GUIDELINES FOR PREPARING PROJECT REPORTS

Guidelines, DRAFT Version 1.1, July 2001

Disclaimer :  This document provides only guidance for the reporting of projects for  the Microelectronics action lines.  It in no way substitutes or replaces any contractual conditions associated with the contracts, and no rights can be derived from the contents.
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0. Introduction

This document has two objectives:

1.
To establish the general and uniform reporting framework for RTD projects towards the Commission.

2.
To support an effective monitoring of projects by the Commission.

Under the provisions laid out in the project contract, contractors are required to submit to the Commission a number of reports.
 An overview is presented in table 1.

These reports are intended to serve the following purposes:

(i)
to provide a means of monitoring all project work undertaken

(ii)
to provide a structure for the review and evaluation of progress achieved

(iii)
to assist in identifying appropriate actions necessary for the achievement of project goals

(iv)
to confirm the relevance of the project objectives and approach

(v)
to provide material for publicity and dissemination activities initiated by the Commission.

Should any questions arise as to the preparation of these reports, project participants should contact the Project Officer (PO) assigned to the project.

The guidelines are intended for the Research and Technological Development projects including Demonstration projects.  They might be used for other activities at the discretion of the Project Officer with suitable adaptation.

Scope of reporting

The reporting to the Commission should cover all aspects of the project, including:  project management and administration, project technical progress and achievements, project external impact i.e. dissemination, use, exploitation and technology transfer, and the public awareness and publicity of the programme. 

The project management/administration and technical progress and achievements are covered by two levels of reporting:  Periodic Progress Reports (PPRs) and Management Reports.  Cost Statements are coupled to the PPRs. The Final Report should cover all achievements of the project.

Technical progress and achievements are documented in the deliverables specified in Annex 1 to the contract, Description of Work.  The deliverables should not be written for the sole benefit of the Commission, but also serve for dissemination and exploitation.  For ease of identification and overview, the table shown in Appendix 2 should be submitted along with the individual deliverables, each of which should use the summary sheet shown in Appendix 3 as a cover page.

The project’s external impact, in terms of both plans and achievements, is covered by the Dissemination and Use Plan and, after the end of the project, by the Technology Implementation Plan.

Support to publicity is provided by the Project Presentation, the publishable version of the Final Report, and by the Technology Implementation Plan. These are in addition to publicity activities undertaken directly by the consortium.

The quality of the documentation and reporting should be to best industrial/commercial practice.

Copies of reports, frequency, delivery means

The number of copies and frequency of the contractually required reports are given in the contract or in its annexes. 

Where not explicitly given, the number of copies and frequency will be determined in consultation with the Project Officer. The delivery means can be paper or electronically via CD-Rom or email.  It would be useful to agree this with the Project Officer early in the project.  

The number of copies indicated in the contract normally include the copies needed for project monitoring, which is usually done with the assistance of external experts. The consortium normally forwards the documents directly to the experts, after these have been agreed with the Project Officer.

TABLE 1 – AN OVERVIEW OF THE REPORTS REQUIRED


TITLE 
FREQUENCY and reference


For Publication

1.
Periodic Progress Report (PPR)
The Contract specifies the frequency.  
Best practice is every either 6 or 12 months, due within 1 month of the end of the period covered by the report, or 10 working days before a periodic review meeting – whichever comes earlier.
See Art. 4(1) of Annex II of Contract.  It is however recommended that the publishable PPR is its executive summary (1-2 pages) in the style of a press release.

2.
Management Report (MR)
As agreed with the Project Officer.  Best practice is every 3 or 6 months, due one week after the end of the period covered by the report. 
No

3.
Cost Statement (CS)
The frequency is specified in the Contract
No

4.
Final Report (FR)
See Art. 4.1(iii) of Annex II.  Within 2 months of project’s end.  Best practice is that report is available 10 working days before the final review.
See Art. 4(1) of Annex II .

