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EDIRE Toolkit: Templates and tools for Project Design and 
Management 

Milestone 7: Templates and tools for project design and management ready 

EDIRE HorizonEurope project number:  

101060145 

Date: 05.09.2024 

This document serves as a comprehensive guide to essential templates, tools, and resources 
designed to support stakeholders in the development, implementation, and evaluation of 
research and innovation projects within the EDIRE initiative and beyond. With a focus on 
gender equality, inclusion, accessibility, and ethical considerations, this guide empowers project 
teams to align with European and global standards while achieving high-impact outcomes. 

About the Project: 

Equality, Diversity, and Inclusion for research enhancement (EDIRE) in Bosnia and 
Herzegovina aims to create a networking collaboration between the University Sarajevo School 
of Science and Technology (SSST) and four renowned research institutions in France, Italy, 
Ireland, and Spain, with the final aim of increasing SSST research profile, boosting its research 
capacity, especially in the field of Equality, Diversity, and Inclusion (EDI).  

Research on EDI is almost totally unaddressed in Bosnia and Herzegovina, therefore EDIRE will 
contribute to introducing new lines of research in such strategic topics for the quality of 
research. These transversal research areas will be embedded in intensive training and 
networking actions addressing SSST research and management capacity in general. 
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List of templates and tools  
 

1. Roadmap for preparing project proposals 

2. How to guide (with screenshots from AGA) 

3. Partners’ selection – tips 

4. Examples of a Gantt chart 

5. Example of a Pert chart 

6. Budget sheet – examples 

7. Timesheet examples -  from the GA and others 

8. Digital accessibility: following EU requirements 

(https://www.siteimprove.com/blog/the-eu-web-accessibility-directive-faq/; 

9. Web Content Accessibility Guidelines (WCAG) 2.1, for project websites, online 
platforms, or digital tools. https://www.w3.org/TR/WCAG21/ 

10. Logical framework (logframe) template (numerous resources online) 

https://www.theguardian.com/global-development-professionals-

network/2015/aug/17/how-to-write-a-logframe-a-beginners-guide; 

11. Risk register template (numerous resources online) 

https://thedigitalprojectmanager.com/download/risk-register-template/ 

12. EDI as a pervasive dimension 

13. Gender in research and project construction GenderX 

14. Ethics and AI in a research and innovation project 

 
 

 

 

 

 

https://www.siteimprove.com/blog/the-eu-web-accessibility-directive-faq/
https://www.w3.org/TR/WCAG21/
https://www.theguardian.com/global-development-professionals-network/2015/aug/17/how-to-write-a-logframe-a-beginners-guide
https://www.theguardian.com/global-development-professionals-network/2015/aug/17/how-to-write-a-logframe-a-beginners-guide
https://thedigitalprojectmanager.com/download/risk-register-template/
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1. Roadmap for Preparing Project Proposals 

A detailed roadmap that outlines each phase of proposal development: from ideation, partner 
engagement, stakeholder mapping, and aligning with EU priorities, to preparing deliverables 
and submission. This tool helps in organizing the timeline and strategic steps to ensure timely 
and high-quality applications.  

When forming your project consortium, pay close attention to the eligibility criteria outlined in 
the specific call, particularly those related to the geographical distribution of partner 
institutions. Collaborations that include institutions from both the European Union and the 
Western Balkans—or even beyond Europe—can significantly enhance your proposal’s 
competitiveness by earning additional evaluation points. Please be aware that almost all 
programmes have additional criteria, which may broaden or narrow the group of entities that 
can apply. Some programmes are open to participants from the entire world (e.g., Horizon 
Europe), while others are specifically restricted to EU countries only (e.g., EDF). 

Moreover, ensure that gender balance is considered in the selection of consortium 
representatives, as this is often a critical component in line with European values and project 
assessment criteria and please follow next steps:  

▪ Establish the consortium 

▪ Identify the writing team from each partner 

▪ Think of the contribution and competences to add in the proposal 

▪ Willingness to lead a Work Package 

▪ Think of the specific activities to include 

▪ Initiate internal procedures and CA/NDA 

▪ Initiate writing 

 
This guide supports project developers in shaping a solid idea into a compelling project concept. 
It includes strategies to match project ideas with suitable calls, as well as insights into 
innovation potential, societal relevance, and alignment with SDGs and Horizon Europe missions. 
 
