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Disclaimer 

 

Copyright message 

© BioSPRINTs Consortium, 2020-2024. This deliverable contains original unpublished work except where 
clearly indicated otherwise. Acknowledgement of previously published material and of the work of others has 
been made through appropriate citation, quotation or both. Reproduction is authorised provided the source is 
acknowledged.  

 

 

Refer to this deliverable as: "BioSPRINT – D8.1 (2020), Deliverable D8.1 – Project management handbook". 

  

This deliverable has been prepared in the context of the funded project BioSPRINT in accordance with the 
grant agreement No 887226 (European Union’s Horizon 2020 research and innovation programme). 
 
The views expressed in this BioSPRINT Deliverable D8.1 Report on (Project management handbook) are the 
sole responsibility of the author and do not necessarily reflect the views of the Bio Based Industries Joint 
Undertaking. The Bio Based Industries Joint Undertaking is not responsible for any use that may be made of 
the information contained therein.  
 
The author does not accept any liability for any direct or indirect damage resulting from the use of this 
Deliverable to its content or parts of it.  

The results achieved, conclusions made, and recommendations given by the author should not be interpreted 
as a political or legal signal that the European Commission or any other political or legal institution intends to 
take a given action. 
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1 Executive Summary 

BioSPRINT overall project objective is to develop, test and validate process intensification methods (up to TRL 
4-5) for sustainable and cost-effective purification and conversion of sugars from the HMC fraction of 
lignocellulose biomass to obtain bio renewable furan-based resins for novel polymeric applications. The goal is 
to lead to a reduction in operation costs, feedstock and energy resources, GHG emissions and higher yields, 
while increasing operation safety by concentrating on process intensification (PI) technologies which can 
intensify biorefining processing methods and create an integrated biorefinery concept.  

In BioSPRINT, of particular interest is the valorisation of hemicelluloses streams derived from hardwood and 
straw, from methods employed in the production of paper pulp or biofuels. Such streams are readily available 
from the pilot or production processes of the project’s research and industrial partners. With regards to 
processing technologies, BioSPRINT will focus on 4 activity areas: 

a) Upstream purification;  
b) Catalytic conversion;  
c) Downstream purification and  
d) Polymerisation.  

The project will develop and validate an increased and integrated purification strategy leveraging innovative 
anti-solvent precipitation and membrane separation methods, novel intensified and integrated catalytic 
processes for dehydration of C5 and C6 hemicelluloses sugars into monomers, extractive-reaction methods to 
isolate the reaction products from the reaction medium in situ, heterogeneous catalysts and an intensified 
polymerisation process for furan-based derivatives. 

The aim of BioSPRINT D8.1 Project Management Handbook is to give an overview of the most relevant 
managerial aspects of the project, aiming at ensuring a good quality and progress of the work according to the 
Grant and Consortium Agreement. The objectives of this Handbook are to define the rules, procedures, 
instructions and standards to be used for reporting and using the project management tools set by the project 
coordinator. It is also an overview of the responsibilities and key roles of the partners and a demonstration 
how the project will be carried out, measured, monitored, accounted for and safeguarded.  

 

Deliverable Keywords: Biorefinery, project management, BioSPRINT, bioeconomy, project communication, 
work plan, quality procedure, quality control, reporting 
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2 Introduction 

The aim of BioSPRINT Project Management Handbook is to give an overview of the most relevant managerial 
aspects of the project aiming at ensuring a good quality and progress of the work. The objectives of this 
Handbook are: 

 Defining the rules, procedures and standards to be used in the project. 

 Overview of the responsibilities and key roles of the partners. 

 Demonstrating how the project will be carried out, measured, monitored, accounted for and 
safeguarded. 

This deliverable is a ‘living’ document and can be modified according to the project needs. This document will 
be updated and extended, if needed, through the project duration, including relevant issues and changes in the 
project procedures. Every time the document is updated, all the partners will be duly informed about the 
updates and the changes made with respect to the previous version. 

The intended audience of this deliverable is specifically the project consortium and project related partners. 
Nevertheless, we aim to see this deliverable reaching a wider audience, such as interested stakeholders, 
project managers, and people participating in project implementation, decision makers and organizational 
management.  

2.1 Mapping Projects’ Outputs 

Purpose of this section, is to map BioSPRINT’s Grand Agreement commitments, both within the formal 
Deliverable and Task description, against the project’s respective outputs and work performed. 

Table 1: Adherence to BioSPRINT’s GA Deliverable & Tasks Descriptions 

BioSPRINT Task/SubTask 
Respective 
Document 
Chapter(s) 

Justification 

Task 8.1 Project 
coordination and 
reporting 

Overall day-to-day contractual, financial 
and administrative management of the 
project incl. resources allocation. 