5.
Project Presentation
Optional deliverable for all projects due on month 3-6
 and updated yearly
Yes

6.
Dissemination and Use Plan (DUP)
Mandatory deliverable for all RTD projects due on month 6 from the start of project. Can be updated during the course of the project.
As defined in Annex I of Contract -  Description of Work

7.
Technology Implementation Plan (TIP)
Within 2 months of project’s end
.  Best practice is that the TIP is available 10 working days before the final review.
Parts 1, 3 & 4

1. Periodic Progress Report

What is the Periodic Progress Report

The PPR provides a comprehensive account of the progress made by the project during the reporting period.  The report should also address issues and problems affecting the progress of the project and co-operation inside the consortium, with the Commission or with other projects.

The submission of a PPR is normally synchronised with the Cost Statements for the same period; the frequency is usually 6 or 12 months, as specified in Article 4(2) of the contract. The PPR will be used in the preliminary acceptance of costs.

The PPR should contain the following information;

(i)
A detailed account of progress made

(ii)
Resources employed

(iii) Specific results obtained

(iv)
Deviations from the work schedule - where necessary

(v)
Planned modifications to the work schedule for the next reporting period - where necessary.

The size of the PPR is dependent on the size and complexity of the project as well as on the reporting period and management style of the consortium.  However, it should be clear and easily readable without repetition.  The report should as much as possible also serve internal project reporting purposes. 

The report will be used by the PO (and appointed Commission experts) for progress monitoring and is a prerequisite for the preliminary acceptance of the costs claimed.  The report may be commented upon by the PO (and experts) at appropriate points in the monitoring process. 

In order to be of value, the report should be provided well ahead (at least 10 working days!) of the review meeting or other assessment of progress for the period, or within 1 month after the period covered.

How should the Periodic Progress Report be structured?

The Periodic Progress Report can be structured as follows:

· Front page – with the acronym, number and title of the project, the title of the report, the reporting period, the start date and the duration of the contract and the name of the co-ordinator and other contractors (see Appendix 1 for template/outline).

· Table of Contents

· Executive summary - providing an overview of the work carried out.  The executive summary should focus on the objectives and main achievements realised during the reporting period, as well as on the expected end results and their expected impact.  Public visibility, external cooperation and other activities beyond the borders of the project should also be covered.

· Work progress overview - should be clear and concise giving an overview of current as well as planned activities:

1. Specific objectives for the reporting period

2. Overview of the progress of the project during the reporting period, including:

· Description of milestones & deliverables accomplished and any other concrete results achieved. In the case of Assessment projects, this section should clearly describe to what extent the success criteria have been reached.

· An updated Gantt chart showing progress made per task.

· A table of deliverables produced during the report period (See Appendix 2 for template).

·  Summaries of Deliverables - a short description of each deliverable produced during the report period (see Appendix 3 for template).

3. Comparison of planned activities and actual work accomplished during the reporting period. Indication of deviations from the work schedule with recommendations for corrective action (where necessary).

4. Activities should be listed according to workpackages and tasks (and not per partner). The contribution of each partner can be reported using a Progress Overview Sheet (see Appendix 5). The Project Co-ordinator should summarise the effort used and planned for the period, e.g. using a template as the one given in Appendix 4(a). Any major difference between planned and actual efforts should be justified.

5. World-wide 'state-of-the-art' update; this section should provide an account of recent technical developments world-wide, which do not already appear in the Description of Work and which have relevance to the work carried out in the project.  Such developments should be listed with an evaluation and analysis of their impact on the project. Any actions taken in response should be described.

6. Clarifications given on comments and recommendations made by the reviewers in previous review reports where necessary.

7. Brief account of planned work for the next reporting period.

· Project Management and co-ordination should give an overview of the project management issues like project meetings, co-operation within the consortium, possible problems encountered and solved, activities related to standardisation, co-operation with other EU or national/international projects, etc. 

Contractual issues - such as a change of status of a partner company, or a change in the authorised contact person or the scientific person in charge of the project for one of the partners should be reported. Changes in the persons involved in the project should also be raised.

· Cost breakdown - costs incurred for the reporting period in €. This information should include a comparison between budget spent and budget allocation. The consolidated costs since the beginning of the project should be given for comparison in a separate column (please refer to Appendix 4(b)). 

