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Executive Summary 

This document is the deliverable D.8.2 - “Project Management Handbook” of the i4Driving project, funded 
by the European Commission’s Climate, Infrastructure and Environment Executive Agency (CΙΝΕΑ), under its 
Horizon Europe programme.  
 
This handbook complements the Consortium Agreement and Grant Agreement. The main objective of the 
deliverable is to become a reference document for the i4Driving consortium, setting out the project 
management and collaboration guidelines, which will build a working framework for the i4Driving 
participants paving the way for successful project execution. In addition, it explains the roles and 
responsibilities of the consortium members, describes the processes for managing internal and external 
information flows, establishes procedures associated with change management and sets out the Risk 
Management Plan of the project.  
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1 Introduction  

The vision of i4Driving is to lay the foundation for a new industry-standard methodology to establish a 
credible and realistic human road safety baseline for virtual assessment of CCAM systems. The two central 
ideas we propose are (1) a multi-level, modular and extendable simulation library that combines existing and 
new models for human driving behaviour; in combination with (2) an innovative cross-disciplinary 
methodology to account for the huge uncertainty in both human behaviours and use case circumstances. 
This rigorous treatment of the uncertainty is crucial to assess how much of our confidence in model inputs, 
parameters, and structure is justified. It also makes explicit how experts from different disciplines judge the 
outcomes and how justified the underlying assumptions really are.  

Our consortium combines all the expertise needed to develop this methodology (e.g., traffic engineering, 
human factors, data & computer science). We have the experimental means to gather the evidence beyond 
the state-of-art needed to realistically simulate (near) accidents in multi-driver scenarios (access to many data 
sources, advanced driving simulators, and field labs). We have a strong international network to collaborate 
with and harmonize our approach with academic and professional partners in e.g., the US (NADS facility); 
Australia (UQ advanced driving simulator and TRACSLab connected driving simulator facilities), China (Tongji 
Univ. 8-dof driving simulator and large-scale field lab) and Japan (NTSEL). Finally, we have all the relevant 
partners on-board to test and apply the methodology (Universities and research labs, OEMs and Tier 1, vehicle 
regulators, type-approval authorities, standardization institutes, insurance companies). i4Driving offers a 
proposition for the short and the longer term: a set of building blocks that pave the way for a driving license 
for AVs. 

1.1 Deliverable scope  

The deliverable D8.2 – “Project Management Handbook” is a manual intended to set the procedures for, and 
responsibilities of, the consortium aiming at ensuring an efficient and high-quality project implementation. 
Its purpose is to complement the legally binding documents, namely the Consortium Agreement and Grant 
Agreement.  
 
This handbook is intended to become a reference document for the i4Driving consortium regarding how the 
project will be managed, considering the good practices and procedures that can contribute to the effective 
monitoring and control of the project. Therefore, the deliverable explains the management structure within 
the project, describes the mechanisms for internal communication, monitoring, deliverable preparation and 
reviewing, sets out clear rules/procedures for contractual, financial and administrative management aspects 
and, lastly, defines the procedures for reporting, requesting adjustments and the approach to risk 
management.  
 
This deliverable can be modified any time during the project lifetime according to the i4Driving project needs. 
Whenever the deliverable is updated, all project participants will be duly informed about any modifications 
made with respect to the previous version. 

1.2 Deliverable structure  

The structure of this deliverable consists of the following chapters:  

 Chapter 1 is the introductory deliverable section which presents the purpose, the structure, the 
reference documents, and the abbreviation list; 

 Chapter 2 briefly presents general information about the project, its funding, and its participants;  

 Chapter 3 describes the management structure of the i4Driving project and explains the multiple 
roles of the consortium and the respective responsibilities. It also provides the appropriate guidelines 
for internal communication management and change management; 



Project Management Handbook | October 2022 

  Page | 7  

 Chapter 4 describes the procedures for monitoring and reporting; 

 Chapter 5 develops the Risk Management Plan of the i4Driving project; 

 The final section of the deliverable contains the Annexes of the “Project Management Handbook” 
 

1.3 Reference documents  

This document is based on the following reference documents:  

 I4Driving Grant Agreement No. 101076165 

 I4Driving Consortium Agreement 

 General Model Grant Agreement/Contract for the Horizon Europe Programme – Annotated Model 
Grant Agreement  
 

1.4 Abbreviation list 

Table 1 presents the main abbreviations used in this document. 
 