Chapter 3, 
4, 5, 6 and 
7 

 

ST8.1.1 Overall 
Project 
coordination and 
financial 
reporting 

The Project Coordinator (PC) will be 
assisted by the WP leaders and Project 
Steering Team (PST) members to 
manage the operation of all WPs 
ensuring their compliance to the time 
plan. Activities include: (a) Preparation 
of bi-annual management reports as 
described in Section 3.2, (b) Budget 
controlling and accounting, (c) 
Organisation of meetings and minutes 
keeping, and (d) Monitoring of the 
progress according to the contractual 
schedule. 

 

 Preparation of bi-annual 
management reports as 
described in Section 3.2,  

 Budget controlling and 
accounting,  

 Organisation of meetings 
and minutes keeping, and  

 Monitoring of the progress 
according to the 
contractual schedule. 

ST8.1.2 Liaison 
with EC and BBI-
JU, preparation 
and submission 

This subtask is dedicated to liaison with 
the EC, the submission of high-quality 
deliverables, the organisation of the 
review meetings as well as the 

 

 high-quality deliverables,  

 the organisation of the 
review meetings  

 preparation and 
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of deliverables, 
review reports 
and 
questionnaires 

preparation and submission of 
continuous reporting and periodic 
progress reports. Furthermore, this task 
will coordinate the preparation of the 
answer to the annual BBI JU 
questionnaires. 

submission of continuous 
reporting and periodic 
progress reports. 

 the preparation of the 
answer to the annual BBI 
JU questionnaires 

ST8.1.3 EAB 
management 

W.r.t the EAB, under the coordination 
of DEC, it will help steer the commercial 
and scientific direction of the project. It 
is composed of 6 external experts as 
indicated in Section 3.2. Physical 
meetings will 
be organised in M1, M12, M24, M36 
and M48 with virtual teleconference 
meeting in M6, M18, M30 and M42. 
Minutes will be produced including a 
review of the technological, policy, legal 
or security challenges and needs 
uncovered during the EAB meetings. 

 

 Organize Physical meetings in 
M1, M12, M24, M36 and 
M48  

 Organize virtual 
teleconference meeting in 
M6, M18, M30 and M42. 

 Produce Minutes 

 

BioSPRINT Deliverable 

D8.1 Project management handbook  

Project management handbook (continuously updated) [DEC, M1]. It provides procedures and instructions 
for reporting and using the project management tools set up by the PC (e.g. self-hosted NextCloud). 

 

2.2 BioSPRINT Project 

2.2.1 Project description 

BioSPRINT overall project objective is to develop, test and validate process intensification methods (up to TRL 
4-5) for sustainable and cost-effective purification and conversion of sugars from the HMC fraction of 
lignocellulose biomass to obtain bio renewable furan-based resins for novel polymeric applications. The goal is 
to lead to a reduction in operation costs, feedstock and energy resources, GHG emissions and higher yields, 
while increasing operation safety by concentrating on process intensification (PI) technologies which can 
intensify biorefining processing methods and create an integrated biorefinery concept (see Figure 1). 

 

Figure 1: BioSPRINT concept and focus areas 
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The BioSPRINT project focus is three-fold:  

 targeted feedstock streams, 

 processing technologies and 

 New end-products 

With regards to the targeted feedstock streams, of particular interest in BioSPRINT is the realisation of the 
objective via application of the concepts and technologies being developed for the e.g. exploitation and 
valorisation of HMC streams derived from hard wood and straw streams, from processes employed in the 
production of paper pulp or biofuels. Such streams are readily available from the pilot or large-scale production 
processes of research and industrial project partners, respectively (Fraunhofer Center for Chemical-
Biotechnological Processes (FhG) and UPM) where they are usually not valorised at all, or if they are, this is 
limited to biofuel and power generation uses. Additionally, a case study using HMC originating from Clariant, 
who is an industrial partner associated to the project via participation in the project’s External Advisory Board 
(EAB), will also be carried out. These existing streams have been specifically selected due to their industrial 
relevance, the opportunity they provide to work with different lignocellulose feedstock’s and processes and the 
variety of their characteristics. Furthermore, working with industrial relevant streams allows us to validate the 
flexibility and modularity of the BioSPRINT integrated and intensified biorefining technologies and processes. It 
also maximises the impact of the project, while facilitating the integration and scale up into existing processes. 
It will also greatly reduce the feedstock-to-waste and waste-to-energy flows in the biorefinery context.  

With regards to processing technologies, BioSPRINT will focus on four activity areas: 

 Upstream purification, 

 Catalytic conversion, 

 Downstream purification and  

 Polymerisation. 

