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1. Introduction  

1.1 Purpose and Scope  
The purpose of the present deliverable entitled “Project Management Handbook” is to identify the 
procedures, and the supporting documents that need to be appropriately established in order to assure 
the quality of the project deliverables and project management activities.  

In this context, the present deliverable aims to fulfil the following main objectives: 

• To establish a quality management system in accordance with the ISO 9001 (Quality Management 
Systems - Requirements) standard [2] [3]1. 

• To assure the quality of the project deliverables and project management activities. 

• To identify the responsibilities of all partners within the consortium. 

• To ensure proper coordination and communication channels among partners during the project 
lifetime. 

• To identify the potential risks of the project and evaluate their impact and likeliness. 

• To proactively design risk mitigation measures in order to guarantee the seamless and proper 
execution of the project’s tasks. 

In order to ensure relevance of the quality plan, it will be revisited regularly, throughout the project 
execution and especially when contractual changes occur.  

This quality & risk management plan mainly addresses the consortium partners who are obliged to comply 
with its requirements. 

1.2 Document Structure  
The structure of this document is as follows: Section 2 provides an overview of the quality management 
structure and responsibilities. Section 3 presents the project and quality management procedures that 
will be applied in the span of the GE Academy Project. Section 4 refers to procedures for quality 
measurement, analysis and improvement. Section 5 presents the risk management plan. Annex I presents 
an indicative screenshot of the GE Academy mastersheet, while Annex II presents the template for the 
internal reporting.  

 

  

                                         
1 https://www.iso.org/files/live/sites/isoorg/files/archive/pdf/en/pub100080.pdf  

https://www.iso.org/files/live/sites/isoorg/files/archive/pdf/en/pub100080.pdf
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2. Quality Management and Responsibility 
Ensuring that quality objectives are well embedded and addressed through relevant processes during the 
project implementation is a key priority in the GE Academy that has been taken into account from the 
beginning of the project. The management of the GE Academy is designed in a way capable of ensuring 
coherent and effective scientific, administrative and financial coordination, while providing participants 
with the necessary quality management support to ensure project objectives and goals.  

All partners of the consortium are fully committed and agree to collaborate for the timely fulfilment of 
their responsibilities (including quality management assignments). 

The management structure will make extensive use of tools, such as the “GE Academy Mastersheet2” in 
Gsheet format for time planning and monitoring tasks, issues and deliverables as defined in Annex VIII: 
Task Management Template in a simplified format, in order to facilitate the coordination of the project.  

In order to manage efficiently and effectively a demanding coordination and support action as GE 
Academy over a time period of 36 months, a sound, professional, but also flexible management structure 
has been adopted as depicted in the next figure. 

 

Figure 1. Project Organisation Structure 

The responsibility for abiding to the quality management procedures lies on the Project Coordinator, the 
Scientific Coordinator and the Quality Manager, while quality assurance of results falls under the 
responsibility of the Work Package/Task leaders. In particular, a thorough description of each of the 
management bodies and roles appearing in Figure 1 can be found in the following lines: 

Project Coordinator (PC), Mr Apostolos Vontas, who is supported by the VIL Project Coordination Team: 
the deputy project coordinator, Mrs Vasia Madesi and the financial expert Mrs Olga Katsarou. The 
Coordinator’s role involves liaison with the European Commission, assessing, monitoring and controlling 

                                         
2 This tool is accessible ONLY to the Consortium Members; thus, a link cannot be enclosed.  
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project progress, providing secretariat services to the different structures of the project, helping with the 
resolution of any disputes, consolidating reports for the European Commission and managing resources 

The General Assembly (GA) is the main decision-making body of the project. It consists of the Project 
Coordinator (Chair), and one member from each partner organisation. The role of the GA is:  

• to review and monitor overall project progress;  

• to take decisions regarding any required management interventions or amendments to the 
project work plan and budget, incorporation of new partners and measures towards defaulting 
partners; 

• to ensure successful project implementation; 

• to evaluate external threats and opportunities. 

The GA analyses the project performance indicators and all other relevant information provided by the 
Project Management Team. 

The members of the GA signed the project Consortium Agreement, the content of which has been 
developed and agreed upon before the start of the project.  

Meetings of the GA will be held twice a year, during the project meetings, unless issues arise which require 
extraordinary meetings. The GA will make decisions upon a majority of two-thirds (2/3) of the votes cast. 
There is one vote per partner organisation. In case there is no quorum (50% of the members +1), the GA 
will be reconvening in 4 weeks’ time. The secretariat of the GA is provided by VIL. Minutes of GA meetings 
will be available to the partners at the latest 2 weeks following the meeting. 

