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PROJECT OVERVIEW 

AI4Work investigates practical methods and tools for optimal sharing of work between humans 

and AI/robots. Due to the high level of uncertainty in modern organisations, an appropriate bal-

ance between human and machine activities must be found. To cope with the required flexibility 

and dynamics, Sliding Work Sharing (SWS), where this balance varies during the operation, de-

pending on the situational context, machine-based confidence levels and human interactions, is 

likely to be the most appropriate for modern organisations.  

The vision of AI4Work is to improve communication and collaboration between humans, AI and 

robots, allowing for an improvement of the working conditions within different processes in or-

ganisations in several domains in terms of increased efficiency of work, reduction in stress upon 

employees, increased confidence in decision-making processes, etc. 

The key challenge of AI4Work is to develop a set of common methods and tools (methodological 

framework, digital twin service platform, software building blocks for SWS) that can be applied 

in diverse sectors and with different AI/robotics services. The project is driven by six pilots in 

different sectors: logistics, manufacturing industry, construction, healthcare, education, and ag-

riculture. 

EXECUTIVE SUMMARY  

This document describes the management methodology that will be applied during the operation 

of the AI4Work project to ensure required levels of quality and consistency for the project results. 

The review and assessment procedures described will be utilised to monitor the performance of 

the AI4Work project with the goal of identifying potential quantitative or qualitative deviations 

and to implement remedial actions in the event that such deviations occur. 

Specific roles and responsibilities are identified for monitoring project performance and to sup-

port partner activities towards achieving expected quality levels. The AI4Work technologies will 

also be validated in six different industrial Pilots addressing different methods and tools for op-

timal sharing of work between humans and AI/robots, which will provide important feedback 

concerning the quality of the technologies and associated documentation. 

Procedures for preparing, reviewing and submitting technical deliverables and periodic reports 

are described. The main project financial topics are also explained and communication channels 

are elaborated. Specific procedures and criteria are provided to ensure that required quality levels 

are achieved. Thus, this document acts as a handbook for the project consortium, enabling proper 

and efficient operations and quality management. 
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1 Introduction 

1.1 Document Purpose 

This document is intended to be an internal project handbook that describes the essential proce-

dures the consortium partners will implement for managing the quality of the operation of the 

project and resulting project outputs. AI4Work aims at ensuring that the tasks and activities in 

the work plan are carried out effectively in pursuit of the project’s objectives according to the time 

schedule, the planned budget, and expected quality standards for advanced innovation projects. 

Partner ATB, as Project Coordinator, is responsible for day-to-day communication and overall 

management of project operations carried out by the partners within the consortium and is sup-

ported by FBK, who ensures the overall scientific integrity and industrial alignment of the project 

technology innovations. The Project Coordinator is responsible for interacting with the European 

Commission (hereinafter referenced as the Commission), which includes organisation of review 

meetings, submission of project reporting, and other tasks as required under the Grant Agree-

ment.  

Effective and efficient project management structures and procedures are key success factors for 

the project achieving its objectives. This document describes how the Project Coordinator, with 

support from FBK and all other project partners, will assure a timely completion of the planned 

project tasks with outcomes that meet quality levels expected by industry and the Commission. 

1.2 Approach 

The content of this document is built upon the expertise and best practices gathered by the project 

consortium in the successful implementation of previous Commission-funded projects and other 

national and international collaborations. As part of the periodic reporting procedures, the con-

sortium will review and identify any required improvements or tailoring of the quality manage-

ment procedures described herein, thereby maintaining a focus on quality and the efficient oper-

ation of the project throughout its duration. 

1.3 Document Structure 

The document consists of the following sections and annexes: 

• Section 2 – Project Management describes the project organisation and the management proce-

dures. 

• Section 3 – Monitoring and Reporting describes the reporting procedures which will be fol-

lowed during the project. 

• Section 4 – Deliverables and Review Procedures describes the common structure of the technical 

deliverables and the procedures for their review and quality assurance that will be followed 

during the project. 

• Section 5 – Dissemination and Communication Standards lays out the way project documents are 

to be presented and how the partners will collaborate in preparing materials for public dis-

semination. 

• Annexes 1 and 2 – provide the templates for project documents and presentations. 
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Throughout this document, references are made to the project work plan. The work plan is de-

fined within Annex 1 – Part A of the AI4Work project Grant Agreement established with the 

Commission.  

While diligent efforts have been made to ensure information contained in this document is con-

sistent with the terms of the Grant Agreement and Consortium Agreement, it should be noted 

that in case of any conflicts, the terms of the Grant Agreement and Consortium Agreement shall 

take precedence.  
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2 Project Management 

AI4Work project management activities will ensure that the multi-partner and multi-disciplinary 

project is properly coordinated and that the work is completed within the terms of the Grant 

Agreement with the Commission. The Consortium consists of a number of partners from across 

Europe, representing different organisational styles and interests. This contextual heterogeneity 

necessitates flexibility in establishing operational procedures for the project in order to encourage 

and support the desired collaborative approach for the innovation and development tasks within 

the project. 

This section describes the management structure of the project, as well as the procedures for de-

cision making that will be implemented in AI4Work. The project management structure is con-

cerned with the following challenges: 

• The accomplishment of the technological objectives of the project. 

• The accomplishment of all technical targets, such as the punctual delivery of results with the 

required quality and within the budget limits. 

• The overall management and synchronisation of activities within and between the work pack-

ages. 

• The management and administration of all Commission contractual requirements under the 

Grant Agreement. 

To implement effective management actions, it is foreseen that the Project Coordinator will use a 

set of tools (e.g. reporting, project meetings, tracking, etc.) to collect project information in a clear 

manner for partners to understand, and to evaluate project progress and organise any needed 

actions accordingly. 

2.1 Project Organisation 

2.1.1 Management Structure 

The management structure and techniques to be utilised are tailored to the complex structure of 

the project, taking into consideration the consortium size and desired management efficiency of 

not creating substantial overheads in the execution of the planned development tasks. The man-

agement structure, as presented in Figure 1, includes the following management bodies: 

• The contractual administration of the AI4Work Grant Agreement is realised by ATB as the 

Project Coordinator (PC), who is responsible for the day-to-day operation of the project. The 

primary contact for ATB is Sebastian Scholze. 

• The Scientific and Technical Coordinator (STC) is FBK, is responsible for the technology lead-

ership, the development approach the project takes, and for coordination of technical results 

from each task. The primary contact for scientific and technical coordination at FBK is Elisa 

Tosello. 

• The Communication and Dissemination Manager (CDM) responsible for management of the 

dissemination and engagement actions of the project is CEF. The primary contact for commu-

nication and dissemination activities at CEF is Anastasia Vayona. The CDM is supported by 

partner representatives responsible for communications and dissemination actions that form 

the Engagement Committee. 



 D8.1 Quality Management Plan 

28.06.2024 Version 1.2  Page 4 

Confidentiality: Public Distribution 

• The Innovation and Exploitation Manager (IEM) is TOG, responsible for the activities related 

to innovations, exploitation planning and IPR issues. The primary contact for TOG is Scott 

Hansen.  

• The Ethical Manager (EM) is UTU, responsible for addressing ethical principles and relevant 

national and international legislation. The primary contact for UTU is Matti Mäntymäki. 

• The Project Management Board (PMB) is the strategic and overall decision-making body of 

the Consortium. 

• The Technical Committee (TC) is the scientific and technology related decision-making body 

of the Consortium and is chaired by the STC. 

• The Work Package Leaders are in charge of managing all day-to-day technical work within 

their respective work packages and reporting to the TC. 