· Information dissemination and exploitation of results – actions that have been taken or are planned to disseminate information regarding results obtained. Such actions might include the organisation or participation in conferences and/or workshops, the publication of articles, brochures and other material. Details like the name, date and venue of an event, the number of participants etc. should be provided. A copy of the presentation, publication or article could be made available on the web site of the project and only referred to in the PPR.

Actions that have been taken to facilitate the exploitation of project results, like contacts with potential users, demonstrations, patents applied for etc. should also be given. 

Publishable part of Periodic Progress Report

Annex II to the Contract specifies that if the report is not publishable in full, then it shall be accompanied by a publishable version. There are currently no plans to publish Progress Reports in full. However, the Executive Summary part of the PPR should be publishable and submitted in the style of a communication to the press. Any “success stories” from the project should be outlined here.

2. Management Report

What is a Management Report?

The Management Report (MR) provides a short, clear overview of the progress made in the project during the reporting period.  The aim is to inform the Project Officer of the progress of the project and of any issues needing action from the side of the Commission or where the Commission should be kept informed.  The frequency of the MR is agreed with the Project Officer, but it is recommended to submit a MR every 3 months in case that a PPR is submitted every 6 months, or every 6 months in case that a PPR is submitted every 12 months.  The MR is normally only sent to the PO as well as to the consortium members, and not to outside experts.  The preferred means for transmission is by email or fax within one week after the end of the period.
The MR contains the following information:

(i)
A brief account of progress made with any important results obtained

(ii)
Actual vs. planned resource allocations with indication of deviations from the work schedule and recommendations for corrective action (where necessary).

(iii)
Planned modifications to the work schedule for the next reporting period (where necessary).
(iv)
Problems and possible remedial actions by the consortium or the Commission.

The typical size of a Management Report is a couple of pages. The report will be reviewed by the PO, and commented upon when necessary. The PO may also dispense the consortium from the obligation to provide the MR in case that other documents and information provided by the coordinator allow him/her to have an adequate picture of project progress or other issues.

The first page of the MR should identify the acronym, number and title of the project, the reporting period, the start date and the duration of the contract and the name of the co-ordinator (you may use Appendix 1 as an example). 

3. Cost Statements

Contractors are advised to refer to the Articles 22, 23, 24 and 25 of Annex II of the Contract and the sheets annexed as Part E-1, E-2, E-3 to the Annex II of the contract, and also to the Commission publication "Guidelines on Major Financial Provisions for Cost Reimbursement Research Contracts " available on the IST web site under

http://www.cordis.lu/fp5/financial-guides.htm
The submission of Cost Statements is synchronised with the respective Periodic Progress Report.  The Cost Statements for the reporting period can only be provisionally accepted when the corresponding PPR(s) is available.  They need not to be delivered together, but the cost acceptance and subsequent payment is only done after the PPR has been received and accepted. The information given in the PPR (e.g. through the table in Appendix 4(b)) should be consistent with the reported costs, in form E-2 in particular.

4. Final Report

What is the Final Report ?

This report should provide a comprehensive view of the results obtained, the methodologies and approaches employed, changes in the state-of-the-art since the project was contracted, and elaborate on the degree to which the objectives were reached.

The final report must be submitted within 2 months of project completion, cessation, or termination.  The Commission services shall comment on this report within 2 months of submission. 

The report must be accompanied by a Periodic Progress Report for the last period.  Therefore the managerial and administrative aspects should not be repeated in the Final Report.

Although the Final Report is contractually due two months after the end of the contract, a draft should be available 10 working days before the final project review; this will facilitate the assessment of the project and will allow the experts to suggest improvements in the final and the publishable versions. 

How should the Final Report be structured?

· Front page - acronym, number and title of the project, title of the report, the reporting period under review, the start date and the duration of the contract and the name of the co-ordinator and other contractors of the project (please refer to Appendix 1).

· Table of Contents
· Executive Summary - a summary of the objectives and main achievements of the project; the Consortium's composition and the roles of the partners involved should be also described.

· Project objectives
· Methodologies employed to achieve the project objectives - this should include comments on the advantages of methodologies used over other possible alternatives through a review of the world-wide 'state-of-the-art'

· Project results and achievements – including: 

-
comparison to the original project objectives

-
relations and synergies with other relevant projects

-
any implications for EU policies and standards.

