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The Project Handbook



A set of guidelines to have:

• Summary of the legal, admin and financial obligations

• Detailed budget table

• Quality assurance plan

• Internal procedures: 
• Internal admin processes
• Internal financial processes
• Internal communication processes
• Meetings and information sharing etc. 

Set up a system…



A set of templates to have:

• Internal reporting (technical & financial)

• Exploitation & IP management 

• Data management 

• Dissemination and Communication activities and
templates

 All these tools can be mentioned and linked in your 
Project Handbook. To be effective, the consortium 
should know about these from the kick-off meeting.

Internal monitoring
Reporting

Internal technical report HE

Internal financial report HE

Dissemination report table HE



Project Management Toolbox 
Other content

• KPIs

• Action plan for X 
months

• Special CA and/or GA 
provisions



• Project overview: overall objectives, foreseen activities 
& results, role of partners, expected outcomes…

• Activities per Work Package (WP) – by each WP leader

• Project Officer intervention

• Action plan for first 6 months (discussion & validation)
• Activities per partner
• Deadlines
• Responsible partners 

• Setting up the system

• Other: nominate and confirm governing bodies, e.g. the 
Steering Committee

 Are your partners newcomers? A short chat about 
basic rules on good implementation & financial 
management is recommended.

Kick off meeting
Agenda



Life after kick-off

• A good kick-off meeting ends with a 6-month Action 
Plan

• Do not forget the meeting minutes & share 
presentations/templates/materials…

• Internal “protocols” test (make a change immediately if 
necessary)

• Team test: a team makes the dream work

Semestrial Action Plan

Meeting Minutes template



• No copy-paste from different sheets, online 
system

• Comparisons & calculations made 
automatically 

• Automatic deadline warnings 

• Notifications on admin tasks programmed & 
sent automatically

Project Management Platforms

• Expensive & might not save time for partners

• Different versions, overcomplication

• Seen as administrative burden

• Always need to check carefully data, bugs & 
mistakes if any

To use or not to use?



• File sharing: Google Drive? DropBox? SharePoint?

• Exchanging quick messages: Slack? Teams?

• Email lists? 
• Project email list
• Work Package leaders email list
• …

• Calls: Skype? Teams? Zoom?

• Virtual project meetings (at least for now): Zoom? 
GoToMeeting?

 Count in the current circumstances – choosing the 
right tools or internal communication.

Internal communication
The tools & new reality



Quality Assurance Plan

• Governance Structure

• Communication Protocols

• Meetings
• Project Meetings
• Project Steering Committee Meetings
• Work Package And Task Meetings

• Deliverables
• Internal stages of deliverable creation
• Internal Reviews/Quality Checks/Deadlines

• Periodic And Final Reports

• Internal Reporting
• Technical Reports
• Financial Reports
• Dissemination And Exploitation Reports



Internal reporting

• Overview of the work done by all beneficiaries

• Usually done at half-period
• E.g. if 18-month period => internal reporting at M9

• Highlights issues that may hinder the implementation 
of project activities

• Make distinction between types of reporting (internal, 
periodic, continuous)

 Internal reporting is not mandatory by default. You 
can make it mandatory by including it in the CA.

Reporting procedures & 
monitoring

Internal technical report



• Well-planned budget = easy job during 
implementation 

• Internal financial reporting = 
underspending/overspending alert and finding 
solutions in time

• Each partner is individually responsible for their 
spending & reporting (*)

Internal financial report

Reporting procedures & 
monitoring



Budget Monitoring



WHAT?

• Risk management = continuous process to 
identify, analyze, monitor and control risks 

• Risk register = identify and handle causes of 
project deviations

WHY?

• Recommended to avoid “disaster” situations

• Included in your continuous reporting 

Risk register

Risk Management



• Under the exploitation management task

• Exploitation leader to oversee process (task leader) 
and ask for information from partners

• Help discussions on ownership, protection and 
exploitation of results

• Important for jointly owned results

• Periodic workshops to discuss with all partners 

Tools for Exploitation &
IP management

IP Note

IPR Matrix



• Background IP – know-how/knowledge/data held by 
beneficiaries and brought to the project
 attached to generated project assets to help determine access 

rights, ownership issues and IPR

• Foreground IP – results/info generated under the 
project
 to create a concrete mapping of project results and enhance the IP 

portfolio

• Exploitable result – outcome of project that can be 
commercialized/exploited as a standalone result
 based on the FG, ID the exploitable assets + IPR management 

procedures (protection, access rights., exploitation plans…)

WHY?

• To help the coordinator to properly report continuously 
these elements

IPR Matrix

IPR issues



• Under the dissemination and communication work 
package

• Dissemination and communication leader to oversee 
and ask for information periodically

Tool for Dissemination & 
Communication

Dissemination communication exploitation 
report table



Dissemination report table HE

Dissemination & 
Communication in HE

Communication report table HE



QUESTIONS?



THANK YOU!
for your attention
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