 

 

Figure 1: Project Management Structure 

2.1.2 Project Coordinator 

ATB will apply its experience from more than 40 Commission funded projects to utilise proven 

methods and techniques for overseeing the administrative aspects of the project and Grant Agree-

ment obligations. As PC, ATB will be the intermediary between the project partners and the Com-

mission and will perform all related tasks as described in the Grant Agreement and in the Con-

sortium Agreement, in particular: 

• Keep the records and financial accounts, making it possible to determine at any time what 

portion of the Commission financial contribution has been paid to each beneficiary for the 

purposes of the project. 

• Inform the Commission of the distribution of the financial contribution and the date of trans-

fers to the partners, when required. 

• Review the reports to verify consistency with the project tasks before transmitting them to the 

Commission. 

• Monitor the compliance by partners with their obligations under the Grant Agreement. 

• Coordinate clustering activities with other related Commission funded projects. 

The PC shall not be entitled to act or to make legally binding declarations on behalf of any other 

partner except in the capacity of a representative of the partners as described in the Grant Agree-

ment and the Consortium Agreement. 
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2.1.3 Scientific and Technical Coordinator 

AI4Work is a highly innovative development project and includes a dedicated Scientific and 

Technical Coordinator, so that specific skills and experience in the technological supervision of 

the project are available within the consortium. FBK, and in particular, Elisa Tosello has substan-

tial experience in the technology areas being addressed by the project and will provide technical 

expertise in monitoring of the project tasks realisation, as well as highly competent support in 

solving daily technology and integration challenges as may typically arise during the operation 

of advanced innovation projects.  

2.1.4 Communication and Dissemination Manager  

The responsibility for dissemination and stakeholder engagement tasks is allocated to the Com-

munication and Dissemination Manager, Anastasia Vayona (CEF), who will address the planning 

and harmonisation of all dissemination activities, the establishment and refinement of the stake-

holder engagement strategy for the project results, harmonisation of plans between the partners 

and establishment of a sustainable ecosystem surrounding the project results.  

2.1.5 Innovation and Exploitation Manager  

The responsibility for innovation and exploitation planning tasks is allocated to the Innovation 

and Exploitation Manager, Scott Hansen (TOG), who will address the planning and harmonisa-

tion of all innovation and exploitation planning activities. The IPR and standardisation activities 

will also be carried out by the IEM.  

2.1.6 Project Management Board 

The Project Management Board (PMB) is composed of representatives of each partner holding 

signatory power in their organisations, authorised to commit her/his organisation to the decisions 

of the PMB. Meetings of the PMB will be organised regularly (approx. every 3 months), or on 

demand by the PC, TC or individual project partners. Meetings of the PMB will be organised by 

the PC, preparing all relevant information including those provided by the STC to enable con-

sensus PMB decisions. The PC documents and communicates the PMB decisions, especially in 

the case of contractual consequences. The PMB shall be responsible for: 

• Supporting the PC in fulfilling all obligations towards the Commission. 

• Ensure that the work meets the project and industrial requirements and propose changes in 

work sharing and budget to the TC. 

• Agree on press releases and joint publications by the partners. 

• Decide on matters related to IPR and the introduction of third-party technologies into the 

project tasks, as may be requested by a partner. 

• Decide on recommendations from the TC concerning premature completion / termination of 

the project or substantial modifications to the work plan. 

• Decide as the last instance about the resolution of conflicts or about a fundamental reorienta-

tion of the project, which cannot be agreed at other project management levels. 

• Decide on all budget-related matters, as well as all changes to the Grant Agreement, as may 

be suggested or required by the Commission. 

• Decide on acceptance of new parties as well as the exclusion of parties (e.g. due to financial 

difficulties). 
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The calling of meetings, establishment of a quorum and the decisions of the PMB will be taken in 

accordance with the procedures described in the project’s Consortium Agreement and are out-

lined in Section 2.2 – Management Procedures.  

2.1.7 Technical Committee 

The Technical Committee (TC) is comprised of each partner's senior scientific/technical repre-

sentative and is chaired by the STC. The TC will meet regularly (approx. every 3 months) and 

will decide on all matters related to: 

• Strategy to conduct the project technically and assess the progress of the project. 

• Preparation and final approval of deliverables and reports to be sent to the PC prior to the 

submission to Commission. 

• Technical viability of the exploitation strategy developed by the Innovation and Exploitation 

Manager. 

• Corrective actions if necessary and authorisation of appropriate amendments to the work 

plan according to the recommendations of the Work Package Leader(s) to meet the contrac-

tual objectives. 

• Conflict resolution between partners or calling a meeting of the PMB. 

• Recommendations to the PMB concerning premature completion / termination of the project 

or any substantial modifications to the work plan. 

• In case of default of a partner or PC, the TC will take the necessary steps to arrange the tasks 

defaulted and nominate a new partner or PC or call a meeting of the PMB. 

The TC has a quorum when two thirds of all partners are present. The decisions of the TC are 

expected to be taken by consensus. If such a consensus cannot be reached, decisions will be taken 

by a majority vote, with each present partner having one vote. In the event of a tie, the vote of the 

STC will decide. 

2.1.8 Work Package Management Team 

In accordance with the work plan structure, the WP Leaders are responsible for the following: 

• Monitoring and harmonising activities and tasks in the work packages. 

• Assuring quality of the related work package deliverables. 

• Establishing intermediate milestones and partner mandates for associated subtasks within 

the work package. 

• Deciding upon redistribution of work or parts of a specific task between the partners. 

• Alerting the PC, STC and TC in the event of the default of any partner. 

The WP Leaders are identified in the contractual work plan and were confirmed at the project 

kick-off meeting and are shown in Table 1. A WP Leader is responsible for organisation and com-

munication related matters and implements the decisions of the PMB and/or TC.  

Table 1: Work Package Leaders 

WP No. Work Package Title Lead  

Partner 

WP 1 Pilots Requirements & User-centred Design Concept & Definition of KPIs ATB 
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WP No. Work Package Title Lead  

Partner 

WP 2 Methodological Framework for Implementing Human-centred AI/Robotics 

Working Conditions 

LUT 

WP 3 Human-Centred AI/Robotics Models and Services FBK 

WP 4 Digital Twin Service Platform and Building Blocks to support Hu-

man/AI/Robots Work Sharing 

TTS 

WP 5 Pilots Implementation IMA 

WP 6 Pilots Evaluation RUG 

WP 7 Dissemination, Exploitation, Standardisation Activities TOG 

WP 8 Project Management ATB 

WP 9 Ethics Requirements ATB 

 

2.2 Management procedures 

2.2.1 Operational Procedures for Project Meetings 

2.2.1.1 Preparation and Organisation of Meetings 

The Project Coordinator (PC) together with the host partner shall convene ordinary meetings of 

the PMB, dealing with management and technical topics, at least once every six months and shall 

also convene extraordinary meetings at any time upon written request of any partner with duly 

justified reasons. Responsibility for hosting meetings will be rotated amongst each of the partners 

during the operation of the project. 

The PC together with the host partner shall convene TC meetings addressing technical topics for 

the project. Although there is not a fixed rule on the frequency, it is expected that technical meet-

ings will be convened at least every three months. To avoid extra costs for the project, a technical 

TC meeting will be convened just before or after the PMB meetings. TC meetings can also be held 

by teleconference or other telecommunication means upon decision by the convener and the STC. 

The WP leaders will consider the convenience of having WP meetings to discuss the technical 

issues of their WP. Meetings of the WP team will be called by the WP Leader as often as needed 

to ensure effective work progress and to address task matters and other related issues. It is highly 

recommended to convene these meetings just before/after the PMB or TC meetings or by telecon-

ferencing facilities to limit travel expenses. 

Other meetings can be organised at task level by participants involved in specific tasks. 

During any pandemic period, the above meetings will be held via video conference services fol-

lowing the same procedures as described. 
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2.2.1.2 Notice of a meeting 

Next meetings will be preliminary scheduled during each meeting. The PC shall give notice in 

writing of a meeting to each partner as soon as possible and within at least 14 calendar days 

preceding an ordinary meeting and 7 calendar days preceding an extraordinary meeting. 