Includes links to European Commission portals, national funding bodies, and thematic 
platforms. Updated frequently to reflect available calls in research, education, and innovation. 
The advertisement section helps teams disseminate opportunities to interested partners. 
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2. How-to Guide (with AGA Screenshots) 

Screenshots and instructions from the Annotated Grant Agreement (AGA) portal provide users 
with practical insights into submission procedures, cost eligibility, budgeting structure, and 
compliance requirements. Useful for both newcomers and experienced applicants. 

It is very important to follow next steps such as: 

▪ Find Grants Procedures 

▪ Find partners 

▪ Create an EU Login Account 

▪ Register and Organisation to get PIC Number  

▪ Sumbit your Grant Proposal  

 

 

https://webgate.ec.europa.eu/funding-tenders-opportunities/pages/viewpage.action?pageId=1867921
https://webgate.ec.europa.eu/funding-tenders-opportunities/display/OM/Apply+with+partners+or+as+individuals
https://webgate.ec.europa.eu/funding-tenders-opportunities/display/OM/EU+Login
https://webgate.ec.europa.eu/funding-tenders-opportunities/display/OM/Registration+and+validation+of+your+organisationhttps:/webgate.ec.europa.eu/funding-tenders-opportunities/display/OM/Registration+and+validation+of+your+organisation
https://webgate.ec.europa.eu/funding-tenders-opportunities/pages/viewpage.action?pageId=1867927
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3. Partner Selection Tips 
This guide provides a structured approach to identifying, assessing, and recruiting consortium 
partners based on thematic relevance, expertise, geographic balance, and past performance. It 
includes partnership agreement templates and criteria checklists. Generally, most EU funding 
programmes require that participants (Beneficiaries and Affiliated Entities) are: 

▪ legal entities (public or private bodies, including international organisations) 
▪ established in one of the eligible countries, which include: 

o EU Member States (including EU overseas countries and territories (OCTs)) 
   eligible non-EU countries:  

o EEA countries (Iceland, Liechtenstein and Norway — if opted-in for the 
programme) associated countries (countries associated with the funding 
programme by paying a contribution — list differs for each programme) 

o Useful links: 
▪  https://horizoneuropencpportal.eu/sites/default/files/2022-

05/guide-for-ps-tool.pdf 
▪ https://ec.europa.eu/research/participants/docs/h2020-funding-

guide/grants/applying-for-funding/find-partners_en.htm 
▪ https://lelaba.eu 

 
 

 
 

https://horizoneuropencpportal.eu/sites/default/files/2022-05/guide-for-ps-tool.pdf
https://horizoneuropencpportal.eu/sites/default/files/2022-05/guide-for-ps-tool.pdf
https://ec.europa.eu/research/participants/docs/h2020-funding-guide/grants/applying-for-funding/find-partners_en.htm
https://ec.europa.eu/research/participants/docs/h2020-funding-guide/grants/applying-for-funding/find-partners_en.htm
https://lelaba.eu/
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4. Gantt Chart Examples 

Customizable templates and examples illustrate how to visually organize project activities over 
time. Each task includes a defined duration, responsible partner, and milestone alignment to 
support real-time tracking and reporting. 

 

 

 

 

 

 

 

https://www.teamgantt.com/free-gantt-chart-excel-template#section-1
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5. PERT Chart Examples 

Program Evaluation and Review Technique (PERT) charts help in analyzing task dependencies 
and scheduling. The provided examples enable teams to manage complex projects with parallel 
tasks and contingency planning.

 

 

 

6. Budget Sheet Examples 

Ready-to-use Excel templates to create and manage project budgets, categorize direct and 
indirect costs, and forecast financial needs. Based on Horizon Europe financial rules, these 
sheets ensure consistency and transparency in budget planning. 

 

 

 

 

https://www.smartdraw.com/pert-chart/examples/pert-chart-template/
https://www.google.com/url?sa=t&rct=j&q=&esrc=s&source=web&cd=&cad=rja&uact=8&v%20ed=2ahUKEwiUvrWynYuAAxWe2gIHHRV9CccQFnoECCEQAQ&url=https%3A%2F%2Fec.eur%20opa.eu%2Fresearch%2Fparticipants%2Fdata%2Fref%2Fother_eu_prog%2Fimcap%2Ftpl%25%202Fpt%2Fimcap-proposal-templatebudget_%20en.xlsm&usg=AOvVaw3OSCsd7ocH4VUwuMGg5ENF&opi=89978449
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7. Timesheet Samples 

Templates based on EU project standards (e.g., Horizon Europe GA) to track working hours of 
staff involved in the project. Includes instructions for electronic and paper versions with audit-
compliant formats. 

