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Some basics
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2

Some basics on PM
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• Don’t forget that it is a PROJECT.

• Time involved 
(start - end)

• Cost (total budget)
• Scope (what we 

deliver)
• QUALITY: 

expectations
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Where should I start?

•So many things to do!
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https://www.simplemost.com/dont-panic-sign-elon-musks-mars-bound-tesla-means/
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From Concept to Deliverables
Challenge
& Scope

• Define the problem & challenge 
and your scope.

Strategic 
Objectives

• What is your aim/goal? 
What is your objective?

Specific 
Challenges

• How do you address the 
challenges?

Work 
Packages

• Structure / 
Resources

Deliverables
What are you 

going to 
deliver?
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Define the problem/challenge
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• What is the problem?

• Who has the problem?

• Where does the problem occur?

• When does the problem occur?
• What does the problem impact?
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https://www.simplemost.com/dont-panic-sign-elon-musks-mars-bound-tesla-means/
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Aim vs. Objective
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• Aim: what you hope to achieve
• Long term

• Strategic, generic outcome

• Not easily quantifiable

• Objective: actions to achieve the aim
• Short Term

• Quantifiable, Measurable, tangible

• SMART  approach
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Be “SMART”
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• SPECIFIC: What, how, who, for whom? 

• MEASURABLE: how do we count it? (quantifiable)

• ACHIEVABLE: be realistic. Can you do it? 

• RELEVANT: does it make sense? 

• TIME BOUND: when? Is time enough?
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Start from your Objectives
• What is needed to meet your overall 
objectives ?

• What is needed to achieve your goals?
• What will the project produce in the end?

• POLICIES ? STUDIES ? REPORTS ? METHODS ? PLANS ? 
PRODUCTS ? SOFTWARE ? ALGORITHMS ? NEW 

MATERIALS ? 
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What does a Work Plan tell us?

• What work will be done (our Scope)?

• How will the work be organized?

• How will it be reported and verified? 

• What are the risks that something goes 

wrong? 
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What is WBS: Work Breakdown Structure

• A hierarchical 
decomposition of 
a project’s tasks 
with deliverables. 

• It breaks the job 
down into 
smaller parts
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• Easily manageable

• Scheduled

• Allocate Resources

• Assign Costs
Project

WP1

T1.1

D1.1.1 D1.1.2

T1.2

WP2

T2.1

D2.1.1

T2.2 T2.3

WP3

T3.1 T3.2

Tx.x
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What tools to use?

• Simple Hierarchical List
• Gantt Chart
• Pert Chart
• Critical Path
• Resource Allocation Tables
Try the simplest. Focus on the project 
not the tools.
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Gantt Chart Template

16
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Pert Charts & Critical Path
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• PERT : 
• all tasks necessary to complete the project, and 

• order in which they must be completed along with 
time requirements. 

• dependencies (tasks to be completed before others 
can start).

• Critical path:

• project activities that add up to the longest overall 
duration.

• Determines the shortest time possible to complete the 
project.
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Pert Chart Template
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START
ES DR EF

LS TF LF

TASK 1

ES DR EF

LS TF LF
TASK 2

ES DR EF

LS TF LF

END
ES DR EF

LS TF LF

TASK 3
ES DR EF

LS TF LF

TASK 4
ES DR EF

LS TF LF

TASK 5
ES DR EF

LS TF LF

TASK 6
ES DR EF

LS TF LF
Task Name

ES DR EF

LS TF LF

Critical path activity

Normal activity

ES = Earliest start

EF = Earliest finish

LS = Latest start

LF = Latest finish

DR = Duration

TF = Total Float

18
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Critical Path Example
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Can you find the Critical Path in this chart?

S WP2

WP4

E

WP3

A

B C

E

D F

T=3 wk

T=1 wk T=3 wk

T=4 wk T=2 wk

T=3 wk
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Critical Path Example Solution
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Min Project Duration: 7 weeks 
Critical Path: A – D – F

S WP2

WP4

E

WP3

A

B C

E

D F

T=3 wk

T=1 wk T=3 wk

T=4 wk T=2 wk

T=3 wk
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Types of deliverables
Type: Use one of the following codes:

• R: Document, report (excluding the periodic or
final report)

• DEC: Websites, patents filing, market studies, 
press & media actions, videos, etc.

• OTHER: Software, technical diagram, etc.
Use the numbering convention <WP 
number>.<number of deliverable within that WP>.