With regards to new end-products, the intensified processes aim at purifying HMC streams and converting the 
sugar fractions into 5-HMF and furfural polymers for composite wood boards using resole and novolac-type 
resins and insulation polyurethane foams from polyols. The targeting of 5-HMF and furfural derived bio-based 
polymers and building blocks, obtained by conversion of C5 and C6 sugars by dehydration, seeks to enable the 
convergence of different feedstock molecules into similar monomers to allow maximisation of the final product 
yields. However, the concept can easily be extended and transposed into further sugar processing value 
streams. The most promising products will then be selected and their synthesis replicated to optimise process 
conditions and assess average quality control (QC) properties, as well as their regulatory status (e.g. EU-REACH 
compliancy). Thus, BioSPRINT helps to create a new generation of bio-based materials and composites so that 
higher-performance components can be produced and used in several industries. In this way, BioSPRINT 
contributes to the desired increase in the market application of these materials. 
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Figure 2: BioSPRINT biorefining concept 

The BioSPRINT project started 1st of June 2020, has a duration of four years and has received funding under the 
European Union's Horizon 2020 research and innovation programme with approximately 5 Mio.€ under the 
Grant Agreement No 887226. 

2.2.2 Participants 

The consortium consists of 13 partners from 8 countries. All members of the BioSPRINT consortium are listed in 
Table 2. 

Table 2: List of participants 

Short Name Participant organisation name Type Country 

DEC DECHEMA Gesellschaft für chemische Technik und Biotechnology e.V. RTO DE 

AEP AEP Polymers srl SME IT 

ADSC Dynamic & security computations sl SME ES 

EBOS EBOS Technologies Ltd. SME CY 

FhG Fraunhofer Gesellschaft zur Förderung der angewandten Forschung e.V. NGO DE 

IFEU IFEU – Institut für Energie und Umweltforschung Heidelberg GmbH SME DE 

IRIS IRIS Technology Solutions, Sociedad Limitada SME ES 

NIC Kemijski Institut (National Institute of Chemistry) RTO SI 
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MAT Maturus Optimi BV SME NL 

UOULU Oulun Yliopisto ACA FI 

PFR Prefere Resins IND DE 

UNEW University of Newcastle Upon Tyne ACA UK 

UPM UPM GmbH IND DE 
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3 Project Management 
3.1 Project governance and management structure 

The successful implementation of a collaborative project such as BioSPRINT, with 13 partners from 8 countries, 
requires efficient, well-documented and structured project management procedures. The BioSPRINT project 
management structure, as shown in Figure 3, is designed to meet the objectives of all stakeholders, including 
the EC, by creating responsiveness to the evolving needs of the project. 

In particularly, the project management structure will: 

a) Ensure that the project meets its contractual obligations. This will entail continuous progress 
monitoring, managed by the Project Coordinator (PC), communication and a shared understanding of 
roles & responsibilities. 

b) Facilitate the delivery of high-quality research and innovation. Central to achieving this will be the 
coordination of the activities of the technical partners and the integration of their results; and 

c) Maximize measure and validate the impact of the system on the target audiences, both within and 
beyond the technology enhanced learning research and industry communities. 

 

Figure 3: Project management structure 

3.2 Consortium structure and responsibility 

The management structure, whose management functions, roles and procedures are part of the consortium 
agreement (CA), consists of 

 Project coordinator (PC) 

 Council of Partners (CoP) or General Assembly (GA) 

 Work package leaders (WPLs) 

 Project Steering Team (PST) 

 Executive advisory board (EAB) 

3.2.1 Project Coordinator (PC) 

The project coordinator has the overall responsibility for ensuring the success of the BioSPRINT project from 
launch to completion and is the leader of the PST/General Assembly. The coordinator will monitor project 
progress, with two reporting periods occurring during the course of the project, at month 18 and 36. The 
coordinator will also have the responsibility for quality control of all deliverables and will ensure full ethical 
compliance.  Furthermore, the coordinator is responsible for liaising with the BBI project officer and 
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negotiating any changes to the project structure, where necessary. The timely delivery of project deliverables 
to the BBI Project Officer will also be the ultimate responsibility of the coordinator. The coordinator is also 
responsible for ensuring approval to the contract by the project partners and other contractors. The 
coordinator will direct communications between the consortium and the BBI. 

3.2.2 Council of Partners (CoP) or General Assembly (GA) 

Chaired by the PC, the CoP includes representatives from every partner, having the authority to make decisions 
on behalf of their respective organizations in terms of the overall strategy and resources allocated to the 
project. The CoP appoints the EAB. The CoP meets every six months. The meeting agenda includes:  

(a) Report by the PC,  

(b) report by the quality assurance & risk Manager (QRM) on quality and risks issues,  

(c) reports by the WP Leaders on technical implementation issues,  

(d) approval of annual and final reports,  

(e) approval of yearly implementation plans, and  

(f) Decisions on specific items. 