Table 1. Main acronyms 

Acronym Full Name 

CINEA European Climate, Infrastructure and Environment Executive Agency 

EC European Commission 

GA Grant Agreement 

PC Project Coordinator 

WP Work Package 

WPL Work Package Lead 

TL Task Leader 

SC Steering Committee 

AB Advisory Board 

 

  

mailto:https://ec.europa.eu/info/funding-tenders/opportunities/docs/2021-2027/common/agr-contr/general-mga_horizon-euratom_en.pdf
mailto:https://ec.europa.eu/info/funding-tenders/opportunities/docs/2021-2027/common/agr-contr/general-mga_horizon-euratom_en.pdf
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2 Project General Information  

Table 2 presents some useful information about the i4Driving project. 

 

Table 2. Project general information 

Project number 101076165 

Responsible Unit CINEA 

Call HORIZON-CL5-2022-D6-01 

Topic HORIZON-CL5-2022-D6-01-03 - Human behavioural model to assess the 
performance of CCAM solutions compared to human driven vehicles 
(CCAM Partnership) 

Type of Action Research and Innovation action 

Duration 36 months 

Project Start Date 01 October 2022 

Project End Date 30 September 2025 

 

2.1 Budget  

The total eligible project cost amounts to € 6 766 958,75. The maximum EU funding is € 6 766 958,75, which 
comprises 100% of the total costs. 

 

2.2 Partners 

The i4Driving consortium is made up of 12 beneficiaries and five associated partners from five European 
countries and five non-European countries. Table 3 provides an overview of the partners:  

Table 3. Project participants 

No ORGANISATION FULL NAME ACRONYM COUNTRY 

Benficiaries 

1 Panteia B.V. PAN NL 

2 UNINA UNINA IT 

3 Aimsun  AIM ES 

4 TU Delft  TU Delft  NL 
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5 Statens vag- och transportforskningsinstitut VTI SE 

6 CTAG CTAG ES 

7 ZF FRIEDRICHSHAFEN AG ZF DE 

8 RDW  RDW NL 

9 TU Munich TUM DE 

10 TH Aschaffenburg TH-AB DE 

11  Consiglio Nazionale delle Ricerche - CNR CNR IT 

12 DENSO DENSO  DE 

Associated partners 

13 Tongji University (China) TJU CN 

14 University of Iowa NADS US 

15 University of Queensland (AU) UQ AU 

16 SwissRE SWRE CH 

17 University of Warwick WMG UK 
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3 Project Management  

 

3.1 Project management life cycle  

The i4Driving project is comprised of two model development cycles and requires precise and ongoing 
engagement between each Work Package (WP).  

To ensure the project objectives are achieved, project management has been broken down into a series of 
distinct phases. These phases are not independent, but rather form a sequential process in which the 
outcomes of one phase act as the input for the following one. The project management phases are defined 
as follows:  

 Phase 1 - Inception: This phase includes finalising all project details in the EU online portal, confirming 
all details related to the project partners, each WP (including tasks and deliverables). During this 
phase the Grant Agreement preparation is finalised and signed.  

 Phase 2 - Planning: Once the proposal has been approved, the next step is to redefine the objectives 
for each WP and develop detailed work plans for each, including outlining what inputs are required, 
by which date, from whom and in which format, as well as expanding on each of the tasks and 
deliverables. Careful planning ensures that any oversights made during the inception phase can be 
addressed in advance, with no further impact on the project implementation.  

 Phase 3 - Implementation: The implementation phase includes coordinating the consortium and 
managing the resource allocation to perform the tasks according to the detailed plans that have been 
previously developed. 