-
any benefits to society - this section should include a brief discussion on how project results may potentially contribute to:

o
enhancing European competitiveness in a particular market;

o
support the future growth of European industry;

o
protecting and preserving the natural environment and resources;

o
the quality of life;

o
employment within the European Union.

· Deliverables and References - the major project deliverables should be briefly described and a comprehensive table of deliverables attached. Other references like articles, conference presentations etc. should also be listed.

· Future Outlook – A description on how the results and achievements of the project have benefited each partner and how the partners intend to use and exploit these further.

· Conclusions
Publishable Final Report

The publishable Final Report is a report submitted in a form suitable for publication by the Commission services.  The Annex II to the Contract, Article 4 stipulates that if the Final Report cannot be published, an additional report must be provided.  “The final report suitable for publication shall include sufficient information on new developments to enable third parties …. to be informed of opportunities to request licenses in respect of knowledge.”

If a publishable final report is submitted separately, it can use the same structure as the Final Report.  In agreement with the Commission, this obligation can be discharged if the consortium have actually published the results in the form of a book, articles etc. 

Since the Publishable Final Report is targeted at a wide audience, it should be written in plain language and be comprehensible by a non-expert.

The Commission services shall comment on this report within two months of submission. 

5. Project Presentation

What is Project Presentation?

The Project Presentation is a very short description of the project objectives, approach and expected results, as well as the participants in the project. A Project Presentation is a recommended deliverable for all IST projects (see Guidelines for Contract preparation). The Project Presentation as well as the Project Summary, Form A2, are used by the Commission to provide information about the funded IST projects.

The Project Presentation should be in English and should be submitted in two forms:

a) A written document not exceeding two pages.

b) A slide presentation not exceeding 3 slides.

How should the Project Presentation be structured?

The written document should contain the following information:

Project number and acronym
Project title
Key Action/Action line 

Project logo (if any)

Project abstract


Objectives
Description of work
Milestones and expected results

List of participants (organisation name, country)
Total cost (€),  Community funding (€)
Project start and duration (months).

Co-ordinator contact details

The description should be written in a style which is accessible to the non-specialist, avoiding technical language, mathematical formulae and acronyms as much as possible. The inclusion of photos, diagrams and other illustrative material is welcome. If the consortium also have a web based version, a copy of this would be appreciated.

Other publishable and especially visually valuable illustrations relative to the project would be well received by the Commission.  Electronic delivery and a permission to publish would be useful.

How should the slide presentation be structured?

The following should be shown on all slides (see Appendix 6):

Project number and acronym
Project title
Key Action, Action line
Project logo (if any)

Assuming there are two slides, the first could state the project objectives, short description of work, and/or the expected results.

The second slide could summarise the participants (organisation name, country), total cost and  Community funding (€), the project start date and duration (months), as well as the co-ordinator’s contact details.

Photos, diagrams and other illustrative material is highly appreciated. Electronic delivery and a permission to publish would be useful.

In addition, the consortium is expected to establish and maintain a web page with project information; links to the IST programme, and to partners’ web pages are also expected.  The consortium is encouraged to use best publication practices and amend the material as they see fit.  The text should always clearly indicate that the work takes place with the financial support of the IST Programme of the European Union.

When is a Project Presentation to be submitted?
The deliverable is normally foreseen between project months 3-6.  Should major changes occur or when significant results have been reached, the consortium is encouraged to submit an updated Project Presentation.  These may also be synchronised with publication plans initiated by the IST programme.

6. Dissemination and Use Plan

What is Dissemination and Use Plan?

The “Dissemination and Use Plan” should describe:

· plans for the dissemination of knowledge gained during your project (notwithstanding any restrictions imposed for the protection of this knowledge)

· tentative exploitation plans of the consortium as a whole or of individual participants.

The “Dissemination and Use Plan” provides a basis for the Technology Implementation Plan to be submitted to the EC towards the end of the project. It should be completed and supplied to the Commission no later than project month 6.