3.2.3 Work Package Leaders (WPL) 

WPL lead a given WP from WP1 to WP7 and report to the PC, who is the leader of WP8. Tasks include 
producing detailed work plans and progress reports, to guard the timely and effective execution of the WP 
work and ensure that deliverables meet the quality standards. WPL also review WP results and indicate any 
underperformance. They provide input to management reports and represent the WP at the PST. Names of the 
WPL are listed in Table 3 below. 

Table 3: Work package leaders 

Work package Lead Responsible person 

WP1 – Intensification of upstream purification UOULU Dr. M. Ohenoja 

WP2 – Intensification of catalytic conversion UNEW Dr. F. Russo Abegao 

WP3 – Intensification of downstream purification NIC Dr. M. Grilc 

WP4 – Development of bio renewable resins and 
polymerization intensification 

AEP Mr. A. Minigher 

WP5 – Validation, process simulation & integration UPM Dr. N. Rimmel 

WP6 – Integrated lifecycle sustainability assessment IFEU Mr. N. Rettenmaier 

WP7 – Dissemination and exploitation DEC Ms. Karoline Wowra 

WP8 – Project coordination DEC Mr. Andreas Scharf 

3.2.4 Project Steering Team (PST) 

The PST consists of the managers of the project, as listed below, who brings a wealth of experience in 
coordinating EU projects. The PST ensures that the project will achieve its objectives and satisfy the needs of 
the EC, the consortium. The PST focuses on consortium management issues, including Technical Management, 
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quality assurance (QA), the Consortium Agreement (CA), roles and responsibilities, audit certificates, ethics, 
gender issues, societal questions and liaison with 3rd parties and the EC.  

Table 4: Project steering team 

Role Assigned personnel Partner 

Project coordinator & WP8 leader Mr. Andreas Scharf DEC 

Technical Manager Dr. Kamelia Boodhoo UNEW 

Innovation & Transferability Manager Mr. Mladen Crnomarkovic MAT 

D&C Manager & WP7 leader Ms. Karoline Wowra DEC 

Capacity-Building Manager Prof. Blaz Likozar NIC 

Quality Assurance & Risk Manager Ms. Elena Tsangaridi EBOS 

3.2.5 External Advisory Board (EAB)  

The EAB will offer impartial scientific advice, support the PST and advise the consortium on social, 
environmental, technological, legal and economic factors that may influence the innovation management of 
BioSPRINT. It will be chaired by one of its members, elected upon the EAB’s first meeting in M1. The following 
persons have confirmed their interest in and willingness to participate in the BioSPRINT EAB through Letters of 
Support. 

Table 5: Executive advisory board members (Confidential) 

EAB Member Position Company name Country 

Confidential Confidential Sappi Biotech Limited UK 

Confidential Confidential 
Cyprus Organisation for 
Standardisation 

CY 

Confidential Confidential Johnson Matthey UK 

Confidential Confidential 
Member of the Board of 
the BIC consortium 

To be 
determined 

Confidential Confidential Clariant DE 

3.3 Work Plan 

3.3.1 Work package overview 

This section introduces the project work plan. The project is organised in eight work packages (WPs), and 
coordinated by project management activities in WP8. The interconnections are displayed in Figure 4. Each WP 
is led by a project partner experienced in the corresponding area, to ensure the best practice and work 
efficiency. The WP leaders are shown in Table 3. 
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Figure 4: Work plan of BioSPRINT project 

3.3.2 Work package list of deliverables 

A list of deliverables of each WP are listed in and described in Table 6. The Horizon 2020 Work Programme 
recognises four types of deliverables: R = Report; DEM = demonstrator, pilot, prototype, plan designs; DEC = 
websites, patents filing, press & media actions, videos, etc.; Other = software, technical diagram, etc. The 
nature of the data management plan will be an open research data pilot (ORDP). 

Table 6: List of Deliverables 

D# Deliverable name 
Lead 
Part. 