 Phase 4 - Monitoring: The monitoring phase includes all actions that assess the project progress, 
achievements and obstacles encountered, while measuring deviations from the baseline plan and the 
anticipated project quality level. Monitoring occurs throughout the entire project and identifies ways 
to take advantage of new or emerging opportunities to achieve the project objectives.  

 Phase 5 - Adaptation: This phase entails reassessing the initial assumptions made, adjusting if needed 
and incorporating these into project processes, strategies and methods. This phase uses inputs from 
the partners’ experiences gained during project implementation and from the monitoring phase. It 
typically takes place at the end of each deliverable and is regarding as a learning approach, to advance 
knowledge at all levels (individual, consortium, organisational, public, etc.) and to incorporate project 
findings in the deliverables.  

 Phase 6 - Closure: The closure phase occurs when all project objectives have been achieved, all 
deliverables submitted and administrative tasks completed. This phase includes the project 
evaluation process, which consists of internal evaluations (conducted by the consortium to assess 
project efficiency, impact, and sustainability) and audit evaluations. 

3.2 Management structure  

The organisational structure of i4Driving Consortium is described in the Project Consortium Agreement, the 
Grant Agreement and shown by Figure 1 below.  
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Figure 1. Management structure of the i4Driving project 

 

3.2.1 Project Coordinator  

The Project Coordinator (PC) (PAN, represented by Maria Rodrigues) is ultimately responsible for the vision, 
ethics, and overall management of the project, as well as to ensure effective coordination among all partners, 
conduct all financial, administrative and technical project management and manage communications 
(internally and externally). More specifically, the PC is responsible for:  

• Coordinating the project consortium;  
• Coordination with Advisory Board (AB) members, associated partners and PC. 
• Keeping the address list of Members and other contact persons updated and available; 
• Being an intermediary between the project partners and the EC; 
• Monitoring the compliance of the partners with their obligations under the Consortium Agreement 

and the Grant Agreement; 
• Collecting, reviewing and submitting reports (including financial statements and related 

certifications), deliverables and specific requested documents to the Funding Authority;  
• Transmitting promptly documents and information connected with the Project to any other Party 

concerned;  
• Providing, upon request, the partners with official copies or originals of documents that are in the 

sole possession of the Coordinator, when such copies or originals are necessary for the Parties to 
present claims;  

• Distributing to the consortium the financial contribution of the Funding Authority to the project;  
• Preparing the meetings, proposing decisions and preparing the agenda of meetings, chairing the 

meetings, preparing the minutes of the meetings and monitoring the implementation of decisions 
taken at meetings. 
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3.2.2 Steering Committee  

The role of the Steering Committee (SC) is to define project strategic decisions and includes (max) two 
members from each WP. Other responsibilities include:  

• Defining the SC members with the WP leaders assuring that it is a gender-balanced team;  
• Supervision of day-to-day activities, communication and development of a project glossary;  
• Identifying and solving arising issues, challenges and obstacles promptly;  
• Keeping track of the progress, budget and costs; 
• Preserving the GA and preparing possible amendments;  
• Management of the technical risks;  

 

3.2.3 Advisory Board  

The AB offers impartial scientific advice, supports the project team and advises the consortium on social, 
environmental, technological, legal, and economic factors that may influence the innovation management of 
i4Driving. 

 

3.2.4 Work Package Leaders 

Each WP is realised by the WP Team and a Work Package Leader (WPL). The WPL ensures the coordination 
among the different partners that collaborate in the WP and the effective exchange of intermediate results 
among WPs. The WPL further ensures timely task execution in the WP and stimulates the interaction among 
the various partners involved. More specifically, the WPL role is to:  

• Orchestrate and supervise multiple tasks and activities within the WP;  
• Propose work plan modifications to the SC and PC, if necessary; 
• Inform the PC about the task and deliverable progress of the WP; 
• Call progress meetings, if needed, to inform all WPLs, the SC and the PC about important issues that 

may have arisen; 
• Contribute to project deliverable preparation and ensure their high-quality level;  
• Report to the SC. 