Proposed structure of the “Dissemination and Use Plan”

- Cover Page

See Appendix 1


- Part 1: Overview
1.1 Overview of expected results

1.2 Approach to Dissemination and Use 



1.3 Market Projections


- Part 2: Description of Dissemination Plan


2.1 Conferences



2.2 Publications



2.3 Web presence



2.4 Clustering and standardisation



2.5 Other


- Part 3: Description of the Use Plan (by result)


3.1 Description for result 1



3.2 Description for result 2



3.n Description for result n
Part 1: Overview

Section 1.1 should only include those results that could either be disseminated or exploited.  Intermediate results should not be given.  A tabular form could be used giving for each result a title, timing of when the result would be available, and whether the results are for dissemination and/or use.

Section 1.2 “Approach” should build on the “Dissemination and Implementation” work package that was included in the “Description of Work”.  Partners are encouraged to take a broad view on dissemination, considering setting up web-sites, organising conferences, publications etc. With respect to Use, consideration should be given to Intellectual Property protection, potential markets/users of technologies, components, systems and services developed in the project, and also to the development of courses, training materials, etc. In the development of the Use Plan, use could be made of information contained in the Consortium Agreement and the drafting of the Technological Implementation Plan should be kept in mind.

Section 1.3 ”Market Projections” should provide a brief description of the future market(s) targeted by the project and the strategy for approaching them.

Part 2: Description of Dissemination Plans

This essentially comprises conferences, publications, presence on the web and efforts for clustering and standardisation.

In Section 2.1 “Conferences”, conferences at which project results are expected to be presented should be listed.  In cases where a conference is organised by the project consortium, information on the planning of this conference should be included. For each of the conferences under consideration, the conference title, timing, and the envisaged participation by the project (who and what) should be given. It is understood that early in the project an exact plan cannot be given and only provisional information can be provided.

In Section 2.2 “Publications”, the intended journals of publication should be given along with a list of already foreseen publications (if any).

In Section 2.3 the project web presence should be briefly described.  This should include whether a specific web-site will be (or has been) set up, how it will be maintained and by whom, and the information that will be made available on this web-site.

Section 2.4 ”Clustering and Standardisation” should at least indicate the list of projects relevant to the on-going work (at European or national level) and with which clustering or information exchange might be beneficial. Any relevant standardisation committees including ad hoc/industrial standards should also be mentioned.

In section 2.5 “Other”, consideration could be given to newsletters, press releases (especially at the launch of the project and when major results are obtained), questionnaires etc. which would contribute to the dissemination of the results of the project.

Part 3: Description of Use Plan

In order to be compatible with the Technological Implementation Plan, this part should be organised according to anticipated results (knowledge) that have exploitation potential.

For each of these results, the following information should be given:

· Brief description of the result, including a self-descriptive title, innovative nature compared to the state of the art, and potential applications.

· Possible future market impact of the result, including time frame, potential “buyers”, or ultimate end users.

· Approach for promoting the use of the result, including:
- intention to protect the Intellectual Property (see form in Appendix 7)
- steps that need to be taken in the participants’ organisations to ensure exploitation
– intention to set-up/spin-off new companies. 

When is a DUP to be submitted?

The first version of the Dissemination and Use plan (deliverable) should be delivered not later than project month 6.  The consortium should in their deliverable list have scheduled updates in line with major achievements and milestones.  It is expected that parts of the material from the DUP can be re-used in the TIP.

7. Technology Implementation Plan

What is the Technology Implementation Plan ?

The Technological Implementation Plan (TIP) is a specification for the use, dissemination and exploitation of the results of a project.  The TIP will describe the participants’ actual achievements in dissemination and their plans for the exploitation of their results.  The TIP should be self-contained and its reader should not need to refer back to the Dissemination and Use plan.  The TIP is a contractual deliverable for all projects under FP5; it is also the basis for the Commission's monitoring and evaluation of the exploitation phase of the project (see Article 28 of Annex II of the contract).

If the intention of the consortium is that other organisations should exploit the results then publicity is a key factor. The Commission will provide help by publishing information about the results on CORDIS. This can take the form of a Results database entry, a multimedia Technology Offer page, and inclusion in paper publications.

The TIP is not a static report but an active document that can be completed at the start of the project and updated at mid-term and at project completion.  Drafts of the early versions can accompany the Dissemination and Use Plan.

Why to have it?