Type DL 

D1.1  Feedstock stream analysis technical report NIC R CO 

D1.2  Report on feedstock variability analysis NIC R CO 

D1.3 Screening of the precipitation and solids handling processes UNEW R CO 

D1.4 
Performance report of the optimized precipitation and 
solids handling processes 

UNEW R CO 

D1.5  
Screening of the purification and concentration of the 
hemicelluloses 

UOULU R CO 

D1.6 
Performance report of the optimized hybrid purification and 
concentration process of the hemicelluloses 

UOULU R CO 

D1.7 Upstream PSE and scale-up recommendations IRIS R CO 

D1.8 
Technical report on the efficiency of the solvent recovery 
and water reuse processes  

UOULU R CO 

D2.1 
Report on catalyst development methods and catalyst 
formulation  

UOULU  R  CO 

D2.2 Reaction kinetic model of dehydration NIC OTHER PU 

D2.3 Optimized furan production from sugars NIC OTHER PU 
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D2.4 
Report on PI methods for conversion & separation of HMC 
sugars 

UNEW R CO 

D2.5 Catalytic conversion PSE and scale-up recommendations  ADSC R CO 

D3.1 Methodology overview report on downstream purification NIC R PU 

D3.2 Initial downstream unit distillation operation design models NIC 
 
OTHER 

PU 

D3.3 Final downstream unit distillation operation design models NIC 
 
OTHER 

PU 

D3.4  Report on intensification of separations UNEW R CO 

D3.5 
Downstream PSE with post-BioSPRINT scale-up 
recommendations 

UOULU R CO 

D4.1 
First Synthesis of REACH compliant novolac and resole-type 
resins and application products 

PFR DEM CO 

D4.2  
Optimised Synthesis of REACH compliant novolac and 
resole-type resins and application products 

PFR DEM CO 

D4.3 
First synthesis of REACH compliant polyols and application 
products 

AEP DEM PU 

D4.4  
Optimized synthesis of REACH compliant polyols and 
application products 

AEP DEM PU 

D4.5  
Technical and Methodology report on PI of bioresins 
polymerization 

UNEW R CO 

D4.6  Polymerization PSE and scale-up recommendations IRIS R CO 

D5.1  Simulation model of the existing biorefinery & KPIs baseline  MAT OTHER CO 

D5.2  
Simulation model of improved biorefinery concepts & report 
on KPIs 

MAT OTHER CO 

D5.3  
Report on performance analysis and optimization of 
improved biorefinery concepts 

MAT R PU 

D5.4 
Pilots and validation reports of PI methods to process 
hardwoods of HMC from paper mill sources 

UPM 
DEM, 
R 

CO 

D5.5 
Pilots and validation reports of PI methods to process 
hardwoods of HMC from paper mill sources / from 
Organosolv biorefineries 

FhG 
DEM, 
R 

CO 

D5.6 
Technical report on sensibility and transferability of 
intensification methods for multiple feedstocks 

DEC R PU 
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D5.7 Production of 3 kg of selected resins and polyols AEP DEM CO 

D6.1 Interim report on definitions, settings & system for ILCSA DEC R CO 

D6.2 Final report on definitions, settings & system for ILCSA DEC R CO 

D6.3  Life cycle assessment of HMC-based products IFEU R PU 

D6.4  Technological assessment of HMC-based products MAT R CO 

D6.5  Socio-economic assessment of HMC-based products MAT R PU 

D6.6  
Process & product safety assessment of HMC-based 
products   

UOULU R PU 

D6.7  
Integrated sustainability assessment of hemicellulose-based 
products 

IFEU R PU 

D7.1 
Project website, standard templates and supporting 
documents 

EBOS DEC PU 

D7.2 BioSPRINT PEDR DEC R CO 

D7.3 Summary report on PEDR implementation  DEC R CO 

D7.4 Published industrial case studies DEC DEC PU 

D7.5 Final version of BioSPRINT PEDR DEC R CO 

D7.6 TECBP plan and strategy NIC R PU 

D7.7 Online TECBP modules NIC DEC PU 

D7.8 BioSPRINT TECBP workshops  NIC DEC PU 

D7.9 
BioSPRINT Summer school report and Final assessment on 
TECBP 

NIC R PU 

D7.10 
Report on early adopters, post-project opportunities and 
business plan 

MAT R PU 

D7.11 
Report on standardization activities including CWA 
assessment 

DEC R PU 

D8.1 Project management handbook DEC R PU 

D8.2 Interim Technical report UNEW R PU 

D8.3 Final Technical report UNEW R PU 

D8.4 QA procedures & templates EBOS R CO 
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3.4 Internal and external communication management and procedures 

A variety of physical and virtual meetings, reporting and communication activities are planned throughout the 
project duration. The following chapters describe the planned activities. 

3.4.1 Monitoring and progress reporting 

3.4.1.1 Periodic and final report to the EC 

The PC will coordinate, consolidate and submit to the EC the periodic (M18, M30) and final reports (due 2 
months after end of grant term), deliverables and the financial reports as needed. The periodic report consists 
of percentage of completion and estimated time to completion, deviations from agreed time scales and 
corrective actions. The coordinator will summarize overall project progress, updating planning charts and 
manpower records. The PC will provide report templates to all project partners at least 2 months before the 
deadline. 