2.2.1.3 Participants to the meetings 

Concerning the PMB meetings, each project partner: 

• Should attend or be represented at the meeting. 

• May appoint a substitute or a proxy to attend and vote at the meeting1. 

• Shall participate in a cooperative manner in the meetings. 

Concerning the TC meetings: 

• The STC, the leaders of the WPs that are currently running or soon to commence, and the 

research and development partners should attend meetings. 

• The WP leaders together with STC should decide who else should attend the meeting (task 

leaders, partners intervening in the involved WP(s) or any other specific party or partner). 

• Participants should attend or nominate a substitute/proxy following the same procedure as 

outlined above for the PMB meetings. 

• Output from these meetings will be in the form of decisions for scientific/technical issues re-

lated to this specific part of the work. 

• Proposals on relevant changes to the work plan could also be raised, and would be subject to 

formal approval by the PMB. 

2.2.1.4 Venue 

• Meetings will be chaired by the Project Coordinator, unless decided otherwise by the PMB, at 

the premises of the host partner or another site as may be designated by the host partner. 

During any pandemic period, physical hosting of meetings by partners is suspended and the 

PC provides video conference facilities. 

• The PC in collaboration with the host partner will be responsible for convening the meeting, 

providing early written notice, and issuing the agenda and the minutes afterwards. 

• For physical meetings, the host partner will prepare the arrangements for the meeting: appro-

priate room, available material, logistic information related to cultural and team-building ac-

tivities, recommendations for hotels, directions, etc. 

• PMB meetings will generally be intended to be face-to-face, but in some urgent cases or due 

to a pandemic situation, can also be held by teleconference or other telecommunication means 

upon decision by the convener. 

2.2.1.5 Agenda 

• The PC shall send each partner a written agenda within at least 14 calendar days preceding 

the meeting. 

 

1 Proxy nomination must be done in advance by official notification from the person to be repre-

sented, to be delivered to the PC, via e-mail and copied to the nominated proxy. The deci-

sions taken by the proxy are binding for the partner who has delegated. 
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• Any agenda item requiring a decision by the partners will be identified as such on the agenda. 

Any partner may add an item to the original agenda by written notification to all of the other 

partners within at least 7 calendar days preceding the meeting. 

• During a meeting of the PMB the partners present or represented can unanimously agree to 

add a new item to the original agenda. 

• Any decision may also be taken without a meeting by circulating to all partners a written 

document, which is then signed by the defined majority of partners (see below). 

2.2.1.6 Minutes 

• Minutes of each meeting shall be the formal record of all decisions taken. 

• The PC shall produce a working draft of the minutes based on the notes recorded during the 

meeting, presentations, and other material. 

• The PC with the support from partners who presented in the meeting shall make the minutes 

and related materials available to partners within 7 calendar days of the meeting. 

• The minutes shall be considered accepted if within 7 calendar days from sending no partner 

has objected in writing to the PC with respect to their accuracy. 

• The accepted minutes shall be made available to all the partners of the consortium. 

• The PC shall manage the storage of minutes and related materials. If requested the PC shall 

provide authenticated duplicates to parties. 

• Decisions may only be executed once the relevant part of the minutes is accepted. 

2.2.1.7 Voting rules and quorum 

• The PMB shall not deliberate and decide reliably unless a quorum of two-thirds (2/3) of its 

members are present or represented. 

• Each partner represented on the PMB shall have one vote. 

• A defaulting partner member may not vote. 

• Decisions shall be taken by a super majority of two-thirds (2/3) of the votes. 

2.2.1.8 Veto rights 

• A partner who can show that its own work, performance, costs, liabilities, intellectual prop-

erty rights or other legitimate interests would be severely affected by a decision of the PMB 

may exercise a veto with respect to the corresponding decision or a relevant part of the deci-

sion. 

• The veto conditions and modalities have been detailed in the Consortium Agreement. In case 

of exercise of veto, the partners shall make every effort to resolve the matter which occasioned 

the veto to the general satisfaction of all partners. 

• A partner may not veto decisions relating to its identification as a defaulting partner. The 

defaulting partner may not veto decisions relating to its participation and termination in the 

consortium or the consequences thereof. 

• A partner requesting to leave the consortium may not veto decisions relating thereto. 

2.2.1.9 Decisions of the PMB 

The PMB shall be free to act on its own initiative to formulate proposals and take decisions in 

accordance with the procedures described above. 

The following decisions shall be taken by the PMB: 
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• Content, finances and intellectual property rights. 

• Proposals for changes to Annex I of the Grant Agreement to be agreed by the Commission. 

• Changes to the work plan (including the budget), if necessary, and adopting contingency 

plans. 

• Evolution of the consortium, including: 

o Entry of a new partner to the consortium and approval of the settlement on the modalities 

and conditions of the accession of such a new partner. 

o Withdrawal of a partner from the consortium and the approval of the settlement on the 

modalities and conditions of the withdrawal. 

o Declaration of a partner to be a defaulting partner. 

o Corrective measures to be required from a defaulting partner. 

o Termination of a defaulting partner’s participation in the consortium and measures relat-

ing thereto. 

• Proposal to the Commission for a change of the Project Coordinator. 

• Suspension of all or part of the project. 

• Termination of the project and/or the Consortium Agreement. 

2.2.1.10 Appointments 

The PMB, upon a proposal by the PC or STC, will decide about any changes to the Work Package 

Leaders. In the case of abolished tasks, as a result of a decision of the PMB, partners shall rear-

range the allocation of the partners concerned. Such rearrangement shall take into consideration 

the legitimate commitments taken prior to the decisions, which cannot be cancelled. 

2.2.2 Quality Assurance 

The management of quality assurance will be based on guidelines of proven project management 

methodologies. In particular, the following Quality Assurance aspects will be addressed to assure 

a timely achievement of all planned project tasks: 

• Organisation: Clear definition, agreement and updating of roles and responsibilities. 

• Planning: Preparation of an achievable and agreed statement of what the project is to produce, 

when and how it is to be produced, assigned to different work packages, tasks and partners. 

• Controls: Regular review of the status and update of the work plan. 

• Quality Reviews: Project deliverables will be reviewed on a double basis, first within the re-

sponsible team and secondly by an internal reviewing team, which will typically comprise 

one research and development representative and one industrial partner representative, who 

will each seek to ensure a high quality standard before delivery, commensurate with the qual-

ity levels required within their own respective organisations for documents and technological 

results. 

• The monitoring and assessment of the project will be harmonised by the responsible WP 

Leaders and summarised by the STC as described in Section 3 – Monitoring and Reporting. 

2.2.3 Conflict Resolution and Risk Management 

If necessary, the PC will organise a conflict resolution meeting within 30 days following the re-

ception of a written request transmitted by any of the partners. Attempts at arbitration will be 

performed in increasing order of authority: 

• Within the team of each work package under the management of the WP Leader. 
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• Within the TC under the management of the STC. 

• Within the PMB under the management of the PC. 

Any risks or discrepancy within work packages shall be first resolved on the work package level 

by means of dialogue and mutual concession. In case of failure, decisions from higher levels will 

be requested, and suggestions for potential solutions and answers will be prepared. 

2.2.4 Project Communication 

In consideration and support of the project management structure, the communication between 

different levels will be established as follows: The WP Leaders will report the work progress to 

the next upper level (TC) periodically. The TC has the reporting and information duty towards 

the PMB, which is chaired by the PC. The communication in the "top-down" direction is struc-

tured in the same way. 

A private GitHub repository has been established by ATB as PC for the project to store/exchange 

all project documents. In addition, e-mail exploders have been established by ATB to enable com-

munication flow amongst all partners. Facilities are available whereby any GitHub updates can 

automatically trigger notification to partners, if partners so desire. The internal GitHub repository 

is available at https://github.com/AI4WORK-Project/internal. 

