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Project 
Management 
Handbook



Řídící struktura projektu
Plán projektových prací
Spolupráce online
Řízení kvality výstupů
Řízení rizik
Monitoring a reportování
Finanční řízení a platby
Finanční pravidla a administrativní aspekty

Agenda



Project 
Management 
Handbook or Plan?
Handbook format not always used in HE projects:

▸ D1.1 Project management, quality assessment and financial plan
▸ D1.1 Project Management, Quality and Risk Management Plan 
▸ etc.

Might be too formalistic and rigid -> let's make it brief and practical



Ukázka struktury PMH



Project Governance 
Structure



Project Governance 
Structure

Tip: 
List the names of the 
responsible people



Consortium 
Agreement
responsibilities and operational procedures of 
consortium bodies:

▸ General Assembly
▸ Coordinator
▸ Expert Panel / Advisory Board

Tip: 
Use DESCA model CA. 
Section 6 deals with 
consortium bodies

Consider the Payment 
schedule (Section 7 
Financial Provisions)



Work Plan

Tip: 
Do not copy content from the DoA, 
Section A. Refer to it.



Performance 
Monitoring
▸ Monthly in Management Meetings 
▸ Handbook provides timetable when 

performance monitoring will be 
performed, typically within

▹ periodic reports
▹ interim progress reports 

(if in place)
▹ full consortium meetings



Performance 
Indicators 
monitoring
▸ regular progress monitoring in 

Management Meetings (monthly)
▸ formal KPIs status update every 6-12M

Tip: 
status of the success criteria is 
updated yearly in the consortium's 
internal online spreadsheet that is 
stored in the shared 00 Project 
dashboards folder



(DoA) Change 
Management 



Conflict Resolution

1. Conflicts related to technical and 
implementation 

-> Management Meetings

2. Major Conflicts involving changes to the GA 

-> General Assembly according to the 
procedures define in the CA



Online 
collaboration 

Tips:
For the sake of an effective 
collaboration, the whole team 
is requested to 
▸ always upload all the 

documents to the Drive 
starting already with their 
early drafts version,

▸ use the online editing 
tools when working on all 
project documents. 

Google Workspace

MS Teams + Sharepoint



Project 
Dashboards



Document 
templates



Mailing lists
Calendar
▸ Contact list
▸ Mailing lists example

▹ all
▹ pilots team
▹ technical team

▸ Shared project calendar (ical invitation)



Meetings
▸ Consortium meetings / General Assembly

▹ online vs. face-to-face (1x year)
▹ focus on collaboration, interactivity and discussion 

(no long presentations)
▹ need to have well defined agenda

▸ regular online meetings
▹ we prefer per topic (Management, technical, pilot) 

rather than formalistic per WP -> break WP silos
▹ fixed time slot every week / month



Other (used/useful?) 
tools
▸ Co-create online: Miro
▸ Agile Project Management: Basecamp, Jira, Youtrack, 

Trello, Asana, Todoist 
▸ PM Dashboards in MS Teams, MS Power BI
▸ Chat: Skype, Slack, WhatsApp
▸ AI-generators for meeting minutes and follow-up actions
▸ Emdesk
▸ Time tracking: Clockify apod.
▸ Code repository: GitLab, GitHub



Deliverable 
Quality 
Management



Deliverable 
Template



Executive 
Summary,
Introduction,
Conclusion



Deliverable Quality 
Management

Tips:
▸ List of reviewers for each 

deliverable is available in 
the 00 Project 
Dashboards folder (min 2 
for each deliverable)

▸ It is strongly 
recommended to involve 
reviewers in the 
deliverable drafting 
process as soon as an 
early draft

▸ All the reviewers 
comments shall be 
provided in the 
'suggesting' mode and via 
online comments directly 
in the Google Docs online 
version



Risk Management
 Continuous Risk 

Management Approach

IMPACT
LIKELIHOOD

likely possible unlikely

severe critical critical moderate

moderate critical moderate low

minor moderate low low

Risk exposure assessment 
matrix

Tip: 
- regular risk assessment at least yearly, kept 

in online sheet
- results reported to the EC in Periodic 

reports (and Interim reports if defined)



Progress Monitoring 
and Reporting
▸ regularly on monthly basis in 

Management Meetings
▸ Funding & Tenders Portal

▹ Continuous reporting
▹ Periodic Progress Reporting 

▸ Technical Review
▹ preference for in-person
▹ rigorous preparation



Dissemination 
Reporting
▸ Dissemination assets and templates

▹ keep them updated and online
▸ Reporting dissemination activities

▹ all, regularly in online sheet

Tip: 
All partners report their 
dissemination actions regularly 
in the Stakeholders & 
Dissemination Database stored in 
00 Project Dashboards



Financial 
Statements



Assigning FSIGN 
role



Grant Payments 
Schedule



Overview of Financial 
and Administration Rules
Basic overview

▸ Cost types
▸ Personnel Costs & Timesheets
▸ Purchase costs

▹ travel
▹ equipment
▹ other goods and services

▸ Subcontracting
▸ Purchase of goods, works or services – 

‘Subcontracting’ vs. ‘Other goods, works, services’
▸ Keeping records

Tip: 
Costs falling under ‘Other goods, 
works, services’ are by definition 
smaller cost items. If a service or 
goods is planned to be 
purchased which is of a bigger 
value and is not planned in the 
DoA as an action task, the 
purchase might be considered 
as a ‘new’ subcontract and shall 
be first approved with the EC.



Certificate on the 
Financial 
Statements
▸ Beneficiaries requesting a total contribution ≥ 

430,000 EUR must accompany their final 
financial statement by a CFS

▸ The CFS is only submitted once at the end of 
the project together with the final financial 
report. 

Tip: 
Explicitly name partners 
to which the CFS 
obligation might apply



Useful Documents

Provide direct links to 
useful documents



Conclusions



Handbook: 
what I would not 
recommend
▸ being too formalistic, generic and lengthy 

-> better to be brief and practical

▸ being overly complicated with too many project management and communication tools

-> keep it simple

▸ copying content from DoA
▹ e.g. Gantt, milestones, WP tables, list of deliverables etc 

▸ copying content from Consortium Agreement

-> only link to these documents



“
▸ Explain these project management 

procedures again and again. Help 
and support. 

▸ Be professional. Set example.
▸ Insist that everyone follows the rules. 

No exceptions.
▸ After 1 year, most will comply. 

Collaboration will become smooth. 

Everyone will appreciate how 
efficiently the project is managed.



Thank you
Jiri Bouchal
 

+420 724 034 664
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