3.4.1.2 Continuous reporting status 

Funding & tender opportunities (the Single Electronic Data Interchange Area) is the entry point for participants 
and experts in funding programmes and tenders managed by the European Commission and other EU bodies. 
The portal is accessible under https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/home 

The following activities are covered by the portal: 

• Publish project summaries 
• Submit deliverables (deliverable templates will be provided via the data exchange platform, see 

chapter 3.5.1 for more information) 
• Progress reporting of milestones 
• Reporting critical risks 
• Questionnaire on horizontal issues 
• Publications 
• Communications activities 

The project coordinator will be responsible for completing the continuous reporting via the participant portal. 

3.4.2 Meetings 

The following meetings are planned during the BioSPRINT project. 

 Monthly Jour Fix 

 One-time Kick off meeting in M1 

 Biannual physical PST and General Assembly meeting 

 Annual physical Executive Advisory Board meeting 

 Annual virtual Executive Advisory Board meeting 

D8.5 Interim QA & RM report EBOS R PU 

D8.6 Final QA & RM report EBOS R PU 

D8.7 Data Management Plan  MAT ORDP CO 

D8.8 Interim Data, Innovation & IPR management reports MAT R CO 

D8.9 Final Data, Innovation & IPR management reports MAT R CO 

https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/home
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3.4.2.1 Monthly BioSPRINT Jour fixe / WP progress monitoring 

A monthly jour fixe will be organized by DEC to have a continuous exchange of information in-between the 
consortium via videoconference. Each WP briefly describes the current work, statues and issues, open 
questions and next steps. A template for the WP progress minutes for the monthly meeting is provided and 
shall be used for the presentation and documentation by each WPL. 

3.4.2.2 General assembly and PST 

The PST members will present an overview and table if any critical decisions are to be taken at the CoP the day 
before the CoP. The project consortium will meet face-to-face every 6 months (expected in M1, M6, M12, 
M18, M24, M30, M36, M42 and M48) in a General Assembly. If by the majority of the representatives a need 
for additional meetings is expressed, additional sessions will be arranged. The GA is comprised of the leaders of 
each consortium partner participating in the BioSPRINT project. The GA is responsible for the overall success of 
BioSPRINT. 

The CoP has two primary project management functions: executive and administrative. 

The executive project management consists of: 

• Project progress review 
• Ensuring the project remains focused on achieving and delivering its objectives and maintains 

relevance within the Horizon 2020 research and innovation program 
• Coordination and application of measures/procedures for quality control 
• Resolving any technical, administrative or contractual issues 
• Ethical consideration of the project work 
• Preparation and distribution of non‐technical reports 
• Approval and acceptance of final versions of technical progress reports prepared by the partners 
• Ensuring the preparation of implementation strategies and agreements for the project results 

The administrative management consists of: 

• Maintaining accurate consolidated records of costs, resources, and time 
• Preparing the cost statements 
• Communicating with other projects and coordinating presentations 

Minutes of GA meetings will be taken by the WP leaders for each WP. The minutes will then be collected and 
circulated to partners by the coordinator. Partners will be asked to review and provide comments on the 
minutes, before final approval, circulation and upload to the file repository by DEC. 

3.4.2.3 Executive advisory board (EAB) 

Four physical meetings will be organized in M1, M12, M24, M36, M48 and additionally five virtual 
teleconference meeting in M6, M18, M30 and M42. Minutes will be produced including a review of the 
technological, policy, legal or security challenges and needs uncovered during the EAB meetings 

3.4.3 Document management and communication 

Any BioSPRINT related presentation shall be prepared and held with the official PowerPoint template to 
uniformly represent the BioSPRINT identity. The project identity is described in D7.1. Project website, standard 
templates and supporting documents, created by EBOS. For the external communication the D7.2 Plan for 
Exploitation and Dissemination of Results will describe the procedures in detail. 

3.4.4 File repository 

All relevant BioSPRINT documentation will be uploaded and available in a file repository. The repository will be 
updated with the latest documents according to the needs of the project, creating new folders or sub-folders in 
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accordance to the needs. The goal is having a full repository of working documents, final documents, legal 
documents, templates and any ready-to-use documents generated by the consortium. The file repository 
should further serve as file exchange platform in-between the WPs. Therefore folders for each WP with 
specified access rights will be set-up in M1. The file repository is accessible under the URL URL-CONFIDENTIAL. 
The structure of the repository is presented in Figure 5. To learn more about the handling and functions of 
Nextcloud the user manual can be accessed under the URL 
https://docs.nextcloud.com/server/19/user_manual/ . 