The PC should be notified of any new personnel who require access to project information and 

communications to be included on one or more project e-mail exploders. If project GitHub repos-

itory access is required, a registration should be made for personnel at the GitHub.com website 

and then notification of the respective GitHub IDs to the PC should be communicated for arrang-

ing credentials for access to the private GitHub project repository by new personnel. 

2.2.5 Management of Knowledge and Use of Results 

For the purpose of management of knowledge in the project, intellectual property developed 

within the project will be stored on the GitHub repository pending any decisions concerning dis-

semination and exploitation by the partners. Concerning the project results, background (defined 

as prior information/knowledge) and other related content, partners explicitly agree within the 

Consortium Agreement to take due care concerning confidentiality and required procedures for 

any decisions concerning access. 

The consortium partners have defined the background needed for the purposes of the project 

and, where appropriate, have agreed to include or exclude specific background in the Annex to 

the Consortium Agreement. This Annex can be updated until the end of the last project year, 

according to the project development needs. Access Rights to the background needed for carrying 

out the project and/or needed by the partners for using the knowledge arising from the project 

will be offered at royalty-free and fair conditions depending on the intended use. 

The parties have agreed to respect individual Intellectual Property Rights (IPR) regarding both 

background and foreground. The project partners agreed to follow the Horizon Europe Frame-

work Programme rule that ownership of background will not be affected by participation in the 

project. In the Consortium Agreement, the background that could be needed for carrying out the 

project work is listed and access rights defined. Specific access rights concerning additional back-

ground that may be required by the project are to be decided on a case-by-case basis during the 

operation of the project by the PMB under guidance from the TC. 

https://github.com/AI4WORK-Project/internal
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The project partners agreed that project results belong to the partner which generates it. Where 

several partners jointly carry out work generating project results and where their respective share 

of the work cannot be ascertained, they shall have joint ownership of such results. They shall 

establish an agreement regarding the allocation and terms of exercising that joint ownership. Spe-

cific procedures are defined among the consortium partners in the Consortium Agreement, in 

compliance with the IPR guidelines under the Horizon Europe Framework Programme of the 

Commission. 

The partners established within the Consortium Agreement the procedures for the dissemination 

and exploitation of the project results. The Consortium Agreement also covers regulations on the 

publication of the results during and after the project operation. 

2.2.6 Commission Monitoring 

Commission monitoring will be based on the review of the reports and of the deliverables which 

are to be submitted to the Commission by the PC on behalf of the consortium. In addition, in 

accordance with the Grant Agreement, possible review meetings can be requested by the Com-

mission. The reports and deliverables will be submitted to the Commission according to the pre-

defined procedures. The envisaged regular reporting to the Commission will be realised through 

the reports described below along with inputs as required by the Commission’s online reporting 

portal. 

The Project Periodic Report, for each reporting period within 60 days after the end of each respec-

tive reporting period, comprises of: 

• An overview, including a publishable summary, of the progress of work towards the objec-

tives of the project, including achievements and attainment of any milestones and delivera-

bles identified in Annex I of the Grant Agreement. 

• A summary of the use of the resources in terms of person months expended by each partner 

in each of the work packages. 

• A summary financial report consolidating the expenditures incurred by each partner and the 

claimed Community contribution, based on the information provided by each partner in the 

online submission of the Form C cost claims. 

• Summary of dissemination actions undertaken by each partner including publication of pa-

pers and articles, presentations, workshops, and any other promotional activities. 

• Additional Horizon Europe level survey items including number of gender of researchers 

and other partner personnel and basic company metrics for SME partners.  

The Project Final Report, within 60 days after the end of the project shall comprise: 

• A final publishable summary report covering results, conclusions, and socio-economic impact 

of the project. 

• A report covering the wider societal implications of the project and efforts to involve other 

actors and to spread awareness, as well as a summary for the use and dissemination of fore-

ground. 

The layout and content of the project reports shall conform to the instructions and guidance notes 

established by the Commission. 

In addition to the Periodic and Final Project Reports, Interim Reports may be requested by the 

Commission in advance of additional Technical Reviews that may be requested between those 

already scheduled within the Grant Agreement at the end of each reporting period. These reports 
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will focus on technical progress of work towards the objectives of the project, including achieve-

ments and attainment of any milestones and deliverables. Such Interim Reports will usually not 

include financial reporting. 

2.3 Risk Management 

An initial list of identified risks is presented in Table 2. For each risk the likelihood and signifi-

cance of the impact of the risk occurring is noted. More detailed assessment of risks will be carried 

out regularly during the operation of the project. As a general preventive measure, the partners 

will continuously monitor the progress of the project to detect and react early to any issues that 

may occur. The risks are classified with the levels of Low (L), Medium (M), or High (H) in terms 

of likelihood and severity of the risk. 

Table 2: Risk Management 

Risk 

No. 
Description (Likelihood/Severity) 

WP 

No. 
Mitigation 

1 Unforeseen impacts introduced by 

the human operator (M/M) 

WP2,

WP3, 

WP5, 

WP6 

It is essential to prioritize the use of white-

box algorithms, instead of black-box ones, to 

keep influence of sliding operation con-

trolled within security margins. 

2 Limited engagement of stakeholders 

in project’s activities and results 

(M/M) 

WP1, 

WP2 

Strong commitment of actors, and early in-

volvement of all partners in WP1. Specific 

activities planned to collect stakeholders’ re-

quirements. Co-creation methodologies. 

3 Difficulties during pilot integration 

due to diversity of services, Building 

Blocks (BBs) and pilot environments 

(H/M) 

WP4, 

WP5 

Early specification of pilot target environ-

ments to plan and ease integration efforts. 

Agile integration methodology to ensure 

early identification of integration problems. 

Dedicated tasks/teams for each pilot. 

4 Insufficient volume and diversity of 

data from pilots to properly train Hu-

man-centred AI models/services 

(L/H) 

WP3 Early start of data collection; use of artifi-

cially/synthetically generated data to com-

plement sparse datasets wherever needed. 

5 Criticality of time for efficient devel-

opment and testing of the results (e.g. 

prediction models, human-centred AI 

etc.) (M/H) 

WP2, 

WP3, 

WP4, 

WP5, 

WP6 

EP testing for gaining feedback from the us-

ers as early as possible, also for early accu-

mulation of knowledge needed to build and 

test applicability of new solutions. 

6 The Human Digital Twin does not 

fully characterise the operator in all 

the UCs. Ethical aspects can be critical 

(M/M) 

WP4, 

WP5, 

WP6 

The experience of the involved partners, 

coming from previous characterisation ac-

tivities, guarantees that the needed capabili-

ties are available. Early definition of use-
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Risk 

No. 
Description (Likelihood/Severity) 

WP 

No. 
Mitigation 

case requirements. Special attention to ethi-

cal aspects. 

7 Insufficient data for KPI related to hu-

man/AI/robots work sharing (M/H) 

WP1, 

WP2, 

WP5 

Early start with definition of KPIs and col-

lecting data, all pilots possess historical 

data; flexible definition of KPIs to meet spe-

cific needs. 

8 User acceptance risk due to new solu-

tion complexity in terms of platform 

& organisation (M/H) 

WP2, 

WP4, 

WP5, 

WP6 

Continuous involvement of users, decision 

makers/designers within pilots from the 

early phase of the project. 

9 Risks in sharing knowledge and mod-

els/data for decision making and pre-

diction algorithms (M/H) 

WP1, 

WP4, 

WP5, 

WP6 

Industrial partners prepared for data shar-

ing, careful selection of stakeholders in-

volved, clear data ownership mechanisms, 

data protection. 

10 Standardisation domain not ready for 

human/AI/ robots work sharing prin-

ciples (H/L) 

WP7 Sub-components (e.g., data/semantic mod-

els), technical notes can be accepted by bod-

ies. 

