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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. 

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.

Set up a system…



• What will be uploaded to the file sharing 
tool of choice - some documents will be 
dynamic!

• Existing documents / Mock-ups and 
examples of what will be developed

• Most important: exhaustive list

The Project Handbook



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



• Under the dissemination and communication work 
package

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

Tools 1# Dissemination & 
Communication

Dissemination communication exploitation 
report table



Dissemination report table HE

Tools 1#  Dissemination & 
Communication in HE

Communication report table HE



• 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 2# Exploitation &
IP management

IP Note

IPR Matrix



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

Tools 3# Risk Management



• Under the data management task 

• Data management leader to oversee and ask for 
information periodically

• Use your Data Management Plan for details

Tools 4# Data Management

Data Management Plan (template by the EC)

https://ec.europa.eu/info/funding-tenders/opportunities/docs/2021-2027/horizon/temp-form/report/data-management-plan_he_en.docx


• 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.

Tools 5# Internal reporting
Technical part

Internal Technical Reporting Template



• Budget monitoring

• Underspending/overspending alert and finding 
solutions in time

• Each partner is individually responsible for their 
spending & reporting 

Tools 6# Internal reporting
Financial part

Internal Financial Reporting Template

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



QUESTIONS?



Krisztina Toth
Krisztina.toth@europamedia.org

FOLLOW US!
@EuropaMedia
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for your attention
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