The Scientific Coordinator (SC), is Dr Lut Mergaert (YW) and her main role is to supervise the 
implementation of the tasks related to the development of the concepts and of the standards for the 
training formats and materials in order to ensure scientific excellence.  

The Quality and Risk Manager (QRM), is Marina Cacace (K&I) and her main role is to collaborate with the 
PC to define the quality standards and implement the quality procedures. The QRM also tackles 
performance management, which is an integral part of the timely and effective execution of the project.  

The Project Management Team (PMT) is the decision-implementing body of GE Academy. It consists of 
the Project Coordinator (chair), Dr Lut Mergaert (YW), as SC and co-chair and the WP leaders: Marina 
Cacace (K&I), Maria Sangiuliano (SV), Bente Knoll (B-NK), Elisabeth Kohler (CNRS) and Vasia Madesi (VIL). 
Its main responsibilities are: 

• the scientific and operational management of the project;  
• ensuring that the GA decisions are properly implemented; 
• preparing the decisions to be submitted to the General Assembly for approval (concerning the 

content of work, the budget and allocation of resources);  
• deciding on the scientific publications; 

• ensuring the protection of the IPRs of the respective outputs; 
• identifying risks; 
• drafting contingency plans; 

• surveying ethical issues, including issues of responsible research and innovation, as well as data 
management.  

The PMT convenes regular online meetings and will organise ad hoc meetings, if necessary. During those 
online meetings more partners can be invited without voting rights, if their presence is decided among 
the PMT. Physical meetings will be held twice a year, at the same days as the GA meetings. The PMT will 
make decisions upon a majority of two-thirds (2/3) of the votes cast, with each partner organisation 
holding one voting right. In case there is no quorum (50% of the members +1), the PMT will be reconvening 
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in 4 weeks’ time. VIL provides the secretariat to the PMT and issues minutes of meetings within five 
calendar days following meetings. 

Work Package Leaders (WPLs) are responsible for the successful execution of work at the level of the 
Work Package. In particular, they coordinate the activities in order to ensure that the milestones are met 
and that the deliverables are up-to-standard and submitted on time. They guide the task leaders and 
contributors towards an efficient and effective collaboration, and they share the deliverables with the 
other partners in order to get their feedback. They also communicate regularly with the Project 
Coordinator in order to discuss potential delays and ways to tackle any problems that might arise. 
Additionally, WPLs are responsible together with the task leaders to identify the potential avenues 
towards continuation of GE Academy beyond the EU-funding. Task leaders and contributors execute the 
respective tasks and communicate with their WPLs on a regular basis. If any potential delays are identified 
in achieving/submitting the milestones and deliverables for which they are responsible, task leaders 
should immediately report such delays to the WPLs and seek advice on how best to achieve the targets. 
WPs will inform the PMT about any delays on tasks, especially when such delays have implications for 
other tasks and/or for deliverables. 

WP No Name Organisation 

WP1 Elisabeth Kohler CNRS 

WP2 Bente Knoll B-NK 

WP3 Marina Cacace K&I 

WP4 Lut Mergaert YW 

WP5 Bente Knoll B-NK 

WP6 Maria Sangiuliano SV 

WP7 Vasia Madesi VIL 

WP8 Apostolos Vontas VIL 

Table 1. Work Package Leaders 

The Expert Advisory Board provides non-binding advice and support to the project activities both in the 
development and the roll-out of the GE Academy trainings. In particular, the experts contribute to 
standard setting, to the development of the concepts, the identification of other experts and potential 
trainers. Furthermore, the Advisory Board plays a crucial role in the dissemination and exploitation 
activities, as the experts will also be part of the Community of Stakeholders. The informal nature of the 
Advisory Board ensures inclusiveness and respect for the different views which might arise regarding the 
evolution of the project. A representative of the Expert Advisory Board will participate in the physical 
meetings of the PMT based on the expertise and relevance with the topics of discussion as well as the 
place of the meeting and the availabilities. Relevant project deliverables will be regularly shared with the 
Advisory Board members in order to receive their feedback. The PC will be the main contact point to 
connect the Advisory Board with the GE Academy activities. The following experts were selected and 
confirmed their participation: 

