items and/or Items made available by the Agency to the Contractor and/or its
Subcontractor(s) under the Contract, are listed in the following List of Customer Furnished Items and Items
made available by the Agency. The following tables certify which of the items have been returned to the Agency
and which of the items remain in the custody of the Contractor, and/or a Sub-Contractor(s) and/or a Third Party
for further ESA work or for other purposes.

Customer Furnished Items

ESA DECISION

ESA E)eggfﬁfor Leave at (Sub-)
Item : Insurance | Confirmation Contractor’s Disposal

Inventory Location ; to
Name Value of Receipt under a loan

Number another

- agreement
entity
Items made available by the Agency
Deliver to

Ttem | ; Replacement ESA or to Leavest (S,u b)

Inventory Location Contractor’s Disposal under a
Name Value another

Number Sty loan agreement

Table 2.1.5 — Background Information used and delivered under the Contract (see Clause 43 of the General
Clauses and Conditions)

The following background information has been incorporated in the deliverable(s):

Proprietary Owner Affected Description impact on Other
Information (Contractor / deliverable ESA’s rights to the commen
(title, description) Subcontractor(s)/ (which deliverable (%) ts

Third Party documents,

-ies) hardware,

software, efc.)

! if not explicitly stated otherwise, the contractual stipulations shall prevail in case of conﬂzct with
the description provided in this table

g/l
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Section 3 — Statement on Intellectual Property Rights generated under the contract

[OPTION 1 : NO Intellectual Property Rights generated under the Contract]

In accordance with the provisions of the above Contract [insert Contract Number], [insert Company name)]
hereby certifies both on its own behalf and on behalf of its consortium/Sub-Contractor(s), that no Intellectual
Property Rights (as defined in Annex IV of the General Clauses and Conditions for ESA Contracts, ref.
ESA/REG/002, Rev. 1 ,the “GCC”) have been generated in the course of or resulting from work undertaken for
the purpose of this Contract. [END OF OPTION 1]

[OPTION 2 : Intellectual Property Rights generated under the Contract]

The Agency’s rights in the Intellectual Property Rights listed in the table below shall be in accordance with the
General Clauses and Conditions for ESA Contracts, ref. ESA/REG/002, Rev. 1, the “GCC” - Part II provisions, as
amended by the Contract [insert Contract Number].

In accordance with the provisions of the above Contract, [insert Company name] hereby certifies both on its own
behalf and on behalf of its consortium/Sub-Contractor(s) that the following Intellectual Property Rights (as
defined in Annex IV of the "GCC") have been generated in the course of or resulting from work undertaken for the
purpose of this Contract:

Intellectual Property Rights (“IPR”) suitable for Current status
registration (i.e. “Registered Intellectual Property [delete non applicable options]
Rights” as per definition in Annex IV of the
“GCC”)

Registered :

[insert information on registration granted]
[insert title of IPR # 1 and give a short description] In the process of being registered:

[insert information on registration process]

Foreseen for registration:
[indicate timeline]

Not foreseen for registration:
[indicate reason]

Registered :
[insert information on registration granted|

In the process of being registered:
[insert title of IPR # 2 and give a short description] [insert information on registration process/

Foreseen for registration:
[indicate timeline]

Not foreseen for registration:
[indicate reason]

Should any Intellectual Property Rights be indicated as being foreseen for registration or in the process of
registration, the Contractor undertakes to notify the Agency's Technical Officer when:

- registration of any such IPR(s) is rejected
- registration of any such IPR(s) is obtained (and will provide the registration details)

Intellectual Property Rights ("IPR") not suitable
for registration (i.e. not being "Registered
Intellectual Property Rights" as per definition in
Annex IV of the "GCC")

[insert title of corresponding IPR] [give a short description of such IPR]

[insert title of corresponding IPR] [give a short description of such IPR]
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Section 4 — Quiput from / Achievements under the Contract

4.1. Technology Readiness Level (TRL)

Indicate the TRL of the technology developed under the Contract using the classification given below (for
additional information on definitions, please refer to ECSS-E-AS-11C) .

Initial TRL Planned TRL as activity outcome Actual TRL at end of activity

Basic principles observed and reported

Technology concept and/ or application formulated

Analytical and experimental critical function and/ or characteristic proof of concept

Component and /or breadboard validation in laboratory environment

Component and /or breadboard critical function verification in a relevant environment

Model demonstrating the critical functions of the element in a relevant environment

Model demonstrating the element performance for the operational environment

(o] I er ¥ sy IR LI | VT o

Actual system completed and accepted for flight ‘flight qualified’

Actual system ‘flight proven’ through successful mission operations

D

NOTE: The TRL shall be assessed by ESA. The Agency’s responsible Technical Officer shall verify TRLs 1-4
while TRLs 5-9 shall be assessed through an ESA-internal formal procedure.