 

3.2.5 Task Leader 

Task Leaders (TL) are responsible for coordinating and reporting the work done by all task participants, for a 
specific task within a WP. The TL appoints specific roles and responsibilities to each partner involved in the 
task and presents the task progress to the WPL on a timely basis. At the starting date of the task, the Task 
Leader appoints specific roles and responsibilities to each supportive partner involved in the task. The Task 
Leader presents the task progress when required to the Work Package Leader. 

 

3.3 Communication management  

3.3.1 Communication flows 

For efficient management of the project at all levels and stages, and to ensure participant coordination and 
WP realisation, it is essential to establish clear communication channels covering the different needs at WP, 
Project and EC levels. Figure 2 shows the information flows within and across one or multiple levels. 
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Figure 2. Information flow within the i4Driving project 

 

At the WP level, all information and issues concerning task progress should be communicated from each 
supporting partner to the TL, who then communicates this with the WPL. The WPL is then responsible for 
communicating all progress, risks and challenges faced regarding their WP to the SC. Any risks or problems 
(e.g., delay) should be reported by the WP team to the respective WPL. The WPL is responsible for dealing 
with any risks/problems faced. However, if an issue cannot be resolved by the WP team alone, the SC will be 
informed who is responsible for helping resolve the issue. If it cannot be resolved then the PC will be 
informed, who can then engage the AB and Associated Partners for support.  

At the project level, the SC communicates all WP progress to the PC and engages the AB where required to 
provide input on specific WPs or tasks. The PC is responsible for engaging the Associated Partners and AB to 
provide inputs and support on tasks where required.  

At the EC level, the PC is responsible for communicating the project progress, risks, etc. to the EC. 

 

3.3.2 Collaboration tools 

Core documents, information and data for the project will be housed in the project’s SharePoint platform 
(Figure 3). All partners involved in the project have access to the SharePoint and can access documents, 
calendars and relevant management information (e.g., contacts, minutes of meetings, etc.). 
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Figure 3. i4Driving SharePoint

 

 

The SharePoint is hosted within the Microsoft Office 365 environment provided Panteia. All data managed 
within the SharePoint platform complies with the data protection, storage, and management protocols of 
Panteia. The platform is fully available in the Microsoft 365 cloud service and is not dependent on a specific 
physical ICT infrastructure. 

The project team also has access to a Microsoft Teams group within the Microsoft Office 365 environment, 
for all informal communication and is the platform that will be used for the virtual meetings.   

 

3.4 Change management 

Change management is a process of requesting, reviewing, implementing and monitoring changes to a task, 
WP or core deliverables that will affect the impact, budget or timeframe of the project.  

A well-defined, multi-level process for change management is presented below (see Figure 4):  
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Figure 4. Change management approach 

1. Identification: A partner may identify and request a potential change to either a task, WP or 
deliverable. An initial review should be made to examine the need for the change, how it could be 
achieved and what the consequences might be. The most appropriate member of the Consortium 
will normally perform this review. 

2. Validation: The WPL and SC will collect the request submitted by the partner. The PC then validates 
the change request with the WP team members, and other partners as appropriate, and thereafter 
evaluates the proposed change.  

3. Analysis: The PC assigns the responsibility of assessing the scope, budget and schedule impact of the 
change to the most appropriate partner. In addition, they are required to conduct an impact analysis 
and estimations with respect to the scope, budget and timelines. The impact analysis is thereafter 
submitted to the PC. 

4. Decision and action: Taking the analysis into consideration, the PC then decides on whether to 
approve or dismiss the change request. If the change request needs to be discussed with the AB, the 
PC places the request on the agenda for the next meeting or requests an extra AB meeting 
(depending on the urgency of the request). In addition, if a change request is expected to have 
impact on the project, the PC consults the Project Officer (PO) and a decision is made on whether to 
proceed with the change. If the change is implemented, the PC ensures that this change in integrated 
into all the appropriate procedures, plans and timeframes. Thereafter, the PC submits the proposed 
action plan to the PO for review, after which the PO approves the action or requests a revision.  