 

8. Digital Accessibility Compliance 

The toolkit includes guidance to ensure websites, platforms, and documents are accessible for 
all users, especially persons with disabilities. Follow the European Web Accessibility Directive 
with resources like: SiteImprove: EU Accessibility Directive FAQ 

9. WCAG 2.1 Guidelines 

The Web Content Accessibility Guidelines (WCAG) 2.1 by W3C help create inclusive digital tools. 
Projects must ensure that any public-facing digital product meets these guidelines: W3C WCAG 
2.1 

 

 

https://europamediatrainings.com/blog/post/533/horizon-europe-timesheets-who-andwhat
https://www.siteimprove.com/blog/the-eu-web-accessibility-directive-faq/
https://www.w3.org/TR/WCAG21/
https://www.w3.org/TR/WCAG21/
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10. Logical Framework (Logframe) Template 

A logframe is a standard planning tool to define a project’s objectives, outputs, outcomes, and 
indicators. The guide includes: 

• Narrative summary of goals 
• Verifiable indicators and means of verification 
• Assumptions and external factors 

Recommended reading: How to write a logframe – The Guardian 

11. Risk Register Template 

A downloadable Excel template to help teams identify, assess, and mitigate project risks. Each 
risk includes probability, impact, mitigation strategies, and responsible actors: Risk Register 
Template 

12. EDI (Equity, Diversity & Inclusion) as a Pervasive 
Dimension 

Strategies and templates to integrate EDI throughout the project cycle—from recruitment, 
team composition, and data analysis, to dissemination and policy recommendations. 

Please watch this useful EDIRE trainings video: 

o Grant Writing 
o RRI, Gender and Intersectionality 
o Risks and Contingencies measures in EU Projects 
o Leadership for Equality, Diversity and Inclusion 

13. Gender in Research and Project Construction 

Tools to mainstream gender in project development, particularly in research content, 
stakeholder engagement, and institutional design. Emphasis is placed on collecting sex-
disaggregated data and designing gender-transformative actions. 

14. Ethics and AI in Research and Innovation Projects 

Guidelines to ensure the ethical development and deployment of AI technologies in research. 
Covers bias mitigation, explainability, consent, and accountability mechanisms in line with EU 
values and the Horizon Europe Ethics Appraisal Procedure. 

o Outline a plan to address ethical issues and AI in your proposal/project. 
o Detail the steps for ethics and AI, identifying potential barriers/risks. 
o Analyze legal issues (national and EU) and technology accessibility. 

https://www.theguardian.com/global-development-professionals-network/2015/aug/17/how-to-write-a-logframe-a-beginners-guide
https://thedigitalprojectmanager.com/download/risk-register-template/
https://thedigitalprojectmanager.com/download/risk-register-template/
https://youtu.be/SXl_GUbpzKU?si=Ly94cCRy8stwh4dh
https://youtu.be/itRYEumf6lE?si=x56GwTC3wwt5n4l3
https://youtu.be/xP9vcgjpdF8?si=ldS6yW-KXgbp-z9y
https://youtu.be/P3fton8HZws?si=rxNoC7xs6yZGmOby
https://drive.google.com/file/d/1pxocm2UtJcwjkrUrvF9YGfFYO9ZFurVI/view?usp=drive_li%20nk
https://drive.google.com/file/d/1I7qSo_xaBItJ_aogZ05QYo5vZcI8I-6B/view?usp=drive_link
https://research-and-innovation.ec.europa.eu/document/download/2b6cf7e5-%2036ac-41cb-aab5-0d32050143dc_en?filename=ec_rtd_ai-guidelines.pdf
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o Address AI's environmental challenges: energy use, carbon footprint, resources, 
biodiversity loss, transparency, and sustainability. 

o Aim to create sustainable AI systems that prioritize human and environmental well-being. 

 

CONCLUSION 

This EDIRE Toolkit empowers organizations, researchers, and managers to build innovative, 
inclusive, and ethically sound projects aligned with European and global standards. Whether 
you're starting with a concept note or finalizing a deliverable, these tools serve as a reliable 
companion for high-quality project outcomes and sustainable impact. 

For updates and additional resources, stay connected through the EDIRE communication 
channels. 
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