4.2. Achievements and Technology Domain

Provide a concise description (max 200 words) of the achievements of the Contract and its explicit outcome
(including main performances achieved): please refer to the final documentation (e.g. Final Report)

Please indicate the Technology Domain (TD 1 to 25) of the development (please tick off):

1 On-Board Data Systems 14 Life & Physical Sciences

2] Space System Software 15 Mechanisms & Tribology

3 Spacecraft Electrical Power 16 Optics

4 | Spacecraft Environment & Effects 17 Optoelectronics

5 Space System Control 18 Aerothermodynamics

6 RF Payload and Systems 19 Propulsion

7 Electromagnetic Technologies and Techniques 20 Structures & Pyrotechnics

8 System Design & Verification 21 Thermal

9 Mission Operations and Ground Data Systems 22 Environmental Control Life Support
10 | Flight Dvnamics and GNSS 23 EEE Components and Quality

11 | Space Debris 24 Materials and Processes

12 | Ground Station System & Networking 25 Quality, Dependability and Safety
13 [ Automation, Telepresence & Robotics

4.3 Application of the Quiput/ Achievements
Please tick off as appropriate:

] Possible use in programme:

Please indicate the service domain (see table) relevant to a possible application

1 Earth Observation

2 Science

3 | Human Spaceflight and Exploration
4 Space Transportation




Appendix 3 to ESA Contract No. 4000117984/16/I-NB
Page |24

5 Telecommunications

6 Navigation

7 Generic Technologies and Techniques
8

9

Security
Robotic Exploration

] Actual use in programme:

Please describe the specific programme and application or mission for which the output of this Contract is or
will be used.

4.4 Further Steps/Expected Duration

Please tick off as appropriate:

] No further development envisaged.

1 Further development needed:

Please describe Jfurther development activities needed, if any, to reach TRL 5/6 including an estimate of the
expected duration and cost.

4.5 Potential Non-Space Applications

Describe any potential non-space applications or products that may benefit from the technology that has been
developed. Emphasize potential markets and customers where known.,

Describe the principle features of technology that would be required in a technology demonstrator for any
identified non-space application. Include an estimate of the resources in time and money that would be
requtired.

The above statements provided in the various sections of this Annex A "Layout for Contract Closure
Documentation” for ESA Contract No. 4000xxxxxx/XX/XX /xx [insert the corresponding contract
number] have been made after due verifications.

If required by ESA, an updated version shall be provided for incorporating amendments requested by ESA.

Name of Contractor:
[insert contractor name]

Authorised signatory:

[insert Authorised signatory full | [signature of the Authorised signatory)]
name/

Date:
[insert date]
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APPENDIX 4: CONTRACT CHANGE NOTICE

For submission of a change as per Clause 13 of the General Conditions, the Contractor shall submit his proposal
in the format of a CCN using the cover page included below. The form shall be filled with the following
information as a minimum:

- The Contractor’s name and the Contract number

- The title of the area affected by the change (Work Package reference, new work, etc.)

- The name of the initiator of the change (Contractor or ESA)

- The description of the change (including Work Package Descriptions, WBS, etc.)

- The reason for the change

- The price breakdown in €, if any (breakdown by company, Phase, etc., including PSS-A2 and
PSS-AS8 forms)

- The Milestone Payment Plan for the CCN if any
- Effect on other Contract provisions

- Start of work - end of work (including contractual delivery dates and overall planning,
milestones, etc.)

- A CCN Form, as per the format below, signed by the Contractor’s representatives
The Contractor shall, on request of the Agency, provide additional documentary evidence. At the request of either

Party, the proposed change may be discussed at a Change Review Board, consisting of both the Contracts Officer
and the Technical Officer of each Party.

10
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@R&‘_ Contractor:
goesa oo
= :
\\\i Contract No.:
CONTRACT CHANGE NOTICE No. DATE: Page: Page 1of 27
TITLE OF AREA AFFECTED (WORK PACKAGE ETC): WP REF:
INITIATOR OF CHANGE:
DESCRIPTION OF CHANGE
REASON FOR CHANGE
PRICE BREAKDOWN (Currency)/PRICE-LEVEL
FECT HERC
EFFECT ON OT ONTRACT PROVISIONS START OF WORK
END OF WORK

CONTRACTOR’S PROJECT MANAGER:

DATE:

CONTRACTOR'S CONTRACTS OFFICER:

DATE:

[DISPOSITION RECORD OR OTHER AGREED CONDITION RECORDED WITH THE CCN APPROVAL]

ESA CONTRACTS OFFICER: Nathalie Boisard

DATE:






