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Foreword 

The Quality Assurance Guidelines for Project Activities also functions as a manual for assuring 
quality in projects at the University of Jyväskylä. The guidelines are complied with in all external 
funding projects at the University. The target group of the guidelines is the personnel of all facul-
ties, departments, independent institutes and University Services who deal with project-related 
planning, implementation and decision-making.  

The purpose of these guidelines is to support those who apply for project funding and implement pro-
jects, as well as the management of units in the long-term development of project activities. The guide-
lines offer tools and procedures for the management of both individual projects and project portfolios. 
Some of the quality assurance procedures are mandatory, some are recommended. Chapter 3 is writ-
ten specifically for deans and heads of departments to support the management of project activities, 
and Chapter 4 for researchers.    

The guidelines are built on the project life cycle philosophy. The life cycle of an individual project can 
be divided into four phases:   

1) identification 
2) planning 
3) implementation  
4) closure.  

 
Project activity is an important part of the financial responsibility and social interaction of the Univer-
sity. The University’s management follows the number and quality of applications, the amount of re-
ceived external funding, the results and impact of projects and the projects’ connection to the Univer-
sity’s strategy and goals. This information is also useful in the development of support services. 

The first version of the quality assurance guidelines was created in 2010 in the Project Activity Quality 
Development Project established by the Rector. The guidelines were updated in 2014. Now they have 
been updated to correspond to renewed operating methods resulting from the introduction of research 
information system. From September 2016, all applications for external funding, funding decisions and 
project management are processed in the Converis research information system. 
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Glossary 

Archive formation plan refers to guidelines for processing, recording and storing an organisation’s 
documents. The archive formation plan of the University of Jyväskylä is upheld by the Registry Office 
and Archive. In project activities, the guidelines for the responsibilities and times for storing project 
documents, as well as the format for doing so, are an essential part of the archive formation plan. 

Converis is a research information system that contains information on external funding projects, pub-
lications, international staff mobility and significant scientific awards at the University of Jyväskylä. 

External funding, also called supplementary funding, is funding from outside the government fund-
ing for universities. A considerable amount of external funding is nationally and internationally com-
peted research funding that has a specific significance in strengthening quality and effectiveness. 

Head of the unit refers to a dean, the director of a department or independent institute or the Director 
of Administration. 

Intellectual Property Rights is a general term used for immaterial rights. Often, the abbreviation IPR 
is used. 

Martti is an electronic system for approving purchase invoices and memo vouchers. 

Principal Investigator (PI) is responsible for project activities, project administration and the scientific 
and research content of the project. Principal Investigator can be an employee of the University of 
Jyväskylä or a person who is transferring to work for the University. Usually PI is a professor or an 
associate professor. Depending on the source of financing and the project, PI may also be another per-
son who has completed a doctoral degree or, for example, the head of the responsibility area in devel-
opment projects. 

Project is a planned entity of research or development with a limited duration. Projects have defined 
budgets, goals and responsibilities. In addition, project refers to an entity that has a project number in 
the University’s financial administration system (SAP). 

Project activities refer to the creation, planning, implementation and closure of projects, as well as to 
the management of project portfolios.  

Project announcement is completed for all external funding projects before submitting a funding ap-
plication to the funder. It is created in the Converis research information system. A project announce-
ment includes basic information about the application or offer, a summary, a funding plan, desired re-
sults and classification information. The announcement is an obligatory quality assurance practice of 
the University of Jyväskylä. 

Project initiation review is a discussion between the Principal Investigator, project staff and support 
staff about the practices and responsibilities related to the project. The initiation is carried out at the 
beginning of the project and evidenced in the initiation review checklist. 

Project management refers to the steering and guidance of an individual project in accordance with 
the funding decision and the project plan. Project management consists of several processes, including 
managing the scope, schedule, finances, resources, risks, quality, procurement, intellectual property 
rights (IPR) and communication of a project. 