5. Closure: The PC communicates the updated action plan to the project partners and assigns all 
necessary actions to the appropriate members. In addition, the PC monitors and reviews the progress 
of these actions against the project plan. 
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4 Monitoring and reporting 

Throughout the i4Driving project, there is a need for delivering reports to the EC and the PC for efficient 
project management purposes. The diagram In Figure 5 presents the project reporting plan of the project.  

 

Figure 5. i4Driving reporting overview 

4.1 Internal reporting  

Internal reports between the WPLs and the PC aim to ensure efficient project management, helps the PC 
monitor the project’s process, achievements and obstacles encountered, while enabling proper 
management of potential risks and deviations. Internal reports will be submitted to the PM on a three-month 
basis.  

The PC will provide an internal reporting template and will require information from the beneficiaries 
regarding a) their participation in project activities and advancement and b) the related resource usage in the 
respective six-month period. The internal report will thus be comprised of two parts, the first dedicated to 
the technical performance and the second the financial data (see Annexes 6.1 and 6.2). These will have to be 
filled in separately for each WP for each reporting period. The WPL is responsible for soliciting the 
contribution of Task Leaders, collecting the necessary data and filling out the internal report forms. 

 

4.2 External reporting 

4.2.1 Continuous reporting 

Throughout the i4Driving project, the beneficiaries must continuously report on the progress of the action 
(e.g., deliverables, milestones, outputs/outcomes, critical risks, indicators, etc. if any), in the Portal 
Continuous Reporting tool and in accordance with the timing and conditions it sets out (as agreed with the 
granting authority). In addition, the beneficiaries must provide reports to request payments, in accordance 
with the schedule and modalities set out in Figure 5 above. These reports will be submitted to the EC on a 
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six-month basis. The PC is responsible for developing the progress reports, based on the information 
submitted by the beneficiaries in the internal reports, and submitting these to the EC.   

 

4.2.2 Periodic reports 

The beneficiaries must provide two periodic reports to request payments and to receive the interim and final 
payments. The first report is due in Month 18 of the project and the second in Month 36. They must be 
submitted no later than 60 days after the end of the reporting period. 

These reports are comprised of a technical and financial component: 

• The technical part includes an overview of the action implementation, including a summary of the 
progress of work towards the objectives of the project, achievements and attainment of any 
milestones and deliverables identified. It must be prepared using the template available in the Portal 
Periodic Reporting tool. 

• The financial part of the additional prefinancing report includes a statement on the use of the 
previous prefinancing payment. The financial part of the periodic report includes: 

- The financial statements (individual and consolidated; for all beneficiaries/affiliated entities) 
- The explanation on the use of resources (or detailed cost reporting table, if required) 
- The certificates on the financial statements (CFS) 

The financial statements must detail the eligible costs and contributions for each budget category and, for 
the final payment, also the revenues for the action. All eligible costs and contributions incurred should be 
declared, even if they exceed the amounts indicated in the estimated budget. Amounts that are not declared 
in the individual financial statements will not be taken into account by the granting authority. 

 

4.2.3 Final report 

For the final reporting period, in addition to the submission of the external progress report for the last 
reporting period, a final report will be submitted by the PC. The final report consists of two parts - both of 
which must be completed in the grant management system - and includes (as specified in the GA):  

• a ‘final technical report’ with a summary for publication containing: an overview of the results and their 
exploitation and dissemination, the conclusions of the action, the socio-economic impact of the action,  

• a ‘final financial report’ containing: a ‘final summary financial statement’, created automatically by the 
electronic exchange system, consolidating the individual financial statements for all reporting periods and 
including the request for payment of the balance,  

 a ‘certificate on the financial statements’ for each beneficiary and for each linked third party, if it requests a 
total contribution of EUR 430 000 or more, as reimbursement of actual costs and unit costs calculated on the 
basis of its usual cost accounting practices (Article 5.2 and Article 6.2). 