11 Exploitation risk: competitive solu-

tions appear earlier at the market 

(M/M) 

WP7 Careful monitoring of the market and early 

identification of competitors – flexibility in 

execution. 

12 Consortium management risks: RTD 

partners leaving consortium or not 

performing. (L/M) 

WP8 In all RTD activities redundancy among the 

partners, at least 2 partners involved in each 

tool. 

 

A further risk mitigation technique is embedded within the project work plan where early feed-

back from the industrial users and validation of the technical results will be carried out within 

representative industrial scenarios at project month 24, and a more comprehensive validation 

during the final 6 months of the project. 
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3 Monitoring and Reporting 

Project monitoring in AI4Work will be comprised of internal actions undertaken for each deliv-

erable produced and external actions using external experts provided by the Commission. The 

external monitoring will be based on the review of the reports and software technology deliver-

ables submitted by the project coordinator on behalf of the consortium through formal review 

meetings at project months 18 and within 60 days following the final project month 36, which will 

be organised according to Commission procedures. 

The reports and deliverables will be submitted to the Commission according to the following 

procedures. 

• Periodic reports to the Commission present an overview of the activities carried out during 

the reporting period, describing the progress in relation to the project objectives and towards 

the milestones and deliverables set for the period, and any problems encountered, and cor-

rective actions taken. In addition to the technical progress, the periodic reports will include a 

justification of the costs incurred and of the resources used by each partner linking them to 

activities planned in the work plan. 

• A summary financial report consolidating the costs of the partners will be prepared using the 

Commission’s online cost claim platform. AI4Work will produce two periodic reports, one 

following completion of project month 18, and a final report following completion of the pro-

ject at month 36. 

• A final public report, which summarises the project’s activities over its full duration, covering 

main aspects of the work, objectives, results, and conclusions, including a publishable project 

summary will be produced at the end of the project. 

The structure of all of the external reporting will be in accordance with the guidelines provided 

by the Commission. In addition to the formal reports submitted to the Commission, internal re-

porting on progress will occur at every Project Management Board and Technical Committee 

meeting. 

3.1 Reporting Procedures 

WP Leaders in collaboration with the partners contributing to their respective work packages will 

ensure reporting procedures are followed and timely information is provided. Figure 2 illustrates 

the procedures that will be followed: 

• Partners will prepare a Progress Report on the work done in the various work packages they 

are contributing to, main objectives of their contributions, achievements, deviations, issues, 

etc. These reports are used by the WP Leaders, the Project Coordinator and Scientific Tech-

nical Coordinator who monitor the project work and discuss relevant issues as well as take 

necessary actions. 

• WP Leaders will aggregate inputs received from their WP partners and detail the work done 

in the work package, main objectives and achievements, deviations, problems, etc. These re-

ports are used by the Project Coordinator and Scientific Technical Coordinator, and by the 

Technical Committee and Project Management Board who review the reports and propose 

solutions for relevant issues. 
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Figure 2: AI4Work Reporting Procedures 

The reporting period for the external progress reports is planned after month 18, with the possi-

bility of interim reporting in each period, but only if so requested by the Commission. For internal 

reporting, it is every 3 months. Each AI4Work partner will report to the WP Leaders an overview 

of the work done in respect to the WP respective duties. Also, for internal reporting, significant 

anomalies (i.e. 15% or more) concerning unexpected or under or over utilisation of person months 

will be identified and explanations provided. For external reporting exact person month amounts 

will be provided and aligned with associated cost reporting. The WP Leader will verify the work 

reported, prepare their respective summary work package report (integrating partner inputs) and 

transmit it to the PC and STC for approval.  

The submission to the Commission of external reports will be carried out within 60 days after the 

end of each reporting period by the Project Coordinator. 

3.2 Financial Topics 

AI4Work is a 36 month project, started on 1 January 2024. Its total estimated project costs are 

€8.197.154,38 of which €6.818.658,38 are reimbursed by the Commission for partners based in the 

EU. Project partners based in the UK receive reimbursement amounts separately from their na-

tional innovation support agency. The project budget has been developed based on two main 

classes of project activities: Personnel and Other costs. All tasks within the project are eligible for 

costs under each of the two classes of costs, with corresponding effort reported as expended in 

each of the work packages. 

The eligible costs include the Personnel expenditure, as well as the material and components 

purchased for the project implementation and the travel costs incurred in carrying out the project 

tasks and participating to project meetings. Regarding Personnel costs: 

• Only the costs of the actual hours worked by the persons directly carrying out work under 

the project may be charged under the Grant Agreement. 

• Personnel costs shall comprise the actual costs (gross remuneration and related charges) or 

unit costs in the case of smaller partners where owners are contributing to the software de-

velopment and/or evaluation tasks. 

• Costs related to parental leave for persons who are directly carrying out the project are eligible 

costs, in proportion to the time dedicated to the project, provided that they are mandatory 

under national law. 

The basic rules to follow for ensuring costs incurred are eligible for reimbursement within the 

AI4Work project are that costs must be: 

Internal Reporting 

and Periodic Reports 

 

WP 

Leader 

Financial Statements (M18, M36) 

Project 

Coordinator 

Scientific 

Technical 

Coordinator 

Project 

Management 

Board 

Technical 

Committee 

 

 

 

 

AI4WORK 

Project 

Partner 



 D8.1 Quality Management Plan 

28.06.2024 Version 1.2  Page 17 

Confidentiality: Public Distribution 

• indicated in the indicative breakdown of the budget in Annex I of the Grant Agreement, 

• necessary for the implementation of the project, 

• actually incurred by the beneficiary as reflected in the partner accounting systems, 

• identifiable and verifiable, 

• comply with the requirements of the applicable tax and social legislation, 

• reasonable and justified and comply with the requirements of sound financial management, 

in particular regarding economy and efficiency, 

• incurred during the duration of the project or in preparation of any required final reporting. 

Guidelines with respect to eligibility of costs are provided by the Commission in the Annotated 

Model Grant Agreement2, which is periodically updated with further clarifications. All incurred 

costs must respect such rules as any shortcomings in reimbursements due to costs being deemed 

ineligible by the Commission are the responsibility of the partner that incurs the costs. The finan-

cial guidelines for UK partners are generally aligned with the Commission guidelines, but some 

variations may occur and should be carefully reviewed by the UK partners. 

Open access arrangements are a Horizon Europe requirement for any publications prepared and 

submitted for publication by the project. A central budget for open access fees is maintained by 

the PC and available to project partners as papers and articles are accepted for inclusion in peer-

reviewed publications and conference proceedings. Partners should contact the PC in advance of 

agreeing to open access fees with publishers to ensure budget allocations towards the partner are 

in place. The PC will maintain the budget register with respect to allocation of the open access 

central budget and any approved transactions. 

 

2 See https://ec.europa.eu/info/funding-tenders/opportunities/docs/2021-2027/common/guid-

ance/aga_en.pdf   

https://ec.europa.eu/info/funding-tenders/opportunities/docs/2021-2027/common/guidance/aga_en.pdf
https://ec.europa.eu/info/funding-tenders/opportunities/docs/2021-2027/common/guidance/aga_en.pdf
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4 Deliverables and Review Procedures 

4.1 Structure of Deliverables 

The AI4Work deliverables template is presented in Annex 1 and is to be used when preparing all 

deliverables. The document should be comprised of the parts described as follows: 

• Part I - Cover Page, it contains the information regarding the AI4Work project (same for all 

the AI4Work deliverables) and regarding the specific deliverable, name, version, authoring 

organisation(s), date, etc. The partner responsible for the deliverable is requested to fill in the 

front page ensuring that all the information is correctly provided, and that those items partic-

ularly related to the project Grant Agreement are not modified. 

• Part II – Partner Contacts, includes information about each project partner and contact details 

in the event the reader wants to follow-up with further discussions or possible collaborations.  