• Ineke Klinge, female, expert in gender in research (medicine) from University of Maastricht; 

• Jörg Müller, male, expert in community of practice on GE, coordinator of GenPORT; 

• Kalypso Sepou, female, expert on women and science, from Research Promotion Foundation in 
Cyprus; 

• Franz Wong, male, expert in gender in development from the Royal Tropical Institute (KIT) in 
Netherlands; 

• Katrien Maes, female, expert in networking with universities from LERU. 
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3. Project & Quality Management Process 
3.1 Communication Strategy  
3.1.1 Information Flow  
Effective channels of internal communication have been established from M1 in order to exchange all the 
necessary information for the project implementation, such as deliverables and relevant documentation. 
Internal communication channels are also used for sharing meeting minutes and progress reports, 
ensuring a common understanding among all partners regarding the required achievements during the 
lifetime of the project as well as the procedures that have to be followed for fulfilling them. 

The means for remotely conveying information among GE Academy partners include: 

E-mail communication and file transfer over the Internet. Dedicated mailing lists have been created for 
the following purposes: 

• partners@ge-academy.eu has been created to serve the project implementation needs, when it 
comes to announcements to all people that work in the GE Academy consortium. 

• The dedicated WP lists have been created to facilitate communication at WP level:  

o wp1@ge-academy.eu  
o wp2@ge-academy.eu 
o wp3@ge-academy.eu 
o wp4@ge-academy.eu 
o wp5@ge-academy.eu 
o wp6@ge-academy.eu 
o wp7@ge-academy.eu 
o fin@ge-academy.eu: for WP8 related issues mostly financial but not limited to them;  

• pmt@ge-academy.eu has been created for internal Project Management Team discussions.  

Use of popular cloud-based services such as Google Drive3, for collaboratively developing content for the 
project. An internal workspace has been created on Google Drive as an internal storage.  

GoToMeeting 4 , Skype 5  and telephone facilities are used for teleconferencing purposes among the 
partners based on the project WP needs. 

Apart from the above-mentioned electronic communication means, express mail (via post) will be used 
for strictly formal correspondence, i.e. when executive signatures are required.  

The PC is responsible to ensure adherence to the aforementioned communications channels. 

Furthermore, in order to ensure that the right information will reach the right people in larger, external 
to the consortium communities, the following mechanisms that will be finalised in Deliverable “D7.1 
Dissemination, Communication and stakeholders’ engagement strategy” in M3 shall be considered: 

                                         
3 https://www.google.com/drive/: Folder is only accessible upon invitation and strictly for the Consortium Members. 
4 https://www.gotomeeting.com/  
5 https://www.skype.com/  

mailto:partners@ge-academy.eu
mailto:wp1@ge-academy.eu
mailto:wp2@ge-academy.eu
mailto:wp3@ge-academy.eu
mailto:wp4@ge-academy.eu
mailto:wp5@ge-academy.eu
mailto:wp6@ge-academy.eu
mailto:wp7@ge-academy.eu
mailto:fin@ge-academy.eu
https://www.google.com/drive/
https://www.gotomeeting.com/
https://www.skype.com/
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mailing lists, website, blog, social media such as Twitter6, LinkedIn7, Facebook8, YouTube9, etc. The 
appropriate combination of such communication mechanisms will be used for enhancing the project's 
visibility. 

3.1.2 Meetings  
Regular and ad-hoc meetings will be held during the project lifecycle, including: 

• General Assembly meetings held twice a year, during the project meetings, unless issues arise 

which require extraordinary meetings. The secretariat of the GA will be provided by VIL. 

The PC is responsible for the meeting formation (invitations, agenda of the meeting) and 

the communication of the meeting details (time, place) at least 3 weeks before the date 

of the meeting, in order to allow time to the participants for the scheduling and 

preparation of the necessary information for the meeting. 

• Physical Project Management Team Meetings held at least every 6 months in order to ensure 

that all procedures are understood and implemented in the proper way.  

The PC is responsible for the meeting formation (invitations, agenda of the meeting) and 

the communication of the meeting details (time, place) at least 3 weeks before the date 

of the meeting, in order to allow time to the participants for the scheduling and 

preparation of the necessary information for the meeting. 

• Physical Consortium Meetings held at least every 6 months in order to ensure that all procedures 

are understood and implemented in the proper way. 

The PC is responsible for the meeting formation (invitation, agenda of the meeting) and 

the communication of the meeting details (time, place) at least 3 weeks before the date 

of the meeting, in order to allow time to the participants for the scheduling and 

preparation of the necessary information for the meeting. 