Project portfolio refers to all project ideas and projects that are in the stages of planning and imple-
mentation. A project portfolio can be examined at the University, faculty or unit level. An application 
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portfolio refers to both projects in the planning stage as well as projects with recorded funding appli-
cations. An implementation stage portfolio includes projects that have received approved funding 
decisions and have been started. Project ideas and offers of collaboration form a project idea portfolio. 

Project portfolio management covers decisions on the selection of projects, the financial management 
of projects, project portfolio reviews and actions to complete projects.  

Project portfolio review refers to the periodical review of a project portfolio. A project portfolio can be 
reviewed at the University or unit level. The review of project portfolios is an essential quality assur-
ance practice of project portfolio management. 

Project identification is the first stage in the life cycle of the project. During the identification phase, 
the management of the unit determines which project ideas or offers of collaboration are selected for 
the planning stage, whereupon the University allocates resources – at least, personnel’s time – for pre-
paring a funding application.  

Project planning begins after the project idea is considered interesting and feasible. A research plan, 
an offer and/or a funding application are created in the planning stage.  

Project implementation begins when the project funding has been approved. The implementation 
stage ends when the project ends in accordance with the schedule laid out in the funding decision. The 
implementation stage may last from a couple of weeks to several years. 

Project closure begins towards the end of the implementation stage and ends when all tasks of the clo-
sure stage have been completed. This will usually take longer than the agreed duration of the project 
laid out in the funding decision.   

Quality assurance refers to means through which set quality requirements can be fulfilled. 

Registry Office and Archive take care of document management. The Registry Office receives the 
University’s official documents such as funding decisions. The issues and their handling stages are 
registered in the case management record upheld by the Registry Office. The record helps to follow the 
progress of the handling process. The case is commenced by delivering the document to the Registry 
Office. The Archive is in charge of compiling, listing and storing documents that are permanently 
stored at the University. 

Risk is a factor that may hamper the achievement of project goals. Risks are assessed on the basis of 
their probability and seriousness. 

SAP is a financial administration system that includes, for example, project finances, accounting, 
budgeting and invoicing. 

Sole TM is a system the University staff uses to allocate their work time for cost calculation and pro-
ject cost verification.  

Steering group monitors the progress of the project and, when necessary, decides on changes needed 
along with the progress of the project.  

Unit refers to a faculty, a department, an independent institute or University Services. 

WebDynasty is the case management system of the University of Jyväskylä. 
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Summary for researchers 
 
You can use the Quality Assurance Guidelines for Project Activities as your assistance when you 
want to apply for external funding, that is, when you start preparing funding applications. The 
guidelines describe the practices of project activity at the University of Jyväskylä.   

All projects have a similar life cycle. The life cycle is divided into four parts: 1) identification of a pro-
ject, 2) project planning, 3) project implementation and 4) project closure.  

1. Identification stage includes creating and selecting project ideas. In this stage, it is important to 
find out whether there is a funder for your project idea, and will you thus proceed to the planning 
stage to compile a funding application or an offer. In the phase of creating ideas you need people 
to test your idea, for example, the head of your department, a member of your research group or 
personnel from support services. Research and Innovation Services provide assistance for finding 
funding options. 

2. In the project planning stage, you will create a funding application for the funder. Time man-
agement and a realistic plan about what to do in what amount of time are important in this stage. 
The more difficult the planning is, the more important it is. Research and Innovation Services and 
the Service Centre provide assistance for creating the funding application and the budget and ful-
filling the funder’s requirements. Please make the project announcement in the Converis re-
search information system no later than two weeks before the end of the application period. Af-
ter you have submitted the project announcement, the Service Centre can verify the viability of 
the project budget and the head of the unit can commit to the project implementation and to the 
required share of internal financing. The end result of the planning stage is a funding application 
you must submit to the funder and save in Converis.  

3. In the project implementation stage, you will realise your project in accordance with the fund-
ing decision and the plan approved by the funder. The implementation of your project will 
begin after the positive funding decision has been received and the project has been established in 
the University’s financial management system (SAP). Agree on roles and activities crucial for the 
project implementation in the initiation review. Monitor the progress of the project, anticipate the 
needs for change and discuss with the funder if necessary. The Service Centre will help you with 
all project management duties in the implementation stage. 

