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(Other) Report # (number)

Project Number and Project Acronym:    eTEN…………………………………………...
Reporting Period  -  Month/Year to Month/Year - ………………………………………...

Notes on completion of this report:

This template has been designed to reduce the work involved in reporting on eTEN projects without loosing any of the information collected in the different types of reports previously used.
This template should be used for all 'periodic' project reports (quarterly, six-monthly and, where appropriate, milestone and annual). 

Where six-monthly progress reports are required, the report should be titled 'Quarterly Management Report – indicate number' and 'Periodic Progress Report - indicate number'.
Where annual reports are required, the report should be titled 'Quarterly Management Report – indicate number' and 'Annual Report - indicate number'.
Where milestone reports are required, the report should be titled 'Quarterly Management Report – indicate number' and 'Milestone Report - indicate number' if the report coincides with a three-month period, otherwise use the title 'Milestone Report - indicate number'.
The numbering of the Quarterly Management Report (QMR) should indicate the 'quarter' referred to in the report. The numbering of the Periodic Progress Report (PPR) should indicate the 'semester' referred to in the report. The numbering of the Annual Report (AR) should indicate the year referred to in the report. In this way the PPR, AR and related QMRs are the same report serving different contractual purposes.

Each report, after the first, should be cumulative; the information from each reporting period should be added to the previously submitted version of the report. In this way the latest report contains all of the reporting information to date.

Co-ordinator contact person (Financial/Administrative if used, otherwise Coordinator)
Name:

Address:

Phone Numbers (Fixed and Mobile):
Fax Numbers:
E-mail addresses:
Project web sites & other access points:

Date:………………….Name:……………..……….Signature:….……………..…………
.
Executive Summary 


Service summary description

Customer/User description


Main achievements


Progress in implementation of the ‘Description of Work’/problems encountered


Highlights/anticipated problems for next reporting period

In the description of the above items reference should be made to the relevant work packages. This part should be 1 page maximum (use ‘bullet’ style presentation).
1 – Overview

1.1 Objectives

	Objectives
	Progress towards achieving objectives

	· 
	


1.2 Work packages

	Work package
	Planned date
	Actual date
	Comments

	WP01 - ………..
	
	
	

	WP02 - ………..
	
	
	

	Etc…
	
	
	


1.2.1 Milestones (ID projects)
	Milestone
	Planned date
	Actual date
	Comments

	M01 - ………..
	
	
	

	M02 - ………..
	
	
	

	Etc…
	
	
	


1.3 Deliverables

	Deliverable Code & Name
	Planned delivery date
	Actual delivery date
	Comments

	D01 - ………..
	
	
	

	D02 - ………..
	
	
	

	Etc…
	
	
	


1.4 Deviations from Plan

	Causes and Description
	Corrective actions

	List any deviation from plan including a brief description of the reasons. 
	Corrective action envisaged by the project to overcome the issue.  This should include the expected impact in terms of delays, quality and quantity of work.


2 – Contractual Arrangements

	State any problems that have arisen. State all changes to the original contract data (partner change (takeover, status change,etc.), Bank account change, contact person change, personnel change, etc.). Highlight problems that cannot be addressed at project level and/or require a contract amendment (including change of consortium, substantial change of description of work,…).


3 - Project Meetings / Visits / Other travel (held and foreseen)

	Title
	Data and Place
	Participant(s)
	Purpose and Main conclusions

	
	
	
	

	
	
	
	

	
	
	
	


4 - Dissemination / Promotional Information

4.1 Conferences and/or Workshops attended/organised/foreseen by the project

	Date
	Title
	Project participants
	Number of persons attended + other information

	
	
	
	

	
	
	
	

	
	
	
	


4.2 Articles Published , Press coverage, development web sites, etc.

	Date and Type
	Details

	
	

	
	

	
	


5 – Main results

	Description
	Details

	System specifications, Services, IPR, Software prototypes,…
	


6 – Project Effort

	Effort for the reporting period (person hours) by Work package (WP) and Deliverable or Report (D)
(preferably presented as an Excel sheet with the requisite number of rows per person) 


	Participant Acronym
	Names and categories of staff
	WP 01
Deliverable
	WP 02
Deliverable
	WP 03
Deliverable
	WP 04
Deliverable
	WP 05
Deliverable
	WP 06
Deliverable
	WP 07
Deliverable
	WP nn
Deliverable
	Total
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	Dn
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	Dn
	
	Dn
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	Dn
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	…
	
	Dn
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	…
	
	Dn
	
	Dn
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	Dn
	
	Dn
	
	Dn
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	Dn
	
	Dn
	

	Total
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


	Cumulative Effort to-date (person hours) by Work package
(preferably presented as an Excel sheet with one row per person)


	Participant Acronym
	Names and categories of staff
	WP 
01
	WP 
02
	WP 
03
	WP 
04
	WP 
05
	WP 
06
	WP 
nn
	Total

	
	
	P
	A
	P
	A
	P
	A
	P
	A
	P
	A
	P
	A
	P
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	P
	A
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	Total
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


P: planned

A: actual
Appendix 1 (for initial deployment projects Milestone Reports only)

List the conditions to be fulfilled for the Milestone, as contained in Annex I (the Technical Annex) and summarise how the project has responded to and fulfilled these conditions.

Condition 1

Project achievement summary

Condition 2

Project achievement summary

Condition 3

Project achievement summary

Condition 4

Project achievement summary

Condition 5

Project achievement summary

………………………

Appendix 2 (for initial deployment projects Milestone Reports only)

Complete a milestone investment table for the period that uses the corresponding table from the Grant Preparation Forms for the original grant agreement or the latest grant agreement amendment. Below is an example image of the table. The corresponding Excel sheet can be found on the eTEN web site.

[image: image1.emf]A3b
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Due month Due month Due month Due month

 Beneficiary

 Number(2)

Beneficiary role(3)

 Estimated 

 Total 

 Costs(4)

 Total 

 Estimated 

 Eligible Costs(5)

 Requested 

 Community 

 Contribution(6)

 Cost Regime

 Max Commission

 Contribution % (7)

Allowable advance 

amount (Initial deplyment 

only)

 Cost Period 1

 Cost Period 1 

 Community 

 Contribution

Allowable Pre-Financing 

instalment at end of 

Milestone 1 (ID only)

 Cost Period 2

 Cost Period 2 

 Community 

 Contribution

Allowable Pre-Financing 

instalment at end of 

Milestone 2 (ID only)

 Cost Period 3

 Cost Period 3 

 Community 

 Contribution

Allowable Pre-Financing 

instalment at end of 

Milestone 3 (ID only)

 Cost Period 4

 Cost Period 4 

 Community 

 Contribution

Allowable Pre-Financing 

instalment at end of 

Milestone 4 (ID only)
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#

0 0 0

Total :   

Periods Breakdown Table

 Beneficiary

 Name(1)

0

0

Acronym:

Contract Nb:

all amounts in euro


Commission use:	Date received:………Signature of PO secretary:…………………