• Online Monthly Project Management Team Meetings held every first Tuesday of each month 

through the teleconferencing facilities of the project to discuss critical topics which require 

decision making or guidance.  

Each WP leader will propose the meeting schedule according to her/his WP needs at least 

1 week before the date of the meeting and coordinate the necessary actions among the 

involved partners for the implementation of the WP activities. Each WP leader will 

communicate to the PC the suggested agenda points for the meeting at least 1 day before 

the meeting date. 

                                         
6 https://twitter.com/ 
7 https://www.linkedin.com/ 
8 https://www.facebook.com/ 
9 https://www.youtube.com/ 
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• Online Monthly Consortium Meetings held every first Tuesday of each month through the 

teleconferencing facilities of the project. 

Each WP leader will propose the meeting schedule according to her/his WP needs at least 

1 week before the date of the meeting and coordinate the necessary actions among the 

involved partners for the implementation of the WP activities. Each WP leader will 

communicate to the PC the suggested agenda points for the meeting at least 2 days 

before the meeting date. 

A tentative schedule of the project meetings is available in the following table:  

Meeting Tentative Dates Location 
Hosting 

Organisation 

Kick-Off Meeting 15-16/1/19 Athens VIL 

1st Meeting 24-25-26/6/19 Paris CNRS 

2nd Meeting 10 (p.m.)-11/12/19 Budapest CEU 

3rd Meeting TBD TBD TBD 

4th Meeting TBD TBD TBD 

5th Meeting TBD TBD TBD 

Table 2. Tentative schedule of upcoming Project Meetings 

Meeting minutes 

Following up on a physical project meeting, the decided meeting minutes will be compiled within 15 

calendar days of the meeting and will be the formal record of all the decisions taken. The minutes will be 

considered as accepted if, within 15 calendar days upon sending them (partners will be notified by VIL), 

no partner has declared any written objections to the Project Coordinator with respect to the accuracy of 

the draft version of the minutes. 

Following up on an online project meeting, the meeting minutes will be compiled within 5 working days 

of the meeting and will be the formal record of all the decisions taken. The minutes will be considered as 

accepted if, within 15 calendar days upon sending them (partners will be notified by VIL), no partner has 

declared any written objections to the Project Coordinator with respect to the accuracy of the draft 

version of the minutes. 

The next meeting locations and dates will be decided in project meetings or scheduled with the help of 

Doodle10 polls. The PC is responsible for setting up the poll, send the link to partners and decide for the 

final dates. 

Ad-hoc meetings may be organised in case of an emergency, busy schedule, or a conflict resolution. 

3.2 Implementation Aspects 
3.2.1 Decision Making  
Decision making for day-to-day management of the project will be made in an informal way and following 
the exchange of emails or phone-calls by the partners who are responsible for a specific task. When the 

                                         
10 doodle.com/ 
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partners cannot decide, the PC will try to find a compromise to which the respective partners shall agree. 
When a compromise cannot be found then the issue will be assigned first to the PMT and if a solution 
cannot be found, it will be assigned to the GA. Overall, decision making will be based upon the Consortium 
Agreement.  

3.2.2 Conflict Resolution  
Dispute resolution will take place in an amicable way and at the level where the dispute has arisen (e.g. 
within a WP or within the PMT). When it is not possible to resolve a dispute in an amicable way, then the 
issue will be assigned first to the PMT and if a solution cannot be found, it will be assigned to the GA which 
might need to hold an extraordinary meeting to resolve it. On technical issues, the advice of the Expert 
Advisory Board will be sought. WPLs or task leaders will be responsible to implement the decision taken 
under the guidance of the PC. 

3.3 Reporting Progress  
3.3.1 Official Reporting  
Meticulous reports to the European Commission will ensure the proper implementation of the project 
objectives both from the consortium side as well as the European Commission. 

The official reporting periods for the GE Academy project are the following: 

• M1-M15: 01/01/2019 – 31/03/2020 

• M16-M36: 01/04/2019 – 31/12/2021 

At the end of each reporting period, the coordinator will submit a periodic report which will be composed 
of the following parts: 

• a technical report: The periodic technical report includes an explanation of work carried out, an 
overview of progress, a publishable summary and a questionnaire. The final technical report is a 
publishable summary of the entire action (describing the overview of the results and their 
exploitation and dissemination, the conclusions on the action and its socio-economic impact). 