21
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Dissemination Level
• Dissemination level, use one of the following codes:

• PU = Public, fully open, e.g. web
• CO = Confidential, restricted under conditions set out in 

Model Grant Agreement
• CI = Classified, information as referred to in Commission 

Decision 2001/844/EC.
• Delivery date: Measured in months from the project start 

date (month 1)
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List of work packages
Work 

package 
No

Work Package Title Lead 
Participant No

Lead 
Participant 
Short Name

Person-
Months

Start 
Month

End 
month

WP1 WP1 title e.g. Project Management xx e.g. 1 e.g. 2.00 e.g. M01 e.g. M12

WP2 WP2 title

WP3 WP3 title

WP4 WP4 title

WP5 WP5 title

WPXX WPXX  title

Total months XX
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WP Description
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WP number X Start Date MX
WP title …
Participant number 1 2 3 4 5 6 7
Short name of participant
PMs per participant

Objectives 
WPX includes ...
Amongst the objectives of WPX are:
• …
• …
Tasks
Task X.X. …(Lead: …)

Task X.X. … (Lead: …)
…

Deliverables
DX.X – …. [MX, MX, MX, Report]. …
DX.X –

24
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Deliverables List
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Milestones. Do we need them?
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• Control points that help to chart progress. 
• completion of a key deliverable

so next phase can begin

• intermediary points,
in case of problems  -> corrective measures

• critical decision point 
e.g. the consortium must decide which of several 
technologies to adopt for further  development.
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Wrap it up: point to remember

• Start from high level structure of WP

• Time different WPs and components (Gantt chart)

• Use Tables. Map objectives, challenges, deliverables. 

• Be detailed don’t overdo it.

• Use Visuals (Pert, Dependencies charts)
• Assign resources to WPs in line with targets

• Use Milestones so progress can be monitored.
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A Project Management Toolkit

Many tools exist to help you:

• Trello (https://trello.com) 

• ClickUp (https://www.clickup.com/) 

• Asana (https://asana.com) 

• Airtable (https://airtable.com) 

Even more to consider:
• https://www.proofhub.com/articles/top-project-management-tools-list

• https://blog.capterra.com/free-open-source-project-management-software
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A Project Management Toolkit

My personal toolkit

• Dropbox Paper (https://paper.dropbox.com) 

• Airtable (https://airtable.com) 

• Slack (https://slack.com/) 

And of course EXCEL!

Check our templates in our helpdesk: 
https://th2020.zendesk.com/hc/en-us/articles/360010946960-IMS-3-Project-Management-in-
Horizon-2020
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Thank you!
Teşekkür ederim!

30

https://trello.com/
https://www.clickup.com/
https://asana.com/
https://airtable.com/
https://www.proofhub.com/articles/top-project-management-tools-list
https://blog.capterra.com/free-open-source-project-management-software
https://paper.dropbox.com/
https://airtable.com/
https://slack.com/
https://th2020.zendesk.com/hc/en-us/articles/360010946960-IMS-3-Project-Management-in-Horizon-2020
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Contact:

Office Address
Turkey in Horizon 2020 Project

And Sokak 8/12 Akasya Apt. 06680 Çankaya/Ankara
06520 Çankaya/Ankara,Turkey

Tel: +90 312 467 61 40
http://www.turkeyinh2020.eu/

info@TurkeyinH2020.eu
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Credits / Disclaimer
• © “Turkey in Horizon 2020”

• The information and advice contained in this presentation are the sole responsibility of the project 

team and can in no way be taken to reflect the views of the European Union. The team of "Turkey in 
Horizon 2020" project is not responsible for the consequences of errors or omissions herein 
enclosed. Re-use of information contained in this presentation for non-commercial purposes is 
authorised and free of charge, provided the source is acknowledged. Our project team is not 
responsible for any impact or adverse effects on third parties connected with the use or re-use made of 
the information contained in this presentation.

• Credits

• No name (CC BY-NC 2.0) / Slide 1 / barbara carneiro, Flickr.com
• Data Center (CC BY-NC 2.0) / Slide 2 / Bob Mical, Flickr.com
• Pick Me (CC BY-NC 2.0) / Slide 3 / Aftab Uzzaman, Flickr.com
• Internet (CC BY-ND 2.0) / Slide 5 / Lars Zimmermann, Flickr.com
• Stone (CC BY 2.0) / Slide 5 / nikolay semenov, Flickr.com
• Ankara (CC BY 2.0) / Slide 9/ Jorge Franganillo, Flickr.com

• Tea in the spotlight (CC BY-ND 2.0) / Slide 10/ captain.orange, Flickr.com
• Large copyright sign made of jigsaw puzzle pieces (CC BY- 2.0) / Slide 11/ Horia Varlan, Flickr.com
• You can check the Creative Commons Licences here: https://creativecommons.org/licenses/
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http://www.turkeyinh2020.eu/
http://turkeyinh2020.eu
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