• Part III – Document Control, provides the information concerning the evolution of the deliv-

erable in the form of a table summarising the changes made before it became an official ver-

sion for delivery to the Commission. For each document version, the version number, a short 

description of the changes made, and the date will be detailed. A document must be at version 

1.0 or later before being considered an official version for delivery to the Commission. 

• Part IV – Abbreviations (optional), contains a table with the abbreviations used within the 

document if this improves the understanding and readability of the deliverable. 

• Part V – Table of Contents, provides an index of the deliverable contents. The level of detail 

for which the index is provided will be determined by the content with the objective that 

major topics are easily identifiable and quickly accessible. 

• Part VI – Project Overview, which contains a short and concise overview of the AI4Work 

project and the Executive Summary, which contains a short and concise overview of the over-

all content of the deliverable and summary of the main results or outcomes. The Executive 

Summary contains enough information for the reader to become acquainted with the full doc-

ument without reading all of it. This part should be a maximum of 1 page. 

• Part VII – Introduction, describes the purpose of the document, the position of this document 

with respect to the whole project, and provides a brief overview of the contents of the docu-

ment, and the context of the work within the overall work plan.  

• Part VIII – Deliverable content, this is the main body of the document to be broken down into 

as many sections and subsections as required depending on the specific content and the cri-

teria of the author. 

• Part IX – Conclusions (optional), describes the conclusions reached within this deliverable 

and possibly describes the main inputs for next phases of the project should the nature of the 

deliverable indicate conclusions should be drawn. 

• Part X – References (optional), provides a summary of the references used for the production 

of the deliverable.  

• Part XI – Annexes (optional), will include further detailed information that is relevant to the 

deliverable with the aim of clarifying, or providing examples, and other content that is rele-

vant. Annexes are used for readability so that the main results can be clearly identified within 

the main body for readers, while further details for those who are interested are available in 

the Annexes. 

The quality control procedures described below for deliverables will assure the cited deliverable 

structure and project template are adhered to by the partners. The project deliverable template is 
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provided in Microsoft Word format. The templates are available on the internal project GitHub 

repository. 

4.2 Content Quality Assurance 

In addition to verification that deliverables follow project guidelines concerning structure and 

consistent use of project templates, each deliverable will undergo a content quality evaluation 

before release for delivery. This will be carried out as a peer review procedure amongst the part-

ners within the consortium. 

The following checklist in several topics will be used to assure the content quality of submitted 

deliverables. 

• Overall technical evaluation to decide if the deliverable may be issued: 

o Does the deliverable contain new, or value added information? 

o Are there any major technical errors, omissions, lack of necessary details? 

o What value does the document add to the project and to the goals of the project? 

o Does the deliverable consistently use the agreed terminology from the project? 

o Is a glossary or list of abbreviations needed to aid in understanding? 

• Executive summary – Are the following clearly addressed: 

o Which challenge(s) and key questions of interest to intended readers are addressed? 

o What are the results contained in this deliverable? 

o Is there sufficient motivation(s) expressed to encourage the target audience to read the 

deliverable? 

o Are suggestions/recommendations for follow-up actions by project participants and/or by 

general public indicated if appropriate? 

o Is the length acceptable (1 page maximum)? 

• Introduction: 

o Is the purpose of the document clearly stated? 

o Is the technical subject properly introduced? 

o If necessary, is there a guide to the reader (document structure, short description of chap-

ters and relationships)? 

o If necessary, are there statements on technical assumptions, readers’ prerequisites, and 

relationships with other documents or parallel activities? 

• Main content of the deliverable: 

o Is it aligned with what is defined in the deliverable description from the work plan? 

o Is the main content structured in a logical way that supports readability? 

o If a topic has not been included, are there clear and valid reasons given as to why? 

o Is the content appropriate for the intended audience?  

o Does the main content only include essential information with further details if lengthy 

shifted to Annexes? 

o Does it duplicate or contradict standards or other on-going known initiatives? If yes, the 

affected standard or initiatives need to be identified and the contradiction explained and 

justified. 

o Is the length acceptable? 

• Conclusion: 

o Are conclusions reached and have they been described? 
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o Are they within the consortium perspective?  

o Are any necessary follow-up actions clearly indicated? 

o Are the conclusions consistent with the Executive Summary? 

• Annexes (optional): 

o Are they complete and properly referenced in the main content? 

o Are they necessary for better understanding of the deliverable content? 

o Could references and links to online information be substituted to streamline the deliver-

able? 

 

4.3 Deliverables Production and Review Procedure 

All documents must follow a project delivery procedure in order to assure their consistency. 

There are four different responsibilities amongst organisations when finalising a deliverable: 

• A partner that contributes to the deliverable according to their project task contributions and 

other responsibilities that are described in the work plan. 

• A partner responsible for editing and finalising the deliverable (normally the task leader) that 

will compile all the partner contributions and prepare the final draft. This partner will assure 

the first formal quality control (the formal aspects of the documents produced by the project 

team, i.e. that the deliverable follows the project template) and the first contents orientated 

quality control (peer review of the deliverable). 

• WP Leader who reviews and validates the final deliverable draft and will provide the second 

control for template compliance and content. Typically one week will be allocated to provide 

comments to the partner responsible for finalising the deliverable and for implementing mod-

ifications. Once the final version is agreed the deliverable will be sent to the Project Coordi-

nator and Scientific Technical Coordinator for approval at least two days before the due date. 

• The Project Coordinator will format the deliverable in Adobe Acrobat PDF format and make 

the submission to the Commission. The submitted file is also uploaded to the internal project 

repository under the Contract/Deliverables directory. Deliverables scheduled for completion 

at the same or nearly the same dates will be batched together for submission by the Project 

Coordinator. Final versions of completed deliverables in Microsoft Word format are main-

tained under the respective WP directories on the internal repository. 

 

 

Figure 3: Deliverables production procedure 

Standard templates in Microsoft Word have been established for the deliverables and reports as 

well as a Check List (see Section 4.2) to assure completeness and quality of the documents repre-

senting the project deliverables. 
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4.4 Contractual Deliverables 

The project deliverables are specified in Annex I to the Grant Agreement sorted by work package. 

Table 3 shows the list of AI4Work deliverables which will document all the tasks carried out and 

innovations developed by the consortium during the operation of the project.  

Table 3: List of deliverables 

Deliverable 

No 

Deliverable Name Lead  

Beneficiary 

Due Date 

D1.1 Pilots Requirements Analysis & Update of SOTA LUT 31 Jul 2024 

D1.2 AI4Work concept ATB 30 Sep 2024 

D2.1 Body of knowledge - Initial Version LUT 30 Jun 2025 

D2.2 Body of knowledge - Final Version LUT 31 Dec 2026 

D2.3 Evaluation Methodology - Initial Version LUT 31 Mar 2025 

D2.4 Evaluation Methodology - Final Version LUT 30 Jun 2026 

D2.5 Ethics Requirements UTU 30 Sep 2024 

D3.1 Early Prototype of AI/robotics modules FBK 30 Jun 2025 

D3.2 Full Prototype of AI/robotics modules FBK 30 Jun 2026 

D3.3 Final Prototype of AI/robotics modules FBK 31 Dec 2026 

D4.1 Early Prototype of Building Blocks ATB 30 Jun 2025 

D4.2 Full Prototype of Building Blocks ATB 30 Jun 2026 

D4.3 Final Prototype of Building Blocks ATB 31 Dec 2026 

D4.4 Human-Centred Digital Models - Initial Version TTS 30 Jun 2025 

D4.5 Human-Centred Digital Models - Full Version TTS 30 Jun 2026 

D4.6 Human-Centred Digital Models - Final Version TTS 31 Dec 2026 

D4.7 Reference architecture of DT platform - Initial Ver-

sion 

UNP 30 Jun 2025 

D4.8 Reference architecture of DT platform - Full Ver-

sion 

UNP 30 Jun 2026 

D4.9 Reference architecture of DT platform - Final Ver-

sion 

UNP 31 Dec 2026 

D5.1 Pilots plan - Initial Version IMA 31 Mar 2025 

D5.2 Pilots plan - Final Version IMA 30 Jun 2026 

D5.3 Logistics Pilot - Early Prototype OAS 30 Jun 2025 

D5.4 Manufacturing Pilot - Early Prototype IMA 30 Jun 2025 

D5.5 Construction Pilot - Early Prototype KUKA 30 Jun 2025 

D5.6 Healthcare Pilot - Early Prototype HH 30 Jun 2025 
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Deliverable 