• a financial report: The periodic financial report includes the individual financial statements, an 
explanation of the use of resources and the periodic summary financial statement. 

Individual financial statements must be filled out by each beneficiary (individually), and then signed and 
formally submitted to the coordinator (directly in the Participant Portal). 

In order to collect the necessary input for the financial reporting, PC will request from all partners to 
complete a standardised report form within 20 days from the end of the relevant internal or official 
reporting period. The reporting form will be sent to all partners and it is presented in Annex I of the 
present document.  

All management reports shall be submitted within 60 days following the end of the respective periods. 

During the project, an interim and a final review meeting will be held, for the reporting periods, as 
indicated in the following table. The possibility to convoke formal sub-reviews when needed, on specific 
areas, with the participation of external reviewers, is also envisaged. 

Month 
(estimated) 

Meeting Identifier 
Estimated 
Duration 

Mechanism 
Planned 
Location 

M16 / M17 
Interim Review Meeting 

(1st Reporting Period) 
1 full day 

Official dedicated review 
meeting with reviewers 

Brussels, 
Belgium 
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M37/M38 
Final Review Meeting 
(2nd Reporting Period) 

1 full day 
Official dedicated review 
meeting with reviewers 

Brussels, 
Belgium 

Table 3. GE Academy Review Meetings 

The Project Coordinator with contributions from all participants submits the management reports to the 
European Commission after the end of each reporting period. 

3.3.2 Internal Reporting  
For internal project management purposes, every six (6) months, the GE Academy partners will submit 
their actual resources consumption, including: 

• Person-months per WP spent in the reference period (6 months), 

• Sub-contracting, travel and other direct costs spent in the reference period (6 months). 

The timetable for submitting the internal reports is presented in the following table: 

Reporting Period Submission to Coordinator 
Input 

(Financial & Technical) 

01/01/2019 - 30/06/2019 
20 days after the end of the reporting 
period 

All partners 

01/07/2019 - 31/12/2019 
20 days after the end of the reporting 
period 

All partners 

01/04/2020 - 30/09/2020 
20 days after the end of the reporting 
period 

All partners 

01/10/2020 - 31/03/2021 
20 days after the end of the reporting 
period 

All partners 

01/04/2021 - 30/09/2021 
20 days after the end of the reporting 
period 

All partners 

Table 4. Timetable for the internal reports 

The PC will send a relevant request to all partners, including the template for collecting resources data. 
This data will then be added to a master resources file for monitoring the overall financials of the project. 
The PC will review the reported expenses for each partner and evaluate its claims. In specific cases, the 
PC may consult Work Package Leaders on the review process. The PC is responsible for approving the 
individual reports from partners. In case that major deviations are detected from the initial plan, the PC 
may request additional justification of the expenses form the relevant partners and propose corrective 
actions.  

3.4 Management of Knowledge and Intellectual Property  
Knowledge and intellectual property issues will be addressed in compliance with H2020 contract 
template/ contractual conditions. Such issues include ownership and protection of knowledge, 
dissemination of knowledge, access rights, etc. as described in the Consortium Agreement that is dully 
signed by all partners. 

The following have been decided and included in the CA: 

Ownership of Results 
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Results are owned by the Party that generates them. 

Joint ownership 

Joint ownership is governed by Grant Agreement Article 26.2 with the following additions: 

Unless otherwise agreed: 

- each of the joint owners shall be entitled to use their jointly owned Results for non-commercial research 
activities on a royalty-free basis, and without requiring the prior consent of the other joint owner(s), and 

- each of the joint owners shall be entitled to otherwise Exploit the jointly owned Results and to grant 
non-exclusive licenses to third parties (without any right to sub-license), if the other joint owners are 
given: 

(a) at least 45 calendar days advance notice; and 

(b) Fair and Reasonable compensation. 

The joint owners shall agree on all protection measures and the division of related cost in advance. 
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4. Quality Measurement, Analysis & Improvement  
Quality assurance is generally considered as part of quality management which focuses on providing 
confidence that quality requirements will be fulfilled. It is achieved with the help of control mechanisms 
internal and/or external to the consortium for the deliverables, appropriate corrective and preventive 
actions and a set of quantitative quality measures.  

In this section, the necessary activities to measure, analyse and improve quality of project results are 
described. 

4.1 Internal Audit  
The Internal Audit includes audit control and review in terms of quality of content and relevance. The WP 
leaders and the PC are responsible to conduct internal reviews to the deliverables before submission to 
the European Commission.  

