
Promotion of international projects.
 

Support, activities&training, 
internal rules



Support
• The assistance to academic staff in any stage of the project 

• Before the project’s approval: Project’s idea,  joining a proposal as 

partner, submission.

• After project’s approval: internal procedures, setting up of the team, 

preparation of the kick-off meeting, interim and final reports, 
dissemination, etc.)


• Fostering the involvement in international projects. The “great 
unknown” of the Erasmus+ programme among the academic staff (vs 
mobilities).


• Need of training for the academic staff: workshops, seminars, 
dissemination, 


• Web page



Supporting activities
 



Supporting activities
 



Ongoing projects
 



Internal rules
• Support in the preparation for the proposal’s submission. 

• Concept note, mandate signature, etc.


• Communication, management and reporting of projects

• Internal procedures: expenditure unit, Project register in the database

• Establishment of the team: meet the people, processes, 

• Economic planning: human resources and financial. Follow-up

• Liaison with PO or coordinator for legal, financial and management issues

• Obligations of the responsible of the Project: to inform about the financial 

implementation and to send the timesheets for checking.

• Contingency funds (30% of IO)



Internal rules
• Resources made available after the Project’s end (RLD)


• Available released resources is the difference between the grant granted in a 
international Project and the expenses incurred during the life span of the Project. 


• This is not a benefit for the university for its participation, but ti comes from the allocatin 
of its own resources, especially the human resources the university devotes directly to 
the implementation of the Project.


• 75% -25%


• Extraordinary staff remuneration

• Fostering of the internationalization



WIDI: UCA database for research 
and cooperation projects

• Originally, WIDI it’s an application for management of 
researchers, and technological innovation. 


• It provides a possibility to all teachers & researchers, 
administration and service staff who participates in a Project, 
to register themselves with their staff UCA member email.


• It offers a wide range of possibilities concerning participation 
in projects: 

• an engine of search for interesting events - CALLS - to avoid missing 

important dates.

• Reports

• Search of other participants in their projects

• ETC…



WIDI: UCA database for research 
and cooperation projects

• The main use of the Unit of International Projects it’s to 
include the Erasmus+ Projects and its participants, to 
upload content of each Project granted, where UCA is 
either coordinator or partner (official documentation, 
Partnership agreement, Documentation of economic 
control, expenditure unit, etc…)


• It’s a collaborative tool where the staff with their own 
credentials can operate and access to the information 
uploaded.


• It can be as rich and deep as the needs may arise. 



WIDI: UCA database for research and 
cooperation projects



WIDI: UCA database for research and 
cooperation projects





WIDI: UCA database for research and 
international cooperation projects

• Live Example: https://widi.uca.es/vidiweb/vidi/
general/index

https://widi.uca.es/vidiweb/vidi/general/index
https://widi.uca.es/vidiweb/vidi/general/index


FOLLOW UP PROJECTS DETAILS
• CAU: user service desk  
In our main section of International Projects, we show a little 

summary about what we do: 


https://internacional.uca.es/proyectos/informacion-general/


So, from the very 1st step, we offer a cannel of communication through 
the CAU service, to put in contact directly the staff interested in 
presenting a proposal (researchers, teachers) to the technical staff of 
the International projects’ Unit

https://internacional.uca.es/proyectos/informacion-general/


FOLLOW UP PROJECTS DETAILS
CAU: user service desk



FOLLOW UP PROJECTS DETAILS

• CAU: Attention centre users’:



FOLLOW UP PROJECTS DETAILS

• SLACK - Free software.  

• Slack it’s a free use communication tool and it’s a workspace, 
not only meant to communicate quickly through your email 
identification, but it’s also a space where to share 
documentation, images, etc. 


• It enables to have on line conversations, and video calls as 
well. It also provide the creation of specific channels to work 
on specific topics.


• International Office Unit has used it on a daily basis for a fluid 
communication during the Pandemic. And we still do!!





FOLLOW UP PROJECTS DETAILS

• Google Drive: Sharing documents  

• We try to have a close contact with projects coordinators or 
researchers in charge of the projects management.


• Through Google Drive we can share and modify in real time 
documentation.


• The main idea is to be close to 4 campuses of our University 
and its staff. The pandemic it has also strengthen the need to 
work closely but separately physically speaking.



FOLLOW UP PROJECTS DETAILS

• NAS: Private and safe cloud organiser  

• Not all our information & documentation are filed in open & 
free resources. The information must be kept safely and be 
organized and under control of our own University. 


• NAS is a private server that recently the Vice-chancellor of 
Internationalisation has acquired to protect and keep a back 
up of information and documentation.


• All users allowed to storage the information on it, will have a 
user ID and a password. 



FOLLOW UP PROJECTS DETAILS
• NAS: Private and safe cloud organiser 



FOLLOW UP PROJECTS DETAILS

• ASANA: A free tool - organiser for daily tasks and future tasks to 
foresee. https://app.asana.com/0/home/1169131827556807

https://app.asana.com/0/home/1169131827556807


INTERNAL FORMATS AND DOCUMENTS

E X P E N D I T U R E 
UNIT FORM



INTERNAL FORMATS AND DOCUMENTS

E X P E N D I T U R E 
UNIT FORM



INTERNAL FORMATS AND DOCUMENTS

E X P E N D I T U R E 
UNIT FORM



INTERNAL FORMATS AND DOCUMENTS

FUNDS ADVANCE 
FORM



INTERNAL FORMATS AND DOCUMENTS

E X A M P L E 
CALCULUS FUND 
GUARANTEE



INTERNAL FORMATS AND DOCUMENTS

Project FILE



INTERNAL FORMATS AND DOCUMENTS
Follow up table



INTERNAL FORMATS AND DOCUMENTS

P r o j e c t 
liquidation 



INTERNAL FORMATS AND DOCUMENTS

PARTICIPATION 
DIPLOMA



Thank you for your attention! 
Puno Hvala!

Contact Email: intprojects@uca.es