4. In the project closure stage, you will end the project in a controlled manner, make the results 
available for utilisation and conclude what was learned to facilitate future research and devel-
opment work. Follow the funder’s instructions in this stage, too. The Service Centre will assist 
you in the duties of the project closure stage and document archival.    
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1 Quality requirements for project activities at the University 
of Jyväskylä 
The project activities of the University of Jyväskylä should emphasise the goal-oriented nature of the 
University’s strategy and the productivity of projects.    

The quality requirements for project activities at the University of Jyväskylä are as follows: 

 The project is in accordance with the University’s strategy and the research, education, regional 
development or internationalisation goals of units. 

 The University’s internal arrangements motivate staff to plan and implement projects in accord-
ance with the University’s strategy and goals. 

 All levels of project activity (faculty, department, the Service Centre, University Services) have 
sufficient competence to implement and manage projects throughout their life cycles. 

 The University’s project portfolio is sufficiently broad, its funding structure is balanced, and in-
dividual units are prepared for liquidity challenges caused by individual project types. 

 The project’s schedule, budget and financing plan are realistic. 
 The project’s financing plan is realised. 
 The project’s goals, results and outputs are realised. 
 Funders, partners, beneficiaries and project personnel are satisfied with the project management 

and achieved results. 
 The project is well documented. 
 The project produces lasting benefits for both the University and the unit implementing the pro-

ject. 
 

2 Project activity quality assurance 
The quality of project activities at the University of Jyväskylä is assured as follows: 

 A life cycle, project management processes and responsibilities are defined for each project. 
 Obligatory and recommended quality assurance practices have been defined for projects, and 

tools for evaluating project results and management are developed. 
 Project documentation and document archiving procedures are defined and adhered to. The 

documentation procedures required by funder are also taken into account. 
 Project activity management culture and specialist and support services are developed through 

the evaluations of individual projects and the reviews of project portfolios.   
 The quality assurance of project activities is in the remit of internal auditing and auditing of the 

accounts. 
 Quality assurance practices are disseminated through training and guidance. 
 The project portfolio is regularly reviewed at the university, faculty and unit levels. 
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3 Project portfolio quality assurance 
A project portfolio can be examined at the university, faculty, department, independent institute or 
University Services levels. A project portfolio is an entity of projects at different stages in their life cy-
cle. The project portfolio of the project implementation stage includes projects that have received a 
positive funding decision. The portfolio is an extremely important tool for Deans and Heads of De-
partments to manage project activities.  

The goal of project portfolio quality assurance is to ensure that  

 implemented projects support the strategies and goals of the University and its units, 
 external funding is sufficient, and its composition is sufficiently diverse, 
 units are prepared for the liquidity challenges where project costs are covered in arrears based 

on actual costs, 
 projects risks are controlled, and  
 projects are successful and stakeholders satisfied. 

Project portfolio management includes project selection decisions, project initiation procedures, project 
portfolio reviews and project completion actions. With the exceptions of the application portfolio re-
view and the implementation stage portfolio review, project portfolio quality assurance measures are 
described in Chapter 4 because they are quality assurance measures of independent projects. 

Figure 1.  Quality assurance of a project portfolio grouped according to the life cycle stages of an indi-
vidual project 

 
  

IDEA PORTFOLIO  
Evaluating project ideas to ensure 
that the project is needed, sufficient 
resources are available and the ideas 
match the requirements of funders. 

 

APPLICATION PORTFOLIO  
Providing up-to-date information on 
prepared funding applications to im-
prove the quality of plans, increase the 
probability of approved applications 
and improve risk management. 

Projects in the closure stage are 
part of PROJECT PORTFOLIO 
Ensuring that all tasks related to the 
closure stage are completed and that 
good use is made of experiences.  