 

4.3 Payments 

According to the GA (Datasheet and Article 22), the EC will make the following payments to the PC: 

• One pre-financing payment;  
• One or more interim payments, on the basis of the request(s) for interim payment; 
• One payment of the balance, on the basis of the request for payment of the balance. 
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4.3.1 Pre-financing Payment  

The pre-financing payment is made at the beginning of the action (30 days from entry into force/10 days 
before starting date – whichever is the latest) to provide the project partners with cash to start the project 
work and continue until the first payment. In accordance with Article 22 of the GA, the pre-financing payment 
that will be received by the PC is 80% of the maximum financial EC contribution (€ 5 413 567.00).  

From this pre-financing payment, an amount of € 338 347.94 (5% of the maximum grant amount) is retained 
as part of the Mutual Insurance Mechanism.  

4.3.2 Interim Payments  

Interim payments reimburse the eligible costs and contributions claimed for the implementation of the action 
during the reporting periods (if any). 

Payment is subject to the approval of the periodic report. Its approval does not imply recognition of 
compliance, authenticity, completeness or correctness of its content. 

The interim payment will be calculated by the granting authority in the following steps: 

• Step 1 — Calculation of the total accepted EU contribution: The granting authority will calculate the 
‘accepted EU contribution’ for the action for the reporting period, by first calculating the ‘maximum 
EU contribution to costs’ (applying the funding rate to the accepted costs of each beneficiary), taking 
into account requests for a lower contribution to costs, and CFS threshold cappings (if any; see Article 
24.5) and adding the contributions (accepted unit, flat-rate or lump sum contributions and financing 
not linked to costs, if any). After that, the granting authority will take into account grant reductions 
from beneficiary termination (if any). The resulting amount is the ‘total accepted EU contribution’.  

• Step 2 — Limit to the interim payment ceiling:  The resulting amount is then capped to ensure that 
the total amount of prefinancing and interim payments (if any) does not exceed the interim payment 
ceiling set out in the Data Sheet (90% of the maximum grant amount). Interim payments (or parts of 
them) may be offset (without the beneficiaries’ consent) against amounts owed by a beneficiary to 
the granting authority — up to the amount due to that beneficiary. For grants where the granting 
authority is the European Commission or an EU executive agency, offsetting may also be done against 
amounts owed to other Commission services or executive agencies. Payments will not be made if the 
payment deadline or payments are suspended (see Articles 29 and 30). 

 

4.3.3 Payment of the Balance  

The final payment (payment of the balance) reimburses the remaining part of the eligible costs and 
contributions claimed for the implementation of the action (if any). The final payment will be made no later 
than 90 days from receiving the second periodic report (subject to the approval of the final periodic report). 
The final grant amount for the action will be calculated in the following steps: 
 

1. Calculation of the total accepted EU contribution 
2. Limit to the maximum grant amount 
3. Reduction due to the no-profit rule 

 
Step 1 — Calculation of the total accepted EU contribution 
 
The granting authority will first calculate the ‘accepted EU contribution’ for the action for all reporting 
periods, by calculating the ‘maximum EU contribution to costs’ (applying the funding rate to the total 
accepted costs of each beneficiary), considering requests for a lower contribution to costs, CFS threshold 
cappings (if any; see Article 24.5) and adding the contributions (accepted unit, flat-rate or lump sum 
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contributions and financing not linked to costs, if any). After that, the granting authority will take into 
account grant reductions (if any). The resulting amount is the ‘total accepted EU contribution’. 
 
Step 2 — Limit to the maximum grant amount 
If the resulting amount is higher than the maximum grant amount set out in Article 5.2, it will be limited to 
the latter.  
 
Step 3 — Reduction due to the no-profit rule 
Following the no-profit rule, the grant must not produce a profit (i.e. surplus of the amount obtained 
following Step 2 plus the action’s revenues, over the eligible costs and contributions approved by the 
granting authority). ‘Revenue’ is all income generated by the action, during its duration (see Article 4), for 
beneficiaries that are profit legal entities (with the exception of income generated by the exploitation of 
results, which are not considered as revenues). 
 