No 

Deliverable Name Lead  

Beneficiary 

Due Date 

D5.7 Education Pilot - Early Prototype UPRC 30 Jun 2025 

D5.8 Agriculture Pilot - Early Prototype QDC 30 Jun 2025 

D5.9 Logistics Pilot - Full Prototype OAS 31 Dec 2026 

D5.10 Manufacturing Pilot - Full Prototype IMA 31 Dec 2026 

D5.11 Construction Pilot - Full Prototype KUKA 31 Dec 2026 

D5.12 Healthcare Pilot - Full Prototype HH 31 Dec 2026 

D5.13 Education Pilot - Full Prototype UPRC 31 Dec 2026 

D5.14 Agriculture Pilot - Full Prototype QDC 31 Dec 2026 

D6.1 Customised Evaluation Methodology RUG 30 Jun 2025 

D6.2 Interim Pilots Evaluation RUG 31 Dec 2025 

D6.3 Final Pilots Evaluation RUG 31 Dec 2026 

D7.1 Outreach strategy - Initial Version TOG 30 Jun 2024 

D7.2 Outreach strategy - Intermediate Version TOG 30 Jun 2025 

D7.3 Outreach strategy - Final Version TOG 31 Dec 2026 

D7.4 Networking and outreach activities - Initial Version CEF 30 Jun 2024 

D7.5 Networking and outreach activities - Intermediate 

Version 

CEF 30 Jun 2025 

D7.6 Networking and outreach activities - Final Version CEF 31 Dec 2026 

D7.7 Roadmap & standardisation TOG 31 Dec 2026 

D7.8 Training material - Initial Version CEF 31 Dec 2025 

D7.9 Training material - Final Version CEF 31 Dec 2026 

D8.1 Quality management plan ATB 30 Jun 2024 

D8.2 Ethics Report UTU 30 Jun 2024 

D8.3 Data management plan - Initial Version ATB 30 Jun 2024 

D8.4 Data management plan - Final Version ATB 31 Dec 2026 

D9.1 POPD - Requirement No. 1 ATB 30 Sep 2024 

D9.2 H - Requirement No. 2 ATB 30 Sep 2024 

D9.3 POPD - Requirement No. 3 ATB 30 Sep 2024 

D9.4 AI - Requirement No. 4 ATB 30 Sep 2024 

D9.5 POPD - Requirement No. 5 ATB 30 Sep 2024 

D9.6 NEC - Requirement No. 6 ATB 30 Sep 2024 
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4.5 Contractual Milestones 

The project Milestones are specified in Annex I in the Grant Agreement. Table 4 shows the list of 

AI4Work milestones which are associated with the achievement of major outcomes within the 

project. 

Table 4: List of Milestones 

Mile-

stone 

No. 

Milestone Name Verification 
Lead Ben-

eficiary  

Due 

Date 

1 Guide for pilots to implement human-

centred AI 

Requirements and analysis are 

available; AI4Work concept 

completed; A proof of con-

cept: laboratory prototypes; 

Initial dissemination and ex-

ploitation plans. Principles of 

human-centred AI established 

for pilots execution. 

1-ATB 12 

2 Early Prototype (EP) EP of Methodology, Human-

centred AI/robotics models 

and services, and digital twin 

service platform and BBs pro-

vided. 

2-FBK 18 

3 EP validated EP of AI4Work verified in 6 

pilots. 

5-RUG 24 

4 Full Prototype (FP) FP of all AI4Work components 

provided. 

4-TTS 30 

5 Methodology, BBs and services vali-

dated 

FP of AI4Work components is 

implemented and tested/veri-

fied; KPIs assessed; Final dis-

semination and exploitation 

plans. 

18-TOG 36 
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5 Dissemination and Communication Standards 

For efficient collaboration and communication within the project, all documents of the AI4Work 

project shall have a common format and style (see Annex 1). In addition, presentations made on 

behalf of the project will utilise a common presentation template (see Annex 2) to ensure a con-

sistent branding of the project and reusability of presentation materials amongst consortium part-

ners. 

All project documents intended for public dissemination are to be accompanied by four refer-

ences, one of which is mentioned in the Commission guidelines for dissemination for the Horizon 

Europe Framework Programme: 

 “Every effort has been made to ensure that all statements and information contained herein are 

accurate, however the AI4Work Project Partners accept no liability for any error or omission in 

the same.” 

“©2024 Copyright in this document remains vested in the AI4Work Project Partners.” 

“Views and opinions expressed are those of the author(s) only and do not necessarily reflect those 

of the European Union or European Commission. Neither the European Union nor the granting 

authority can be held responsible for them.”  

“The AI4Work Project has received funding from the European Union’s Horizon Europe Re-

search and Innovation Programme under grant agreement No. 101135990.” 

For the copyright notice the actual year of publication should be substituted when publication 

occurs after 2024 during the operation of the project. 

5.1 AI4Work Website 

The main dissemination tool used for the AI4Work project is the project website. It presents 

through tailored material the project and its results. All the public material, such as the public 

deliverables, publications, etc. will be made available through the website.  

The project website has been produced and will be maintained by the Communication and Dis-

semination Manager with contributions from all partners. It can be reached via the following link 

www.ai4work.eu.  

http://www.ai4work.eu/
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Figure 4: AI4Work Website 

All project partners are responsible for providing short updates and announcements related to 

project tasks and dissemination to be published via the AI4Work website as News items.  

Each WP Leader is responsible for the related technical information contained on the website and 

will communicate any public updates to the Communication and Dissemination Manager, Project 

Coordinator and Scientific Technical Coordinator. 

5.2 AI4Work Logo 

The consortium has agreed on the logo shown in Figure 5 to be used in the branding of all project 

documents and presentations, as well as in any public dissemination materials including the web-

site.  

 

Figure 5: AI4Work Logo 

5.3 Papers and Publications 

The technical and scientific outputs of the project will be subject to review within the consortium 

prior to publication. The Consortium Agreement provides for specific procedures and time inter-

vals to be respected by partners for publications intended for international conferences, journals 

and other media outlets. In addition to scientific and technical dissemination, the project intends 

to target robotics vendors and integrators, as well as software development organisations that 

are targeted to benefit from the project results. For this reason, articles in specific journals and 
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conferences addressing robotics technologies and robotics development platforms will be tar-

geted.  

The following procedures related to dissemination will be followed within the consortium: 

• Each partner is free to publish its own research and development results either at national or 

international level with the obligation to reference the AI4Work Project with the inclusion of 

following text: “The research described has been carried out as part of the AI4Work Project, 

which has received funding from the European Union’s Horizon Europe Research and Inno-

vation Programme under grant agreement No. 101135990.” 

• Partners will seek to invite other partners to participate as co-author of publications and pa-

pers. 

• Only the main author and contributors will be stated as authors on papers and publications. 

• On all publications there should be appropriate protection of copyright to ensure project re-

sults do not inadvertently become public domain without the expressed agreement of all con-

sortium partners.  

• To ensure that intellectual property rights of the partners are respected, it is compulsory to 

inform the consortium beforehand of any dissemination activity. The Project Coordinator will 

also inform the Project Officer in the event of workshops or other project sponsored events. 