 

Figure 5: Screenshot of BioSPRINT Nextcloud file repository 

3.4.5 Email correspondence 

Considering, that consortium members participate in multiple projects, all email correspondence shall be 
headed with ‘BioSPRINT’ in the title, followed by the work package number (e.g. WP8) and a short title of the 
content of the correspondence. 

3.4.6 Conflict resolution 

In the course of the project, the consortium will have to agree on and develop technical, scientific and 
commercial ideas and specifications. All relevant tasks are described in the GA signed by the BBI. Decision 
making will strive for consensus: agreement will usually be reached, followed by official confirmation via 
electronic mail, letter or written minutes. For important issues, the agreement may take the form of a short 
report, signed by those responsible for decision-making. Conflict prevention techniques will be used to avoid 
problems. Where consensus cannot be reached, conflict resolution procedures will be implemented. 

The specific roles described above will resolve and/or implement the necessary actions, according to the 
following process: 

 Issues will first be addressed within the relevant WP through discussion chaired by the WPL. 

 If this issue cannot be resolved, it will be presented by the WPL either to the PC or the CoP depending 
on the nature of the problem (i.e. administrative, technical or business/strategic). 

 The CoP will resolve the issue through a majority vote, with the board chair holding a casting vote. 

 Conflicts that cannot be resolved through those principles will be mediated by an external expert in 
view of reaching consensus. 

 As a last resort, disputes will be handled according to the dispute resolution provision set forth in the 
consortium agreement. 
 

https://docs.nextcloud.com/server/19/user_manual/
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3.5 Quality assurance procedures and document handling 

3.5.1 Quality assurance and submission procedures of deliverables and milestones 

Each deliverable is associated with tasks of the project and therefore has one or more contributors. Every 
deliverable is allocated to a main responsible partner. This responsibility is shared with the WP Leader who is 
responsible for the work in the Work Package as well as for the deliverables. Regarding the role of the 
responsible person/partner of each deliverable, it is important to take into account that its responsibility goes 
beyond to a simple coordination of the process and/or gathering inputs from other participants in the task. In 
this sense, the responsible person/partner of each deliverable is expected to be contributing to the deliverable 
as well as in giving the necessary coherence for a good quality level. WP Leaders are also expected to have a 
leading role in the elaboration of each deliverable, as each WP Leader is the main responsible partner for the 
quality of the deliverables generated within each WP. 

Milestones are control points in the project that help to chart progress and may correspond to the completion 
of a key deliverable, allowing the next phase of the work to begin. Milestones may also be needed at 
intermediary points so that, if problems have arisen, corrective measures can be taken. A milestone may be a 
critical decision point in the project where, for example, the consortium must decide which of several 
technologies to adopt for further development. (European IP Helpdesk, n.d.) 

The following procedure will ensure the timely submission and the quality of deliverables and milestones 
submitted to the European Commission. According to the grant agreement, Article 19, the coordinator is 
obliged to submit the deliverables, in accordance with the timing and conditions set out in it.  

For every deliverable a peer reviewer will be appointed. The use of the templates provided by EBOS for 
deliverables is obligatory. The partner responsible for the deliverable submits a draft of the report to its work 
package leader; to the peer reviewer and the coordinator at least 28 days before the due time for final 
submission and thereafter informs continuously the work package leader, the peer reviewer and the 
coordinator about all revisions. The assigned reviewer should provide comments within maximal 14 calendar 
days to allow sufficient time for revisions and if needed another review round. The final version of the 
deliverable must be submitted to the coordinator at least 4 days before the due time for final submission to 
the commission via the participant portal (see preliminary quality control procedure, Figure 6). A detailed 
procedure plan with the responsible peer reviewers will be presented in the D8.4 – QA procedures & 
templates in M3 by EBOS. The achievement of a milestone shall be communicated in time by the WPL to the 
PC in written form. Every project partner will ensure that every person involved in its own organization in the 
BioSPRINT project is aware about the quality criteria, procedures and templates. The Gantt chart with deadline 
of milestones and deliverables are shown in Figure 7. 
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Figure 6: Preliminary quality control procedure (final version in D8.4) 

 

  

Start of 
deliverable 

•Preparation and ongoing work for deliverable by responsible partners 

•Reporting of WP deliverable status in BioSPRINT monthly jour fix 

•WP internal revision and quality control by work package leader 

1st draft 

•Deliverable responsible will sent 1st draft to work package leader or 
Peer-Reviewer, quality manager and project coordinator for comments 
and feedback 

(2nd draft) 