Scientific aspects of the project documentation will be reviewed in order to ensure that all technical 
information is consistent with: 

• current state-of-the-art; 

• project objectives, previous project results and specifications for the respective outputs and 
deliverables (a.o. as laid out in the GA). 

In order to facilitate the review process, three reviewers, namely the WP leader, the PC and one other 
reviewer (if author = WP leader, then 2 other reviewers) have been already assigned in each deliverable, 
as indicated in the following table:  

Deliverable Identifier and Name Responsible 
Reviewer 

1 
Reviewer 

2 
Due 
date 

D1.1 State-of-play map on GE in research 
capacity-building 

SV CNRS YW 5 

D1.2 Guidelines for promoting capacity building 
on GE in research 

CNRS YW ISAS 8 

D1.3 GE Academy programme: capacity building 
priorities and key learning objectives 

YW CNRS K&I 8 

D2.1 Inventory of key resources K&I B-NK SV 9 

D2.2 Content/Techniques-Experts’ Database v1 B-NK CNRS UMB 10 

D2.3 Report on the feedback loops for the 
validation of formats and training materials 

B-NK ISAS K-RCN 12 

D2.4 Content/Techniques- Experts’ Database v2 B-NK CNRS K-RCN 24 

D2.5 Report on the feedback loops for the 
validation of formats and training materials v2 

B-NK ISAS UPM 24 

D2.6 Content/Techniques-Experts’ Database v3 B-NK CNRS UPM 36 

D2.7 Report on the feedback loops for the 
validation of formats and training materials v3 

B-NK ISAS CEU 36 

D3.1 Mid-term evaluation report SV K&I ISAS 21 

D3.2 Position paper on the certification system ISAS K&I YW 34 
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D3.3 Final quality standards booklet K&I SV ISAS 36 

D3.4 Final evaluation report SV K&I YW 36 

D4.1 First set of capacity-building and Train-the-
Trainers’ materials (for all formats) 

K&I B-NK YW 24 

D4.2 Full compilation of all capacity-building and 
Train-the-Trainers’ materials (for all formats) 

YW K&I SV 34 

D5.1 Documentation of all capacity-building 
actions 

VIL B-NK K-RCN 36 

D6.1 Trainers profiles and contacts B-NK SV CNRS 36 

D6.2 Coaching methodology B-NK SV CEU 33 

D6.3 Sustainability of the network SV B-NK ISAS 34 

D7.1 Dissemination, communication and 
stakeholders’ engagement Strategy 

VIL K-RCN UPM 3 

D7.2 Dissemination, communication and 
stakeholders’ engagement activities progress 

report version 1 
VIL K-RCN CEU 12 

D7.3 Dissemination, communication and 
stakeholders’ engagement activities progress 

report version 2 
VIL K-RCN TUDublin 24 

D7.4 Sustainability and exploitation Plan VIL K&I SV 32 

D7.5 Final Dissemination, communication and 
stakeholders’ engagement activities progress 

report 
VIL UMB CEU 36 

D7.6 Targeted promotion and dissemination of 
training materials 

CNRS TUDublin UMB 36 

D7.7 Policy Briefs YW ISAS UPM 36 

D8.1 Project Management Handbook VIL YW B-NK 3 

D8.2 Data management and ethics plan VIL YW B-NK 1 

D9.1 H - Requirement No. 1 VIL YW B-NK 1 

D9.2 H - POPD - Requirement No. 2 VIL YW B-NK 1 

D9.3 POPD - Requirement No. 3 VIL YW B-NK 1 

Table 5. GE Academy Deliverables and assigned reviewers 

This table is also included in the “GE Academy Mastersheet”, tab “Deliverables”.  

In general, the procedure and timeline for the internal quality audit controls is illustrated in the following 
figure. 
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Figure 2. Timetable for internal audit of deliverables 

The author of the deliverable is responsible to circulate a version of the drafted deliverable with the PMT 
and the assigned reviewers. Then, the WP leader and the authors need to determine corrective actions 
and arrange for follow-up actions on the same file using track changes. After the final corrective actions, 
the deliverable will be submitted to the EC portal by the Project Coordinator.  
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5. Risk Management Plan  
Risk management requires identification, control and recording of risks, highlighting of the consequences 
and the appropriate management actions. Risk management is a balance of judgement so that the risks 
are minimised without over-emphasising the potential problems. Controlling the risks will help the 
consortium manage the project in a way to achieve properly the objectives on time and to budget. 