 

PROJECT PORTFOLIO 
Ensuring a good overall impression 
that supports project management, 
taking care of the sufficiency of re-
sources and anticipating possible 
needs for change.  
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It is recommended to review project portfolios periodically at the university, faculty and unit levels. It 
is good to schedule the reviews at the same time with other board reviews. Reviews are usually pro-
cessed, for example, by the board of the unit. Project portfolio reports can be created in the Converis 
system. 

Table 1.  Recommended quality assurance practice of a project portfolio  

Quality assurance practice Responsibility assigned to Documentation 

Review of project portfolio Head of the unit  Project portfolio report  

 

The review examines the completeness of projects, for example, from the following points of view: 
  
Application portfolio review  

 The number of active applications categorised by funding programmes, disciplines and/or re-
search groups 

 Funders’ feedback on funding applications 
 Utilising the feedback in future applications  

 
Project portfolio review 

 Sufficiency of external funding 
 Financial result of projects  
 Connection between the project portfolio and the focus areas and strategy of the faculty and the 

department  
 Balance of the project portfolio  
 Scheduling of projects 
 Risks 
 Quality 

 
Review of project portfolios in the closure stage 

 Reaching goals 
 Utilising results and learning 
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4 Project quality assurance 
The life cycle of an individual project consists of the identification, planning, implementation and clo-
sure stages. For each of these stages, quality assurance has its own goals. 

The goal of quality assurance in the identification stage is to  

 strategically allocate resources to the planning of external funding projects suited to the Univer-
sity and the unit. 

The goal of quality assurance in the planning stage is to  

 apply for external funding for projects that implement the University’s strategies and goals and 
that do not include large and uncontrollable risks, and  

 improve the quality of funding applications, and thereby their chances of success, and the con-
trollability of the implementation stage. 

The goal of quality assurance in the implementation stage is to 

 achieve defined goals and generate expected results, 
 stay on the schedule, 
 adhere to the cost and financing plan, 
 develop the competence of University personnel, and  
 produce lasting benefits. 

The goal of quality assurance in the closure stage is to 

 learn from projects and develop the quality of project activities, 
 ensure appropriate documentation of project documents, 
 obtain end-stage funding for projects, e.g., after the funder has approved the final report. 

Figure 2. Quality assurance practices of projects at the University of Jyväskylä in different stages of 
their life cycle 

 

1. IDENTIFICATION STAGE 
Evaluation of a project idea (recom-
mendation) 

 

2. PLANNING STAGE 
Project announcement (obligatory) 

Verifying the application’s budget (ob-
ligatory when exceeding 50,000 euro) 

The head of the unit’s commitment to 
the application (obligatory) 

3. IMPLEMENTATION STAGE 
Project initiation (obligatory) 

Initiation review as a start-up meeting 
(recommendation) or a document (ob-
ligatory) 

4. CLOSURE STAGE 
Notification on the closure of the pro-
ject (obligatory) 

Archiving of documents (obligatory) 
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4.1  Identification stage 

In the project identification stage, the management of the unit evaluates which project ideas or offers 
of collaboration are chosen for the next stage, the planning stage. The identification stage concerns in-
dividual external funding projects but it is also an essential part of project portfolio management.  

Table 2.  Recommended quality assurance practices in the identification stage  

Quality assurance practice 
Responsibility assigned 
to 

Documentation 

Evaluation of the project idea  Head of the unit  Memorandum 

Decision to move to the planning stage  Head of the unit   

 

Evaluation of a project idea 

The head of the unit and the researcher or research group preparing the idea evaluate in collaboration 
if the project idea or collaboration offer is strategically aligned with the operations of the University 
and the unit. The sufficiency of resources, the availability of funding and the need for project imple-
mentation are evaluated in the discussion. Research and Innovation Services help to find suitable 
funding options.  

 

Decision to move to the planning stage 

On the basis of the evaluation, the head of the unit decides whether to move to the planning stage to 
apply for external funding.  
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4.2  Planning stage 

If the project idea is considered interesting and feasible, the second stage in the life cycle of the project, 
the planning stage, begins. A sufficient amount of time must be reserved for the planning stage. An 
early beginning of planning often is a prerequisite for a good funding application.  