The value of research results to European research, industry and citizens is the fundamental justification for the European Community to co-finance projects under the Framework Programmes. The exploitation of results, either by the project partners themselves, or by others through publication and dissemination, has always been an important obligation on project contractors. The TIP, in a single comprehensive form, allows the project contractors to show how they are going to meet their obligations, enables the Commission to gather information needed to make evaluations and internal comparisons, and provides dissemination services such as CORDIS with the non-confidential information for publication.

What does the TIP  consist of?

The IST version of the TIP description should be used.  It is in four parts:

· Part 1. An overview of the results summarised by the Project Co-ordinator

· Part 2. A confidential part for each partner to describe how they will exploit project results within their organisation

· Part 3. A publishable description by individual partners of results available through them for exploitation by others

· Part 4. A summary by the Project Co-ordinator of the European added value from the project as a whole

How is the TIP completed?

The TIP is completed jointly by the Project Co-ordinator and those Project Partners owning the individual results. Some parts, such as the summaries only require one document. Other parts require a document for each result.  Parts 1 and 4 are completed centrally by the Co-ordinator. Part 3 is completed by individual partners and assembled by the Co-ordinator. Part 2 is also completed by individual partners but, being confidential, may be assembled by the Co-ordinator or alternatively submitted directly to the Commission by each partner.

Parts 1 and 4 are compulsory as they summarise the project. Parts 2 and 3 are optional according to the exploitable results generated by the project and the partners involved in exploitation. However, all projects are contractually obliged either to exploit the results within the project partnership or to make the results publicly available for exploitation by others. Thus either a Part 2 or a Part 3 must be submitted for each result in order to meet the minimum contractual requirement.

When is the TIP submitted?

The TIP is to be delivered as specified in the contract (see Art. 16 (1) of Annex II). 

How to get a copy of the template?

The Technological Implementation Plan data sheets are available as a predefined form in Microsoft Word format. The file may be downloaded from the European Commission's CORDIS web site at:
 http://www.cordis.lu/fp5/tip.htm 
or may be obtained by e-mail from the IST programme info desk (E-mail: ist@cec.eu.int,  Fax : +32-2-296.83.88) or from your Project Officer. The TIP form is available electronically in MS Word 97 (.doc), and Portable Document Format (.pdf) on the Cordis web site.

To facilitate the analysis of the information received and allow non-confidential information to be extracted automatically, it is requested to submit the TIP in an electronic form.  The new version of the TIP (version 3.x) is applicable to both FP5 and FP4 projects. 
Appendix 1 – Template for a Report Cover Page

The following templates and form are illustrative, the templates can be used including the layout shown, the information items within them are the more important.

<Project Logo if existing>
<Project Acronym>
<IST–YYYY-XXXXX>

<Title>



Periodic Progress Report N°:1

Covering period 1.1.2001-30.6.2001

Report Version:

Report Preparation Date:

Classification:

Contract Start Date:


Duration:

Project Co-ordinator:

Partners:
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Project funded by the European Community under the “Information Society Technologies” Programme (1998-2002)

Appendix 2- Deliverables Table

DELIVERABLES TABLE

Project Number:



Project Acronym:

Title:

Del. No.
Revision
Title
Type1
Classifi-cation2
Due Date
Issue Date

























































1 R: Report;  D: Demonstrator;  S: Software;  W: Workshop; O: Other – Specify in footnote
2 Int.:
 Internal circulation within project (and Commission Project Officer + reviewers if requested)

  Rest.: 
Restricted circulation list (specify in footnote) and Commission SO + reviewers only

  IST: 
Circulation within IST Programme participants

  FP5: 
Circulation within Framework Programme participants

  Pub.: 
Public document

Appendix 3 – Deliverable Summary Sheet

DELIVERABLE SUMMARY SHEET

Project Number:

Project Acronym:

Title:

Deliverable N°:

Due date:


Delivery Date:

Short Description:

Partners owning:

Partners contributed:

Made available to:

Appendix 4 (a)- Comparative Information on Resources (Person months)

Example:

Effort in person months for reporting period 1/1/2001 -30/6/2001


Partner A
Partner B
Partner C
Partner D
Total


Period
Total
Period
Total
Period
Total
Period
Total
Period
Total

WP/Task
Est.
Act.
Est.
Act.
Est.
Act.
Est.
Act.
Est.
Act.
Est.
Act.
Est.
Act.
Est.
Act.
Est.
Act.
Est.
Act.