•2nd review round if needed 

Final 
deliverable 

•Final Quality control by project coordinator and quality manager 

•Possible last adjustments by deliverable responsible 

4 days before deadline 

14 days before deadline 

28 days before deadline 

Start of deliverable according to GA 

Submission of final deliverable to EC by PC 
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Figure 7: Deliverables and milestones of BioSPRINT project as Gantt chart ) Confidential 
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3.5.2 File naming definition 

The file naming convention described below should be applied for all BioSPRINT related documents: 

 All documents will contain the name of the project as the first part of the title: “BioSPRINT” 

 followed by the deliverable number such as “D8.1” for example 

 followed by the file name for example “Project Management Handbook” 

 followed by a continuous version number “v0.11” 

 followed by the date of the last changes made in the document “YYMMDD” 

 followed by short project partner name for example “DEC” 

Example for a document name: “BioSPRINT_D8.1_Project_Management_Handbook_v0.11_200630_DEC” 

Please see also the template document name for the file naming convention. 

3.5.3 Language 

The consortium consists of multiple European partners with different language background. According to 
H2020 AGA, any report and deliverable have to be in the language of the GA. Therefore it is agreed that all 
document, meetings, etc. will be in English language. Minutes of project meetings, project deliverables and 
periodic progress reports shall also be prepared in English language. Meetings with attendees from different 
language-speaking countries shall be in English language as well. 

3.5.4 Document Templates 

The template documents for deliverables, reports, presentations and minutes provided at M1 and uploaded on 
the file repository shall be used to keep the project identity and consistency in-between the consortium. 

3.6 Risk management 

EBOS is the overall Risk Manager and responsible for tracking efforts to reduce high risk, combine risk briefings, 
reports, and documents as delivered by the WP leaders and required for project reviews by the Commission.  

The work package leader assists the Risk Manager with maintaining this risk management plan, provisioning 
and maintenance of risk information forms, and accounting the overall risk status. The Work package and task 
leader of the respective phase are responsible for the risk assessment within their work packages or tasks, 
which includes identification, analysis, handling, information (in case of moderate or high risks), monitoring, 
and tracking efforts to reduce low and moderate risks. The Risk Management and Quality of Assurance 
procedures will be explained in more depth in the deliverable D8.4 QA procedures & templates in 
M3/M25/M48 by EBOS. 

3.7 Project changes and amendments 

The basic aim is to carry out the project tasks and activities within the time scheduled and resources foreseen 
as described in the grant agreement. If there are any changes to the terms & conditions and annexes the grant 
agreement must be amended. The consortium is free to propose amendments. The participant involved or WP 
leader proposing the change should forward a written communication to the project coordinator explaining the 
reason behind the proposed changes and direct consequences in terms of budget, work program, etc. The 
coordinator has to check that the consortium has reached agreement through an internal decision-making 
process, as set out in the consortium agreement (according to CA: 6.3.3.4 “Decisions shall be taken by a 
majority of two-thirds (2/3) of the votes cast”). After the agreement has been made the coordinator, the 
coordinator discusses the need of an amendment with the PO, if so the PC submits the amendment to the 
project officer on the consortiums behalf. 

Amendments are necessary if (European Union, n.d.) 
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 Changes involving beneficiaries & linked third parties (e.g. adding a new beneficiary, change of 
beneficiary due to partial takeover, deletion or addition of linked third party) 

 Change involving the coordinator/principal beneficiary (e.g. change of coordinator, change in the 
bank account the coordinator uses for payments, change in the authorization to administer option) 

 Changes affecting the project or its implementation (e.g. change in Annex 1, change in the title of the 
project or its acronym, starting date, duration and reporting periods, resumption of the project 
activities after a temporary suspension) 

 Changes involving the financial aspects of the grant (e.g. change to annex 2 or 2a, change in the 
maximum grant amount, reimbursement rates, estimated eligible costs of the project, amount of the 
pre-financing) 

Amendments are NOT necessary (European Union, n.d.) 

 for certain budget transfers 

 if the name or address of a beneficiary, linked third party or coordinator changes 

 if a universal takeover results in a change of beneficiary 

 if there is a change in the name of the bank or the address of the branch where the coordinator has an 
account, or in the name of the account holder. 
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4 Conclusions 

The Project Management Handbook for the BioSPRINT project gave an overview of the most relevant 
managerial aspects of the project aiming at ensuring a good quality and progress of the work to the project 
consortium as well as other interested parties. This document summarized the main important issues related 
to the management of the BioSPRINT project. This deliverable is a ‘living’ document and therefore can be 
modified according to the project needs. This document will be updated and extended, if needed, through the 
project duration, including relevant issues and changes in the project procedures. 
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