TARGET EXCHANGE PROGRAM

Do and Don’t List

The TARGET Exchange program concerns all participants of the TARGET NoE: Both Academic Institutions and Companies (Industries, SMEs etc) who are members or are related to the TARGET NoE. We would like to strongly encourage both of them to continue to participate in the Exchange program and to exploit its benefits.

In the following a summary of the Exchange program guidelines in the form of Do and Don’t List is given:

Do
Procedure

· When hosting and exchangers institutions have agreed for establishing an exchange visit then: the hosts should fill-in the vacancy form and the exchangers should fill-in the application form. 

· The above forms can be downloaded from the TARGET EXCHANGE web page inside the TARGET intranet area. Both these forms should be sent by email to the WP1.5 TARGET EXCHANGE Leader. In the same e-mail a total budget estimation should be made. The WP 1.5 TARGET EXCHANGE Leader should be contacted by either the host or the exchanger to initially approve this budget. 
· Always inform the WP 1.5 TARGET EXCHANGE Leader for the start and end of the exchange visit. Especially when an exchange visit has been finalized please make a list of all actual costs and report them to the WP 1.5 TARGET EXCHANGE Leader. 

Duration

· The exchange visit should have a duration of more than 1 month. Duration of up to 3 months is the optimum. 

· More than 3 months duration is usually approved as long as the relevant costs are within the budget and quite reasonable so in this case please contact the WP1.5 TARGET EXCHANGE Leader for information.
Expenses

· The total costs per exchanger for an exchange visit are up to 3300 Euros. 

· More costs can be approved provided that they are reasonable and justifiable and within the total budget of the EXCHANGE WP. In cases where more than 3300 Euros per exchanger are needed please contact the WP 1.5 TARGET EXCHANGE Leader for approval.
· Within the 3300 Euros per exchanger the following cost categories are included: round trip airfare, accommodation (i.e. apartment cost), everyday meals, other costs of the receiving organization and a monthly allowance given to the exchanger.

· There is a certain estimated cost for each of the above cost categories in order to have a provisional budget for the total exchange cost. This is not mandatory as long as the 3300 Euros total cost is more or less kept. The only exception is the monthly allowance per exchanger. 
· The monthly allowance for each exchanger is not more than 500 Euros per month.
· All the expenses should be charged to the hosting institution and should be in accordance with the auditing procedure of the hosts. 

· The travel costs are paid initially by the exchanger and then the corresponding amount is reimbursed by the hosting institute to the exchanger upon showing the receipt. The same applies for the air ticket cost. 
· Any cost that is directly relevant to the actual research work of the exchanger and is purchased to facilitate his assignment can be charged to the exchange program i.e. PC consumables, instrument consumables, chips for measurements etc directly related to the assignment work of the exchange. These costs are called “other costs of the receiving organization”.
· In order to provide legal documentation in your institution authorities for the monthly allowance given to the exchanger, please check your auditor. 

· The TARGET EXCHANGE program can suggest the following possible solutions: 

· a) Consider this exchange visit as a long trip and use the official institution travel documentation for that. This usually applies for academic institutions where they use this kind of travel report document and have daily allowance for their personnel. You may consider then the exchanger’s monthly allowance instead of a daily allowance.  

· b) The other way is to have a contract type for the exchanger for the months spent where the monthly allowance can be consider as wage or fee.
· When reporting your expenses in the TARGET web effort reporting system every two months, please do not forget to charge the exchange expenses into WP 1.5 preferably to the Travel and Other Costs categories indicating that these costs are related to an exchange visit: i.e. exchange visit between X and Y for period Z.

Research Outcome

· In the end of the EXCHANGE visit two questionnaire forms should be filled-in; one by the host and one by the exchanger. 

· These forms can be downloaded as well from the TARGET EXCHANGE web site and sent by email to the WP 1.5 TARGET EXCHANGE Leader. Please always fill-in these questionnaires; they consist measurable results for the success of the TARGET EXCHANGE. 

· In the end of the EXCHANGE visit the outcome of the research work, unless it is being published in international journals or conferences can be written in a form of a scientific paper and published in the TARGET Newsletter. 

· All exchangers are encouraged to write in this way the outcome of their research work during an exchange visit and send it via email to the WP 1.5 TARGET EXCHANGE Leader with the expression of their interest for publication in the TARGET Newsletter. 

· These reports are very important because they also contain measurable criteria for the TARGET Exchange. 
General

· Exchange visits can be held between academic or other full TARGET members and associated TARGET members. 

· Participation of an associated member: The requirement for this kind of exchanges is that one partner is a TARGET core member and able and willing to take the expenses of the associated exchanger depending on his/her audit rules. In this case, only travel and accommodation will be reimbursed, no daily allowances will be paid.
Finally, try to send female researchers of your team as exchangers. At the moment no female exchanger has been reported.
DON’T


· Please do not forget to inform the WP 1.5 leader regarding exchange visits (mutual agreements or new vacancies) either through the corresponding form or via email. 
· Please do not consider as exchange visits the bilateral meetings among the partners. 
· The exchange visit should have a specific topic for the exchanger and should last no less than a month. 
· Only under very specific and exceptional circumstances or under force majeur the exchange visit could last no less than 3 weeks. 
· To this respect 3-5 days or weekly meetings for cooperation between the partners can not be considered as exchange visits, although the establishment of a an exchange visit to enable and carryout research work in the framework of a Joint Program WPs (research WPs) is strongly encouraged following the above mentioned rules.
· Please do not exchange invoices for the Exchange expenses among TARGET Institutions Members
· Please do not forget to charge all exchange expenses at WP 1.5 in the TARGET web effort reporting system
· Please do not charge expenses that are not directly related to the exchange assignment. If you have any kind of doubt please contact the WP1.5 Leader or your auditor.

· Monthly allowance is not allowed if one of the involved parties is a TARGET Associated Member. 
· Please do not forget to fill-in the corresponding questionnaires (both hosts and exchangers) in the end of the exchange visit. They are measurable criteria for the EU.


Finally, please do not forget: Technical reports incorporating the outcome of the research work during the exchange visit are strongly encouraged, unless the outcome is a journal or conference paper …

Note: For any kind of assistance or clarification please contact the WP 1.5 Leader Dr Rodoula Makri, ICCS, rodia@esd.ece.ntua.gr







































