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1 Executive Summary 

The “Project Management Guidelines” corresponds to a set of rules and processes, supporting 

the management and quality assurance of the project as well as collaboration between 

project partners, in lines with the rules of the Grant Agreement (GA). In the FAIRCHAIN 

Description of the Action (DoA), the “Project Management Guidelines” shall be submitted as 

deliverable D9.2.  

A project Wiki has been set up on the FAIRCHAIN collaborative platform (described in D9.1), 

addressing the needs of an interactive and centralised solution for the storage of relevant 

project information. The Wiki aims at helping partners to find all information necessary to a 

smooth project execution. It notably provides information on:   

• the methods, means, tools and practical guidelines regarding the management of the 

project;  
• the quality plan used for the production of documents, the exchange of information, 

the development and approval of deliverables.  

The Project Wiki is accessible to all project partners on the secured collaborative web platform.  

D9.2 documents the information that partners can be found on the project Wiki.  
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2 Introduction 

A successful collaboration among project’s partners requires establishing a set of common rules 

which need to be known and enforced by all involved parties.  

The FAIRCHAIN approach is to store this information centrally and online, making information easily 

and quickly accessible, as well as making it easier to update information whenever needed.  

Therefore, FAIRCHAIN has set up a Project Wiki on its internal collaborative project workspace, as a 

Project Management Guidelines.  

This Wiki consists of eight core sections.  

The following chapters give an overview of each of the different sections and describe their 

contents, features and specificities. Screenshots are providing readers with a much better 

understanding of the Project Wiki and its content. The full content of the Wiki is available only on 

the secured collaborative FAIRCHAIN web platform and will be continuously adapted to the 

project’s needs and requirements. Upon request from the EC, the content could be exported to 

individual files and be made available for a detailed review. 
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3 FAIRCHAIN Project Wiki 

The main Wiki page (landing page) is accessible through the left-hand menu, on the home page 

of the FAIRCHAIN collaborative platform. The menu page has a simple and clearly arranged 

structure and shows the height main thematic sections as well as the main contents of these 

sections. These are links showing the headlines only and need to be clicked on in order to access 

to the desired information.  

Figure 1 : Illustration of the Project Wiki - Menu page 

In the following chapters, the content of the eight thematic sections is summarised:  

• Governance structure [Project Wiki – Chapter 1]  
• Decision-making processes [Project Wiki – Chapter 2]  
• Project documents and internal communication [Project Wiki – Chapter 3]  
• Internal exchange information [Project Wiki – Chapter 4]  

• Deliverables [Project Wiki – Chapter 5] 
• Project reporting [Project Wiki – Chapter 6] 
• Promotion and publication of project results [Project Wiki – Chapter 7] 
• Ethics requirements [Project Wiki – Chapter 8] 
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4  Wiki Chapter 1: Governance structure 

This first main section describes the governance structure in place in FAIRCHAIN. This section recalls 

the responsibilities of each decision-making and advisory entity in the project organisation and rules 

to be observed by those. 

The governance structure comprises the following Bodies: 

• Coordination and decision-making level:  
o The General Assembly (GA) as the ultimate decision-making body of the 

Consortium;  

o The Executive Board (EB) as the supervisory body for the strategic and technical 
management of the project and reporting to the General Assembly. 

• Advisory Board:  
o The Innovation Management Team (IMT) is in charge of dealing with potential 

Intellectual Property issues that might arise from the project. The IMT has no decision-
making power, but rather an advisory and mediating role. 

o The FAIRCHAIN Advisory Board (FAB) is the external advisory body  
 

Figure 2 : Example of a page on the Wiki describing the Project General Assemby  
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5  Wiki Chapter 2: FAIRCHAIN decision-making 

process 

This section outlines how decisions are taken and enforced within the project.  

This mainly focuses on the organisation of GA votes at GA physical or remote meetings. In addition, 

a sub-section highlights how GA meetings should be organised and run. Essential information on 

GA meeting documentation or on the role of each body in relation to voting / decision is made 

available as well here, either directly in the text or in the form of hyperlinks. Therefore, direct links to 

the project contractual documents with reference to relevant articles, are provided as this section 

Information provided on the Wiki is fully based on the EC rules and the further interpretation made 

of them through the project CA. 

 

 

Figure 3 : Illustration of the Project Wiki page - General Assembly Voting and Decision-Making Processes 
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6 Wiki Chapter 3: Project Documents and internal 

communication  

During the project, a variety of documents are being generated, including: deliverables and 

milestone reports, meeting documents (agendas, minutes, etc.), dissemination material 

(presentations, posters, brochures, etc.), internal and contractual reports. This section describes a 

set of simple rules to be followed to facilitate document management within the project. It also 

ensures proper and consistent presentation of the project, based on a common visual identity. 

This section includes information on:  

6.1 Document templates 

Templates for the most recurrent project documents and reflecting the project visual identity have 

been developed and can be downloaded from the project collaborative workspace. Templates 

are available for deliverable reports, communication memo and meeting documents (such 

agenda, minutes and presentation slides). 