The following four activities are enacted through a continuous closed cycle, which will be iterated for each 
project milestone: 

• Risk Identification: Determining the risks that may affect the project and documenting their 
characteristics. 

• Risk Quantification (Analysis): Prioritising risks by assessing and combining their probability of 
occurrence and impact and analysing the effect of identified risks on project objectives. During 
risk analysis, various risk attributes are evaluated to establish values for the probability of the 
occurrence of the event and the degree of its impact. The following table presents the values used 
for these aspects for the quantitative analysis of the risks in GE Academy:  

Risk Impact Risk Probability of Occurrence 

1 – Insignificant 1 – Very Low (1-20%) 

2 – Low 2 – Low (21-40%) 

3 – Moderate 3 – Moderate (41-60%) 

4 – Major 4 – High (61-80%) 

5 – Extremely severe 5 – Very High (81-99%) 

Table 6. Risk Quantification 

• Risk Response Planning: Developing options and actions to enhance opportunities and to reduce 
threats to project objectives. 

• Risk Monitoring and Control: Implementing risk response plans and tracking identified risks 
throughout the project. 

The overall management structure of the project and relevant principles implement several mechanisms 
to avoid or minimise potential risks. The PC (with the cooperation of the PMT) will be mainly responsible 
to handle risks and inform all partners when necessary. Milestones, work packages and related tasks are 
designed and scheduled carefully to minimise the number of complex inter-dependencies to ease 
development and to reduce the possibility of delays. 

The following table summarises already identified risks:  

Description of risk 
Risk 
Level 

WP (s) 
involve 

Proposed risk-mitigation measures 

Participation of experts 
and stakeholders in the 
interviews 

Low WP1 The Advisory Board will be leveraged to identify and 
ensure the participation of relevant experts. The 
partners’ networks will be used to invite stakeholders. 

Lack of content to 
develop the inventory 
of existing training 
programmes 

Low WP1 Data will be gathered from different sources, many of 
which have already been identified: literature, existing 
initiatives and projects, online sources and interviews. 

Reluctance among 
experts and 
stakeholders to share 

Medium WP2, 
WP3 

Experts will be pooled from within the consortium and 
from already established networks. The relevance of 
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their expertise, in 
different disciplines 

the project for the stakeholders will be underlined 
through targeted communication campaigns. 

Delays in developing 
the concept and the 
tools 

Low WP3, 
WP4 

Proper planning of work. The relevant competencies 
are present in the consortium. 

Participation of trainers Medium WP4, 
WP5 

The benefits for the trainers (development of new 
skills and networking, among others) will be 
communicated in such a way that their participation 
will be ensured. Partners’ networks will be harnessed 
to identify and invite trainers. 

Participation in the 
physical trainings 

Medium WP5 The benefits of the programme for the participants are 
obvious and include the increase of their awareness 
and of their capacity to push for institutional change. 
Integrating a gender perspective in research and 
pushing for gender equality are important issues for 
the HE agenda; the participants will gain an edge in 
University and other research institutes governance. 

Demand for trainings 
exceeds available offer 

Medium WP5 The PMT will set criteria (geographical, type and 
dimension of institution, etc) to select requests for 
hosting trainings in a balanced way. For those which 
will not be possible to accept, participation to online 
sessions and DOCCs will be offered. A formal 
agreement among partners will be signed to establish 
procedures to articulate and manage a training offer 
beyond the one covered by EU funds. 

Large numbers of 
partners, with different 
perspectives and 
mandates 

Low WP1-
WP6 

Allocate enough time for discussion and fine-tuning of 
the approach for developing the concept and 
standards and for the development, execution and 
evaluation of the trainings. 

Delays to deliver the 
information needed for 
other WPs 

Medium All WPs Proper planning of work with milestones and 
alternative plans in case deviations from the plan 
occur. Continuous communication among WPLs. 

