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Executive Summary 

The Project Toolbox has been developed by the coordinator, Europa Media in order to support the 

overall project implementation. Some of the partners are newcomers with less experience in the 

implementation of the EU-funded projects therefore this kind of support will be useful for them and 

also for the other Partners.  

The Project Toolbox provides a set of user-friendly guidelines and support structures for Partners 

with regards to consortium meetings and workshops, internal communication mechanisms 

(including the use of web services), H2020 rules for implementing projects (reporting, financial, etc.), 

as well as IPR issues. 

 

The Project Toolbox is available on the Partner Area of the website of the project at: 

http://mywaystartup.eu/ , and in the MY-WAY Dropbox folder. The access to these folders is 

password protected; only the consortium partners can see and edit the documents.  
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Content of the Project Toolbox

The Project Toolbox includes:  

• Official documentation:

• Consortium Agreement 

• Official guidelines: Reporting, financial and other guidelines prepared by the Commission 

• Work Plan and schedule for 6 months 

submitted, including responsible partner(s)/person(s), deadlines, review stages (template 

saved, to be filled in before/after kick

(min. quarterly) 

• Internal Reporting Template

• Dissemination and Exploitation Reporting template

• Minutes of all meetings

task schedule that partn

• Contact list  

• Template for potential event where

• Other to be added later

o Guide to the Parti

o Guideline on EU project management tasks linked to MY

o Deliverables related to the project implementation
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Content of the Project Toolbox 

Official documentation: ECGA, DoA 

Consortium Agreement  

Reporting, financial and other guidelines prepared by the Commission 

and schedule for 6 months – a list of results to be achieved, documents to be 

submitted, including responsible partner(s)/person(s), deadlines, review stages (template 

saved, to be filled in before/after kick-off). This document is regularly updated/monit

Internal Reporting Template (Technical and Financial)  

Dissemination and Exploitation Reporting template (Excel sheet)  

Minutes of all meetings (at the end of the minutes there is the list of common decisions, 

task schedule that partners can check anytime)  

Template for potential event where the partners can disseminate the results

to be added later: 

Guide to the Participant Portal with screenshots  

Guideline on EU project management tasks linked to MY-WAY  

Deliverables related to the project implementation (e.g. The Quality Assurance Plan)
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Reporting, financial and other guidelines prepared by the Commission  

a list of results to be achieved, documents to be 

submitted, including responsible partner(s)/person(s), deadlines, review stages (template 

This document is regularly updated/monitored 

(at the end of the minutes there is the list of common decisions, 

results 

The Quality Assurance Plan) 
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A few examples of the uploaded documents in the Toolbox  

1. MY-WAY project ECGA 
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2. MY-WAY project CA 
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3. MY-WAY project DoA 
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4. Events for MY-WAY (excel) 

 

 

5. MY-WAY project deliverable template (word) 

 