In the planning stage, it is important to carefully familiarise oneself with the funder’s goals, instruc-
tions and conditions. The conditions of funding vary programme-specifically, that is, even the same 
funder may have different conditions depending on the form of support. During the whole planning 
stage, the Service Centre helps to devise the cost estimation and the funding plan. In addition, require-
ments related to research data management, ethical evaluation of research, publication of research re-
sults and intellectual property rights must always be verified.  

Principal Investigator or other researcher responsible for the application creates a project announce-
ment in the Converis system at the latest two weeks before the end of the application period or submit-
ting the offer. Project announcement is an obligatory quality assurance practice and concerns all appli-
cations and offers of the University, regardless of the funder or the nature of the project. Also research-
ers applying for a personal grant must complete a project announcement. Based on the announcement, 
the head of the unit can verify the unit’s commitment to project implementation and the required 
share of internal funding. In the same connection, the Service Centre can verity that the budget is real-
istic and the planned costs are acceptable.  

The planning stage takes from a couple of months to more than twelve months. The stage ends when 
the funder makes a positive or negative funding decision.   

 

Table 3.  Obligatory quality assurance practices in the planning stage  

Quality assurance practice Responsibility as-
signed to 

Documentation 

Project announcement no later than two 
weeks before the end of the application call 

Researcher  Converis 

Verifying the funding application budget for 
applications that exceed 50,000 euro 

Service Centre Converis 

Decision on the unit’s commitment to the 
project implementation and the University’s 
internal share of funding 

Head of the unit Converis 

 
Funding application for the funder Researcher  Funder’s application sys-

tem 
Saving the funding application in the Univer-
sity’s research information system 

Researcher 
(Service Centre) 

Converis 

 
Saving the funding decision in the Univer-
sity’s c research information system 

Registry Office 
(Unit) 
(Researcher) 

Converis  
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Project announcement  

The Principal Investigator or other researcher responsible for the application must fill out a project an-
nouncement in the Converis system at the latest two weeks before the deadline of the application call 
or offer. The announcement includes basic information about the application/offer, a summary, a fund-
ing plan, desired results and classification information. Less information is needed for applications be-
low 50,000 euro. In addition, the drafts of research plan, project plan and budget are attached to the 
announcement. 

The Service Centre personnel helps to create a budget. The budget is always created to match the 
source of funding. For example, the model of general costs, salary costs, value added tax, procurement 
and share of internal funding vary according to the funding programme. In Converis, all applications 
exceeding 50,000 euro are automatically directed to the Service Centre for financial inspection. 

The head of the unit approves, rejects or returns the announcement. The approval of the head of the 
unit means that the unit commits to the implementation of the project, the required share of internal 
funding and other resources such as use of facilities and research equipment.  

 

Funding application  

A funding application is a legal commitment to the activities and funding of the project. The Principal 
Investigator or other researcher responsible for the application takes care of creating, signing and de-
livering the application following the funder’s instructions. The Rector’s delegation decision is fol-
lowed when signing the application. The researcher saves the final funding application into the Con-
veris system immediately after the application has been sent to the funder. The Registry Office gives 
the application a register number. The number enables following the progress of the application pro-
cess in the WebDynasty case management system. 

 

Funding decision  

The funder submits the funding decision to the University, the unit or the researcher. The recipient of 
the funding decision is responsible for submitting it to the Registry Office. The Registry Office saves 
the decision into the Converis system and enters required data into the WebDynasty case management 
system. 
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4.3  Implementation stage 

The project must be implemented in accordance with the plan approved by the funder, and the fun-
der’s funding decision and instructions must be adhered to. The practical work of the Principal Inves-
tigator is to manage the project and plan, implement, monitor and steer tasks in detail. In addition, the 
Service Centre and the management of the unit responsible for the project follow the progress of the 
project and anticipate possible needs for change. Often a steering group or a project group supports 
project implementation.  