6.2 Document coding  

Each FAIRCHAIN document will be identified with a unique filing code, regardless of the document 

title, file name and referencing conventions that each partner might be obliged to use for 

institution-specific reasons in local archives. This will considerably facilitate creating the project 

archive as well as document management, especially with regards to follow-up and review. 

Guidelines for document filing codes and their meaning are provided in a specific section of the 

Project Wiki.  

Figure 4 : Illustration of the Project Wiki page -describing the document coding  

6.3 Document leader and contributors 

This section underlines the necessity of identifying a document leader for each deliverable, progress 

report or for any other project document. Roles of the document leader as well as missions of the 

document contributors are listed, too. In addition, this webpage redirects to connected contents: 

specific information on the deliverable process, information on the collaborative editing via the 

SharePoint platform features and the repository where all templates can be downloaded.  
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6.4 Editing guidelines  

Documents issued in the framework of the project should be harmonised and present the project 

in a coherent way. Moreover, the EC has defined rules for acknowledging EC funding and using 

the EC emblem, which the consortium is committed to whenever documenting project related 

content or producing hardware / material infrastructure. From this page, very detailed information 

covering this issue can be accessed on the EC portal.  

Figure 5 : Illustration of the Project Wiki page providing information on the editing guidelines rules 

6.5 Confidentiality level  

The confidentiality level of a deliverable report is defined in the DoA. A coding system has been 

established and the corresponding letter code must appear on each document. 
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7  Wiki Chapter 4: internal exchange of 

information 

7.1 Mailing lists 

A number of dissemination lists were established to facilitate the exchange of information between 

partners. In this section of the project Wiki, partners are informed about the existing dissemination 

lists. There is also a link to the app “Contact and consortium” on the project collaborative 

workspace, where partners can find information about the subscribers to each mailing lists, as well 

as all contact details of involved partners (on note and in line with GDPR, partners have given their 

explicit consent to be displayed on the FAIRCHAIN collaborative platform).  

Mailing lists can be extended as necessary upon partners’ request.  

7.2 FAIRCHAIN Collaborative platform  

This section describes the main features of the FAIRCHAIN collaborative platform (access rights, 

main apps and functions). It also provides some tips about the simultaneous editing option 

available. This simultaneous editing option is available for the WP collaborative workspace and the 

CS collaborative workspace.  

Figure 6 : Illustration of the page where information on the FAIRCHAIN Collaborative platform are available  
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8 Wiki Chapter 5: Deliverables 

This section provides a link to the app where the deliverables template can be downloaded from 

the FAIRCHAIN collaborative workspace.  

It is also possible to find information on the process set up to ensure a timely submission of 

deliverables. Information is provided about the status of the deliverable (which is closely monitored 

in the deliverable register on the online workspace).  

Figure 7 : illustration of the project Wiki page describing the status of the deliverables.  

 

Figure 8 : illustration of the project Wiki page describing the deliverable production process. 
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9  Wiki Chapter 6: Project reporting  

Monitoring the project advancement against the plan outlined in the DoA requires process and 

infrastructure to be put in place. Not only technical progress should be closely followed-up but the 

associated consumption of resources, namely planned efforts and budgets should be monitored, 

too. To this end reporting will happen at two levels, which two sub-sections cover in the Project Wiki:  

1) Project internal reporting  

2) Project contractual reporting  

 

Figure 9 : Illustration of the project Wiki page providing information on the contractual reporting  

Figure 10 : Illustration of the project Wiki page providing information on the payments.  
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10  Wiki Chapter 7: promotion and publication of 

project results  

When it comes to disseminating project results, (i.e. making them publicly available either via a 

scientific publication, participation to a conference, the production of brochures, or any other 

communication means), CA and GA rules as well as other requirements must be followed. This 

section of the Project Wiki covers the following issues:  

1) Dissemination and publication rules 

2) Project visual identity  

3) Open Access 

4) Further EC requirements (especially acknowledgement of EU funding)  

Figure 11 : Illustration of the project Wiki page providing information on dissemination rules  

 

Figure 12 : Illustration of the project Wiki page providing information on Open Access policy  
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11 Wiki Chapter 11: Ethics requirements  

This section provides guidance about the processing of personal data in line with GDPR 

requirements. Useful information can be found about categorisation of personal data and 

associated risk categories (according to INRAE definition). From this page, partners can also 

download the standard informed consent form of the project.  

Figure 13 : Illustration of the project Wiki page providing information on processing of personal data  in line with 

GDPR requirements 
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12  Conclusions  

The proper implementation of procedures and guidelines described in the Project Wiki facilitates 

the collaboration between the FAIRCHAIN partners. It also encourages and ensures the production 

of high-quality project deliverables as well as a close progress monitoring, essential for a 

programme to be successfully carried out.  

The FAIRCHAIN collaboration platform is being developed since M1 and has been fully 

implemented since the project kick-off, in November 2020. The web space is one of the most 

important means of communication within the Consortium. Therefore, INRAE will carefully manage 

the content and take care of updates whenever needed. However, partners should also have a 

good knowledge of the project contracts as well as of the H2020 Annotated Model Grant 

Agreement, on which these guidelines are based.  

In case of contradiction, GA and CA supersede the Project Wiki. 

 


