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1. Document management

• All documents will follow the templates provided in the project 
management tool
• Templates are mandatory, and the project identity must be followed
• General Word template
• Word template for minutes
• Word template for report activities
• Power Point presentation template

• The project coordinator will provide the infrastructure for central and 
common document storage to share documents among partners 

Project coordination workflows 3



2. Document workflow
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2. Document workflow

• The final rating of the draft document can be marked in one of the 
following states
• Fully accepted – The document is fully accepted by all reviewers, it can be 

considered the final version, and/or sent to the next level of revision (if 
necessary)
• Revisions required – The author of the document has five (5) working days to 

include or disregard those comments and finalise the document
• Rejected – Non-conformance plan needs to be applied. The quality of the 

document is not satisfactory and/or it fails to conform to the quality criteria. 
The reviewers must prepare a «Non Conformance Report». In the case of 
profound disagreements between reviewers and authors, the document will 
have to go through the next level of control
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3. Activity report criteria

• Each activity will be evaluated through the project documents 
reports 
• Every report should be carefully composed with rich content, a clear 

and unified structure and a professional presentation 
• The reports must fulfil the provided templates
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3. Activity report criteria

• Criteria for the reporting activities
1. Content. The content of each report depends on the type of activity itself. 

It should cover all the information relevant to the activity that it results 
from. As a general principle, this is the responsibility of its author(s). 
Nevertheless, the reports should meet a set of requirements, based on the 
following aspects
1. Completeness. Information provided in the activity report must be reliable, complete 

and supported by relevant references
2. Accuracy. Information presented should be focused on the key issues
3. Relevance. Presented information should be relevant to the achievement of the 

associated goals
4. Language and proofreading

2. Appearance and structure. All activity reports should have a uniformed 
appearance, structure and referencing scheme. It is, therefore, necessary 
to use the provided templates
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4. Project management ecosystem
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4.1. Private management tool

• It is based on Moodle and is provided by GRIAL
• Project coordination
• All communication will be carried out through the enabled forum 

spaces within the tool
• The working groups will have their own conversation spaces within 

tool
• It is necessary that all the interaction/coordination/ work in the 

project is registered in the management tool. The evaluators of the 
European Union should have proof of the work done to justify the 
dedicated effort transparently to each of the tasks of the project with 
the aim of passing any evaluation or audit
• All relevant documentation for the development of the project will 

be available in the private management tool
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4.1. Private management tool
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https://polis.grial.eu

https://polis.grial.eu/


4.2. Google Drive
• The delivery of documents will always be done, without 

exception, through Google Drive
• The email will never be used to share documents in development, 

evaluation or final stages
• There will be a folder per each activity with the following 

structure
• Pieces of evidence (photos, videos, audios)
• Report

• Initial version (Author)
• Reviewed version (Partners involved in the activity)
• Final version (After the European partners’ review)

• Presentations and other materials
• A folder per each output

• Pieces of evidence
• Report

• Initial version (Author)
• Reviewed version (Partners involved in the activity)
• Final version (After the European partners’ review)
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4.3. Project website

• http://wstemproject.eu/
• Public reports will be linked in a section inside the project website. 

The project coordinator will be in charge of this part
• News about project development. Partners in charge of 

dissemination
• Partner profiles with a contact form per each partner
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4.3. Project website
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4.3. Project website
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4.3. Project website
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4.4. Public repositories

• Most of the information/documentation produced in the project will 
be available on Zenodo with a DOI and in a repository provided by 
GRIAL
• Document types: reports, presentations, publications
• The project coordinator will be in charge of maintaining these 

repositories
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4.4. Public repositories
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http://zenodo.org/communities/w-stem/

http://zenodo.org/communities/w-stem/


4.4 Public repositories
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https://repositorio.grial.eu/handle/grial/1513

https://repositorio.grial.eu/handle/grial/1513


5. Workflow example
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6. Final remarks

• W-STEM has caused great expectations in the Programme
• Quality results are expected
• The W-STEM consortium has the commitment to guarantee the 

results and the quality of the outcomes
• 15 partners collaborating (besides UNESCO, plus the external 

evaluator) needs to follow the basic defined management protocol, 
using the recommended tools
• Keeping to the deadlines is absolutely essential for the coordination 

of work
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Disclaimer

The European Commission support for the production of this 
publication does not constitute an endorsement of the contents 

which reflects the views only of the authors, and the Commission 
cannot be held responsible for any use which may be made of the 

information contained therein

Project coordination workflows 21

W-STEM (Building the future of Latin America: engaging 
women into STEM) is a project funded under European Union ERASMUS + 

Capacity-building in Higher Education Programme
(598923-EPP-1-2018-1-ES-EPPKA2-CBHE-JP)