If there is a profit, it will be deducted in proportion to the final rate of reimbursement of the eligible costs 
approved by the granting authority (as compared to the amount calculated following Steps 1 and 2 minus the 
contributions). 
 
The balance (final payment) is then calculated by deducting the total amount of prefinancing and interim 
payments already made (if any), from the final grant amount: 
 
{final grant amount 
minus 
{prefinancing and interim payments made (if any)}}. 
 

If the balance is positive, it will be paid to the coordinator. The amount retained for the Mutual Insurance 
Mechanism (see above) will be released and paid to the coordinator (in accordance with the rules governing 
the Mechanism). The final payment (or part of it) may be offset (without the beneficiaries’ consent) against 
amounts owed by a beneficiary to the granting authority — up to the amount due to that beneficiary. For 
grants where the granting authority is the European Commission or an EU executive agency, offsetting may 
also be done against amounts owed to other Commission services or executive agencies. 
 
Payments will not be made if the payment deadline or payments are suspended (see Articles 29 and 30). 
 
If — despite the release of the Mutual Insurance Mechanism contribution — the balance is negative, it will 
be recovered in accordance with the following procedure: 
The granting authority will send a pre-information letter to the coordinator: 

• formally notifying the intention to recover, the final grant amount, the amount to be recovered and 
the reasons why; 

• requesting a report on the distribution of payments to the beneficiaries within 30 days of receiving 
notification and;  

• requesting observations within 30 days of receiving notification. 
 

If no observations are submitted (or the granting authority decides to pursue recovery despite the 
observations it has received) and the coordinator has submitted the report on the distribution of payments, 
it will calculate the share of the debt per beneficiary, by: 
 
(a) identifying the beneficiaries for which the amount calculated as follows is negative: 
 
{{{total accepted EU contribution for the beneficiary 
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divided by 
total accepted EU contribution for the action} 
multiplied by 
final grant amount for the action}, 
minus 
{prefinancing and interim payments received by the beneficiary (if any)}} 
 
and; 
 
(b) dividing the debt: 
 
{{amount calculated according to point (a) for the beneficiary concerned 
divided by 
the sum of the amounts calculated according to point (a) for all the beneficiaries identified according to 
point (a)} 
multiplied by 
the amount to be recovered} 
 
and confirm the amount to be recovered from each beneficiary concerned (confirmation letter), together 
with debit notes with the terms and date for payment. 
 
The debit notes for beneficiaries will include the amounts calculated for their affiliated entities (if any). If the 
coordinator has not submitted the report on the distribution of payments, the granting authority will recover 
the full amount from the coordinator (confirmation letter and debit note with the terms and date for 
payment). 
 
If payment is not made by the date specified in the debit note, the granting authority will enforce recovery 
in accordance with Article 22.4. 
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5 Risk Management  

Risk management is an ongoing process throughout the i4Driving project life cycle, which combines the 
individual procedures for identifying, assessing and evaluating potential risks, as well as for establishing 
response mechanisms and monitoring/reporting processes. The identification of potential risks for the 
efficient implementation of each WP and the determination of preventive mechanisms or mitigation 
measures to decrease their impact will be promptly updated throughout the i4Driving project, whenever this 
is deemed necessary.  

5.1 Overall strategy  

The risk management is set out to occur across five phases, which are executed in a sequential and circular 
manner to overcome any potential project risks, as indicated in Figure 6 and the bullets below: 

 

Figure 6. Risk management approach 

 

5.1.1 Risk identification  

Risk Identification is an iterative process that aims to proactively discover potential risks before they occur. 
An initial risk identification phase was conducted during the project proposal phase and will be re-examined 
and updated by the PC, with input coming from the WPLs. Risk identification will remain a continuous process 
throughout the project and will be documented in a Risk Register and discussed during the monthly Progress 
Meetings.  