Table 7. Identified Risks and Proposed solutions 

Regarding risk monitoring, the project will continuously monitor and assess identified risks and pay 
specific attention to risks that have been ranked as with high and medium exposure. The Project 
Management Team is holding recurring meetings and discussions to identify any potential risks and 
problems on time and find the proper solution, tracking the status and monitoring the mitigation strategy 
evolution. 
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Annex I Mastersheet  

 

Annex II Internal Reporting files  

 
 

USE OF RESOURCES

NAME OF THE PROJECT GE Academy

BENEFICIARY [Choose Partner]

TYPE OF REPORTING [Choose type of reporting]

PERIOD

WORKING HOURS IN ONE 

PERSON MONTH
143.33

GA BUDGET
ACTUAL 

M1-M6

ACTUAL 

M7-M12

ACTUAL 

M1-M15

ACTUAL 

M16-M21

ACTUAL 

M22-M27

ACTUAL 

M28-M33

ACTUAL 

M16-M36
Remaining

-€                

-€                

-€                

-€                   -€                      -€                      -€                      -€                      -€                      -€                        -€                  -€                

-€                

-€                   -€                      -€                      -€                      -€                      -€                      -€                        -€                  -€                

-€                   -€                      -€                      -€                      -€                      -€                      -€                        -€                  -€                

100% 100% 100% 100% 100% 100% 100% 100% 100%

-€                   -€                      -€                      -€                      -€                      -€                      -€                        -€                  -€                

SUMMARY TABLE

Instructions:  Please fill in cell B6. All other cells in this sheet are automatically filled in.

1. PERSONNEL

MAX EU CONTRIBUTION

2a. TRAVEL AND SUBSISTENCE

2b. OTHER DIRECT COSTS

TOTAL DIRECT COSTS

3. Subcontracting

INDIRECT COSTS 25%

Total Budget

Reimbursement Rate

According to each 

beneficiary accounting 

practices
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NAME OF THE PROJECT

BENEFICIARY

PERIOD

Work Package Activity Carried Out/Task Position Hours reported
Person 

Month (PM)

Amount reported in 

the project

(gross salary & 

social charges)

0.00 Total  PM in WP1 0.00

0.00 Total  PM in WP2 0.00

0.00 Total  PM in WP3 0.00

0.00 Total  PM in WP4 0.00

0.00 Total  PM in WP5 0.00

0.00 Total  PM in WP6 0.00

0.00 Total  PM in WP7 0.00

0.00 Total  PM in WP8 0.00

0.00 0.00

0.00

0.00 Total amount  in WP1 -  €                                  

0.00 Total amount  in WP2 -  €                                  

0.00 Total amount  in WP3 -  €                                  

0.00 Total amount  in WP4 -  €                                  

0.00 Total amount  in WP5 -  €                                  

0.00 Total amount  in WP6 -  €                                  

0.00 Total amount  in WP7 -  €                                  

0.00 Total amount  in WP8 -  €                                  

0.00 0.00 €

0.00

0.00

0.00

0.00

0.00

0.00

TOTAL PERSONNEL COSTS 0.00 -  €                             

Instructions:  Please fill in ONLY cells in BLUE

GE Academy

[Choose Partner]

0

1 PERSONNEL COSTS

Instructions:  Please fill in ONLY cells in BLUE

NAME OF THE PROJECT

BENEFICIARY

PERIOD

Work Package
Name of person 

who travelled

Amount (excluding 

taxes, including ONLY 

non-deductible VAT)

Place, Date, Name of event and 

Explanations

Foressen in 

Annex 1

If not foreseen in Annex 1, please 

justify

Total amount  in WP1 -  €             

Total amount  in WP2 -  €             

Total amount  in WP3 -  €             

Total amount  in WP4 -  €             

Total amount  in WP5 -  €             

Total amount  in WP6 -  €             

Total amount  in WP7 -  €             

Total amount  in WP8 -  €             

0.00 €

-€                                  TOTAL TRAVELS AND SUBSISTENCE COSTS 

2a TRAVELS & SUBSISTENCE FOR PARTNER STAFF

GE Academy

[Choose Partner]

0
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NAME OF THE PROJECT

BENEFICIARY

PERIOD

Work Package Item Description
Amount 

(excluding taxes)
Explanations

Foressen in 

Annex 1

If not foreseen in Annex 

1, please justify

Total amount  in WP1 -  €             

Total amount  in WP2 -  €             

Total amount  in WP3 -  €             
Total amount  in WP4 -  €             
Total amount  in WP5 -  €             

Total amount  in WP6 -  €             

Total amount  in WP7 -  €             

Total amount  in WP8 -  €             

0.00 €

-€                        

Instructions:  Please fill in ONLY cells in BLUE

2b OTHER DIRECT COSTS

GE Academy

[Choose Partner]

0

TOTAL OTHER DIRECT COSTS (excluding taxes)