Unless written notice is received within 15 days, a partner who is publishing results solely 

developed by their organisation may assume there is not any objection against the dissemi-

nation action. However, in the case of jointly developed results, a partner must obtain the 

explicit written acceptance from any contributing partners prior to proceeding further with 

the dissemination action. 

• A record of all publications will be kept on the internal project GitHub repository so other 

partners will be able to cite previous work. Open access publications will also be accessible 

via links from the project website. 

• Only AI4Work partners are allowed to publish AI4Work results, unless explicit and unani-

mous permission is given by the Project Coordinator, Scientific Technical Coordinator and 

WP Leader. 

• At project completion, online public materials may be used by other researchers with the ob-

ligation that they: 

o inform the Project Coordinator about the usage;  

o provide proper recognition and reference to the AI4Work project; and 

o provide a copy of any published materials to the Project Coordinator. 

Workshops and/or special sessions within international conferences and local events will be held 

at appropriate stages of the project operation. At these events, the project will be explained in 

detail and the innovations will be demonstrated. The same procedures concerning publication 

and dissemination described above shall apply. 

5.4 Document Templates 

All documents of the AI4Work project shall have a common format. The Project Coordinator has 

prepared the following templates, which have been provided to all partners: 

• Microsoft Office Word document template for the preparation of deliverables and project re-

ports. The template is found in Annex 1. Details on the content of the structure of the deliver-

ables are described above (see Section 4.1) 
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• Microsoft Office PowerPoint presentation template for project related presentations. The tem-

plate is found in Annex 2. 

In addition, the specific content of the Project Periodic Reports and Project Final Report should 

comply with Horizon Europe Guidance Notes on Project Reporting3 (see Project Reporting Tem-

plates). The website link also provides access to several guides that can support AI4Work project 

partners in preparing required reporting. An index is provided for identifying guides by topic 

areas. 

5.5 Document File Identification 

Each document file should be identified with an appropriate ID equivalent to a document file 

name according to following template: 

Yyyyyyyyy v0.0 xxxxxxxxx.aaaa 

Where: 

• yyyyyyyyy – Deliverable name as it appears in Annex 1 of the Grant Agreement (e.g. D8.1 

Quality Management Plan). 

• v0.0 – version of document. Numbers below 1.0 mean that this is still a working version, 

numbers equal to or greater than 1.0 indicate that this version should be considered as final. 

• xxxxxxxxx – partner name abbreviation. This is used to indicate the responsible partner in the 

case that different partners contribute with input to different sections of one version of a doc-

ument, e.g. when collecting input/comments to a complete draft or final version of a deliver-

able.  

• aaaa – file extension, i.e. doc or docx for Microsoft Word documents, etc. 

As an example, “D8.1 Quality Management Plan v1.0 ATB.docx” would indicate an update at 

version 1.0 of this deliverable as contributed by partner ATB. 

The final version to be sent to the Commission will only include the deliverable name as it appears 

in Annex 1 of the Grant Agreement for the deliverable title, and will be transmitted to the Com-

mission only in pdf format. 

The Grant Agreement number appears on the front page of the document. The deliverable name 

appears on the front page as well as in the header of each page of the document. The project logo 

appears on the front page as well as in the header of each page. The deliverable/report crea-

tion/edit date appears on the front page and in the footer of all other pages. The confidentiality 

level appears on the front page and in the footer of all other pages. 

5.6 Document Confidentiality Levels 

Three levels of confidentiality have been established for project documents depending on the 

nature, status and designation as noted in the Grant Agreement with the Commission: 

• Partners Only Distribution – is used for documents in preparation and not intended for dis-

tribution outside of the consortium partners.  

 

3 See https://webgate.ec.europa.eu/funding-tenders-opportunities/pages/viewpage.ac-

tion?pageId=1867970  

https://webgate.ec.europa.eu/funding-tenders-opportunities/pages/viewpage.action?pageId=1867970
https://webgate.ec.europa.eu/funding-tenders-opportunities/pages/viewpage.action?pageId=1867970
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• EC Distribution – should be used for documents that are completed and designated as “SEN 

– Sensitive” in the Grant Agreement list of deliverables (see Table 3 above). These documents 

are distributed within the consortium and only submitted to the Commission and are not 

made public. 

• Public Distribution – is used for documents that are completed and designated as “PU – 

Public” in the Grant Agreement list of deliverables (see Table 3 above). These documents will 

be submitted to the Commission as well as made available for public download in pdf format 

on the project website, as well as the Commission’s website. 

As deliverables are completed, the final document versions should be promoted from Partners 

Only Distribution to either EC Distribution or Public Distribution in accordance with the Grant 

Agreement list of deliverables. 

5.7 Communication Standards 

For electronic (e-mail) or written communications among partners, an acknowledgement of re-

ceipt should be delivered back within a reasonable timeframe, with an estimation of the deadline 

for action accomplishment. A general project mailing list or e-mail exploder has been established 

for communication amongst all partners at ai4work@lists.atb-bremen.de. The following e-mailing 

communication procedures have also been established: 

• Each partner is responsible to check day-to-day communications within the consortium. 

• Partners should consider whether messages and replies are appropriate for all partners so to 

avoid sending many messages to too many people that are not directly involved in a particu-

lar topic. 

• Copies to the general mailing list should only be used in the case of relevant information (for 

example in case of an update of a deliverable, or calls for meetings, telephone conference, MS 

Teams, WebEx, etc. meetings). 

• E-mail subject has to be clearly indicated in the title according to this structure: “[AI4Work] 

Subject - expected action or topic”. Two examples are provided: 

o [AI4Work] Report D1.1 - send feedback 

o [AI4Work] Project review report 

• Partners should use the official lists maintained by the Project Coordinator to avoid e-mail 

problems: 

o Ensure correct e-mail addresses from all desired contacts are provided 

o Inform about any change in address or people involved 

• Attention should be given to the subject of the e-mail when replying in order that old topics 

are retired when new points are introduced to avoid overly long threads. 

• Avoid using automatic reply-all, select the intended recipients of the message (check the “to” 

and “copy” lines before sending). 

• Avoid including attachments and instead place files on the internal GitHub repository and 

reference their availability and/or provide a link to the repository file. 

The Project Coordinator will maintain an archive of all messages including any attachments that 

are sent to the project mailing lists. 

Other tools may also be used for communication purposes such as voice over IP, instant messag-

ing, telephone conferences, GotoMeeting, WebEx, MS Teams or other similar tools. In addition, a 

mailto:ai4work@lists.atb-bremen.de
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Slack channel may be established for day-to-day collaborative communications between the re-

search and development partners. 

5.8 Language 

All formal documents produced by the consortium will be written in English. Formal documents 

include: 

• minutes from meetings 

• activity reports 

• deliverables (reports and software) 

• management reports 

• internal reports 

5.9 Software 

The following software programs will be used within the consortium: 

• Word Processing – Microsoft Office Word 2019 or later 

• Spreadsheets & Project Planning – Microsoft Office Excel 2019 or later 

• Presentations – Microsoft Office PowerPoint 2019 or later 
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6 Conclusions 

This document provides an internal project handbook detailing the essential procedures the con-

sortium partners will follow for managing the quality of the operation of the project and resulting 

project outputs. Adherence to these procedures will ensure the AI4Work project tasks will be 

carried out effectively, on schedule, and within budget in fulfilment of the project objectives. 

Effective and efficient project management structures and procedures are key success factors for 

the project and this document provides the consortium with specific guidance on how the Project 

Coordinator in collaboration with all the project partners can achieve a timely completion of the 

planned project tasks with outcomes that meet quality levels expected by industry and the Euro-

pean Commission. 
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7 Annex 1 – Template for Project Documents 
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8 Annex 2 – Template for Project Presentations 

 