5.1.2 Risk assessment  

The second phase - risk assessment - is performed for a single risk or a set of risks associated with the main 
tasks. It also involves the appointment of risk owner(s) (partners responsible for managing the risk) and the 
establishing measures to evaluate the potential risk effect on project scope, cost and/or schedule. The risk is 
assessed based on a) its likelihood of occurrence and b) the expected severity of impact, as shown by the 
risk matrix below (Table 4).  The likelihood and impact severity of each risk are estimated by the joint work 
of the PC, SC and the WPLs, using the following classes:  



Project Management Handbook | October 2022 

  Page | 22  

• Likelihood:  
o Low (unlikely to happen)  
o Medium (possibly could happen)  
o High (likely to happen)  

• Severity:  
o Low (trivial impact)  
o Medium (measurable impact)  
o High (significant impact)  

 

The combination of likelihood and impact severity is used to assess the risk (exposure) level, which is broken 
down into three classes (Low, Medium, High). This enables the risks to be prioritised and will help streamline 
the response allocation effort among the risks that have been identified.  

Table 4. Risk parameter levels and exposure 

 Likelihood 

Severity High Medium Low 

High High High Medium 

Medium High Medium Low 

Low Medium Low Low 

 

5.1.3 Risk response  

At the risk response phase, the risk owner(s) develop an action plan to address the risk, by forming 
appropriate strategies to avoid, mitigate or accept the risk. 

1. Avoid risk: prevent or eliminate the causal factors of the risk before it occurs.  
2. Mitigate risk: For risks that cannot be fully prevented, the risk owner develops a response plan to 

reduce the risk impact on the project to an acceptable level. 
3. Accept risk: The risk is handled as an issue in case it arises but there are no further actions taken to 

control the risk. This strategy is only adopted in cases of low-level risks or if none of the previously 
mentioned strategies are feasible.  

For each identified risk of a medium or high level, a response plan will be set up with preventive and/or 
corrective actions to be performed, responsibility assignment, and mitigation measure development, as a 
contingency plan, in case that the risk cannot be avoided. 

 

5.1.4 Risk monitoring  

For every identified risk, the risk owner will be responsible for monitoring the evolution of the risk and 
evaluating the effectiveness of the assigned response plans in a continuous manner. This will involve the 
following:  

• Analysing existing risks and updating their likelihood and impact severity and the associated 
measures; 

• Identifying new risks and planning appropriate actions;  
• Reviewing and updating response plans; 
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• Reviewing the effectiveness of the overall risk management process and introducing new procedures 
for risk control.  

Within each WP, all information coming from risk monitoring should be communicated by the risk owner to 
the WPL. In cases of high-level risks which require risk management modifications, the WPL will inform the 
SC and PC for approval. 

5.1.5 Risk reporting  

As mentioned above under section 4.1, there will be an internal reporting process every three months which 
will include an update on risk management by the WPLs, who will be supported in this task by the assigned 
risk owners. Moreover, all information related to identified risks, their likelihood to occur, their impact on the 
project and the response plans will be constantly documented in the Risk Register and be kept updated 
throughout the project lifetime. Finally, the risk owners and/or the WPLs should report to the SC and PC 
regarding the management of each risk, during the monthly Progress Meetings. 

5.1.6 Risk register 

A Risk Register has been created to act as the central repository for all identified risks and is the main tool to 
support the Risk Management process (see Annex 6.3). The Risk Register is maintained by the PC with inputs 
from risk owners and WPLs and is constantly updated as the project evolves.  

The Risk Register consists of an Excel spreadsheet that is available to all partners through the project internal 
repository. An initial list of risks was identified at the project proposal phase by the consortium members. 
This list will be updated and enriched with information provided by the WP Leaders to be converted into the 
current Risk Register form.  
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6 Annexes 

6.1 Annex 1: Internal Reporting Template – Technical Report 
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6.2 Annex 2: Internal Reporting Template – Financial Report 
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6.3 Annex 3: Risk register template 

 

Table 5. Risk register template 

No Risk type Description WP affected Liklihood Severity Risk Level Prpoposed Mitigation Risk officer 

1 
 

Chosen 
conceptualizations 
do not explain 
data sufficiently 

2, 4 L M L 
  

 

 

 

 