The implementation stage can begin once the project funding has been approved and the project has 
been established in the University’s financial management system (SAP). A project initiation review is 
organised at the beginning of the implementation phase to agree on the project’s responsibilities and 
work distribution. A project initiation can be arranged as a commencement meeting, or responsibilities 
can be documented in an initiation review checklist.  

The quality of the project is monitored through the realisation of content-related goals, costs and 
schedule. 

The implementation stage ends when the project concludes in accordance with the schedule laid out in 
the funding decision or agreement.  

 

Figure 3.  Constituents of quality in an individual project 
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 Schedule 
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 Risks 
 Quality 
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 IPR  
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and  
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Table 4. Obligatory quality assurance practices in the implementation stage  

Quality assurance practice 
Responsibility as-
signed to Documentation 

Registering project initiation data Service Centre  Converis 

Project’s financial initiation  Financial Services  SAP 

Project changes Service Centre Converis  

 
Project initiation review Service Centre 

(Researcher) 
Converis 

 

Registering project initiation data and project changes 

After a unit has decided to implement a project, it is established in the SAP system and thus made a 
part of the University’s financial management system. The Service Centre verifies in Converis that the 
project’s financial information and other data are in compliance with the funding decision. The Uni-
versity needs the project financial data in its financial statement and other authority reporting. Finan-
cial Services opens the project in SAP. The Service Centre saves the project budget and planned invoic-
ing schedules in SAP. 

The Service Centre reports all changes that affect the project’s financial data in real time to Financial 
Services. For example, modifying the implementation schedule, adding automatic tax deduction or 
adding a project component change the project’s financial data. Financial Services makes necessary 
changes to the SAP system. 

 
Project initiation review 

The purpose of the initiation review is to ensure that responsibilities and work distribution are clear 
for all project participants right from the beginning. The Service Centre takes care of organising the 
initiation review in cooperation with the Principal Investigator. The initiation review can be organised 
as a commencement meeting (recommendation) or as a checklist documented in Converis (obligatory 
quality assurance practice). At least the following things must be agreed on: 

1. Staff 
Persons working in the project and their responsibilities are defined in the initiation. In addition, 
possible hiring and induction of staff and the monitoring of work time allocation are agreed. The 
reporting of salary costs is based on comprehensive allocation of work time in the Sole TM infor-
mation system. The project staff allocates the actual working hours monthly with the accuracy of 
one hour for the days they have worked for the project. Any other working hours are also regis-
tered monthly. Work time must be allocated at the latest on the third day of the following month. 
The normal daily work time is 7 hours and 15 minutes. 
 

2. Steering group and other groups  
A steering group is established for a project always when the funder so requires. A steering group 
monitors and guides the progress of the project and decides on needed changes. The composition 
and practical operating methods of the steering group are agreed in the review. Large projects 
may also have a project group that is formed of, for example, the leaders of subprojects. 
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3. Schedule 
During a project, there often are needs to change and specify the schedule. In the review, it is 
agreed how the schedule implementation is monitored, change needs recognised and necessary 
changes decided. Changes to the project implementation schedule must be approved by the fun-
der. 
 

4. Monitoring and reporting on the progress of the project 
During a project, progress concerning content is monitored and compared to the project plan. The 
monitoring is based on the funder’s instructions but additional own monitoring is also useful. In 
the review, it is agreed what monitoring and evaluation data is collected, how the data is collected 
and who collects it. Similarly, it must be agreed how the project quality is assessed and if an eval-
uation or stakeholder survey will be made in the project.  
 

5. Financial monitoring and reporting 
Each project has its own project number for which all project costs are registered. Work time is 
allocated in Sole TM, travel costs in SAP and purchase invoices and procurement in Martti. The 
Service Centre will take care of invoice registration, invoicing, producing financial reports for 
projects and seeking payments in accordance with the project plan. Project costs must be budg-
eted at annual level by the types of costs in SAP. 
 

6. Agreements 
The Principal Investigator is responsible for preparing required agreements. In the implementa-
tion phase, an agreement may concern, for example, the transfer of rights, confidentiality, partici-
pating to funding or a public procurement. Agreements are signed in accordance with the Rec-
tor’s Delegation Decision. Legal services will help to finalise agreements. 
 