WP1





















 Task 1.1





















 Task 1.2





















WP 2





















 Task 2.1





















 Task 2.2



































































































































Total





















Period: 
Est.: estimated effort in contract for period
 

Act.: effort actually spent in period

Total:

Est.: estimated cumulative effort to date in contract

Act.: cumulative effort to date actually spent

Appendix 4 (b) - Comparative Information on Resources (Costs)

Example:

Costs in euro for reporting period 1/1/2001 -30/6/2001


Partner A
Partner B
Partner C
Partner D
Total


Period
Total
Period
Total
Period
Total
Period
Total
Period
Total

Cost category
Est.
Act.
Est.
Act.
Est.
Act.
Est.
Act.
Est.
Act.
Est.
Act.
Est.
Act.
Est.
Act.
Est.
Act.
Est.
Act.

Direct costs





















1. Personnel





















2. Durable equipment





















3. Subcontracting





















4. Travel and subsistence





















5. Consumables





















6. Computing





















7. Protection of knowledge





















8. Other specific costs





















Subtotal





















Indirect costs





















9. Overheads





















Total





















Period: 
Est.: estimated costs in contract for period 


Act.: actual costs in period 

Total:

Est.: estimated cumulative costs to date in contract 

Act.: cumulative actual costs to date

Appendix 5 – Progress Overview Sheet (per partner)

PROGRESS OVERVIEW SHEET

Organisation: 

Workpackage/Task
Planned effort

Planned Date

Actual Date

Resources employed2
Cumulative Resources2


Whole Project
Start
End
Start
End
This Period
Since start

WP n








   Task n.1








   Task n.2








WP n+1








   Task n+1.1








Total








One person month is equal to 
Xxx

Person hours

Main contribution during this period

Workpackage/Task
Action

WP n


Task n.1


 

Task n.2




WP n+1


Task n+1.1




Task n+1.2




Deliverables due this period

Deliverable number
Title of Deliverable
Status (Draft Final, Pending)





Dissemination actions (articles, workshops, conferences etc.)



Deviations from the planned work schedule/reasons/corrective actions/special attention required



Planned actions for the next period



Appendix 6 – Slide template for Project Presentation

Appendix 7 – Intention to protect intellectual property

intellectual property rights
Indicate all generated knowledge and possible pre-existing know-how (background or sideground) being exploited

Type of IPR
Tick a box and give the corresponding details (reference numbers, etc.) if appropriate.
Knowledge (K)/

Pre-existing know-how (P)


Current
Foreseen


Patent applied for
( …………………………..
(


Patent search carried out
( …………………………..
(


Patent granted 
( …………………………..
(


Registered design
( …………………………..
(


Trademark applications
( …………………………..
(


Copyrights
( …………………………..
(


Secret know-how
( ..........................................
(


Other – please specify :
( …………………………..
(


�








� Art. 4 of Model Contract for Cost reimbursement for research and technological  development projects and Art. 4 of Annex II of Model Contract (� HYPERLINK http://www.cordis.lu/fp5/mod-cont.htm ��http://www.cordis.lu/fp5/mod-cont.htm�)


� The Contract is the Model Contract for Cost reimbursement for research and technological development projects.  The Annex II is  annex  II to the contract, General Conditions. The reporting is described in Article 4 of contract and Article 4 of Annex II.


� See Guidelines for Contract Preparation for Co-ordinators of IST projects (http://www.cordis.lu/ist/cont-prep.htm)


� Model Contract for Cost reimbursement for research and technological development projects Article 16 (1) of the Annex II – General Conditions


� Each partner should fill in its own Progress Overview Sheet for a period in question. The Project Co-ordinator will check and approve the forms and attach them to the corresponding PPR.


� In person months (or in person hours)


� Project month when the activity was planned to be started or to be completed


� Project month when the activity was actually started or completed


� Give a figure used for converting person hours to a person month
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