7. IPR 
The funder’s IPR conditions and required transfer of rights agreements must be noted in the re-
view, as well as if the project is expected to produce research results that need to be protected. 
The Principal Investigator is responsible for launching protective measures early enough and 
must see to that transfer of rights agreements are signed. Research and Innovation Services and 
Legal Services assist in all questions related to IPR.  
 

8. Ethical viewpoints 
It is verified in the review if a research permit, a description of the research data file, an ethical 
pre-assessment, a conflict of interest notification, etc., is needed in the project. Usually funders 
require responses to ethical questions already in the application phase. 
 

9. Documentation 
Careful documentation supports monitoring, reporting, evaluation and communication in the 
project. Documentation is also part of risk management because usually in problem situations it 
only matters what is documented. The archive formation plan of the University defines what pro-
ject documents must be archived either permanently of for a fixed period. All documents ar-
chived in the project are saved in Converis in real time. 
 

10. Communication 
Communication ensures the speed, coverage and correctness of the flow of information. If the 
project does not have a separate communication plan, the communication responsibilities, the tar-
get groups and the channels and means of communication must be agreed on in the review. Most 
terms and conditions for funding require that the funder’s logos are used in communication mate-
rials. 
 



  

 

 

17 
 

11. Procurement 
Procurement must follow the procurement instructions of the funder and the University. The per-
son responsible for the project’s procurement is defined in the initiation review. The procurement 
team of Financial Services advises in creating procurement agreements and invitations to tender. 
 

12. Risk assessment and management 
The purpose of risk assessment is to evaluate and reduce risks that threaten the success of the pro-
ject. Risks may be related to the content of the project, external factors or risk management. The 
anticipation of risks and operating procedures in different risk situations are agreed in the review. 
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4.4  Closure stage 

Projects are temporary by nature and, thus, must also be closed. A closure means that the project is 
ended in a controlled manner, its results are made available for utilisation and learnings and experi-
ences are collected for future research and development. In the closure stage, project staff is revealed 
from project duties. The utilisation of results may refer to scientific publications, reports, commerciali-
sation, establishment of operations, follow-up projects and other spreading or communication of re-
sults.  

The closure stage of a project begins already during the implementation stage and ends when all tasks 
have been completed. This will usually take longer than the duration of the project laid out in the 
funding decision   

Table 5.  Obligatory quality assurance practices in the closure stage  

Quality assurance practice 
Responsibility as-
signed to  Documentation 

Project evaluation (recommendation) Researcher 
(Head of the unit) 

Report 

Final reporting (obligatory, if required by 
the funder) 

Researcher Converis 

 
Project closure notification  Service Centre Converis 

Closing the project in the financial manage-
ment system  

Financial Services SAP 

 
Archiving the documents Service Centre 

(Researcher)  
Converis 

 

Project evaluation 

The Principal Investigator or the head of the unit may decide on external evaluation, self-evaluation or 
a survey for stakeholders. In addition to the success of the project, it is also good to clarify the success 
of project management in the evaluation. Quality requirements for project activities at the University 
of Jyväskylä (Chapter 1) and constituents of quality in an individual project (Figure 3) provide per-
spectives to the evaluation. 

Final reporting 

A final report describes what was accomplished in the project, how the goals were achieved and what 
was learned. If the funder does not have a template or clear instructions for final reporting, the Princi-
pal Investigator decides on reporting. It is good to clarify the requirements of final reporting at the be-
ginning of the implementation stage so that data needed for the final report can easily be collected 
during the project.  

Closing a project in the financial management system 

The Service Centre notifies in Converis, when the financial management of the project can be closed in 
the system. Based on the notification, Financial Services closes the project in SAP. 
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Archiving documents 

The Service Centre marks documents to be archived in Converis and the Registry Office collects them 
for archival. The archiving checklist created by the Registry Office is used as a guideline.
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