Appendix 6 of the telemac Consortium agreement : model for reports

· Quarterly Management Report are due each 3 months to the EC summarising progress, new results, deviations from the work plan and corrective actions to be taken, and work plan for the succeeding period. These reports will be arranged by workpackage tasks, there will be an executive summary and a table summarising the resources spent per partner per workpackage in the reported activity.
Must be submitted to the Commission within two months of the end of the period covered by the report.

· Annual reports will contain a detailed account of progress made during the reported period, resources employed, results obtained, deviations from the work schedule – when occurred and planned modifications to the work schedule for the next reporting period - where necessary.
Must be submitted to the Commission within two months of the end of the period covered by the report.
· Edited annual reports for publications. Same as above but with less details.
 Must be submitted to the Commission within two months of the end of the period covered by the report.

· Cost statements: There will be a cost statement each 12 months from the commencement date. Must be submitted to the Commission within two months of the end of the period covered by the report.

· Final Project Report: Report at month 36 to the EU that will summarise the overall achievements of the Project
. Must be submitted to the Commission within two months of the end of the period covered by the report.
· Deliverables.
Must be submitted to the Commission within the time limit set out in the table on page 7 and 8.

· Annual or bi-annual review
All the above documents will be accessible to the consortium members through the Telemac Web site, restricted access.

QUARTERLY MANAGEMENT REPORT   
Due each 3 months to describe the activity of the consortium, this report has to be submitted before the end of the fourth month.

The document contents two parts, one describing the work accomplished during the reporting period (word document), the other part (excel file) the use of manpower during the same period.
 

1. Description of the work 

1.1 Content 

This document should give a quick but clear picture of the consortium activities and achievement. The size of the final version must not exceed 6 to 7 pages.

The executive summary will indicates for each work package the main activities done in the reporting period. This should not exceed 5 to 7 points, one or two line maximum each, organised as a bullet list. 

Then all the tables have to be filled in.

See the document above for the detailed format and content (appendix 1).

1.2. Responsible 


Each WP leader has to collect the necessary data from each task responsible to complete its part of the report. When ready, the information have to be sent to O Bernard and B Le Dantec in order to consolidate the document. The draft document will then be circulated among the consortium for comments and/or agreement.


2. Use of manpower – Management report

Please see the model below (appendix 2). An excel file will be sent to you called "Management report form". 

2.1. Content

In this file, you should report the use of manpower in your institute/company during the reporting period. The figure has to be given in man month per work package, per month but also in hours.

In the excel file, only modify the main table "Effort for ....per calendar month". All the other field will automatically be updated. Then save it and send the general folder to B Le Dantec. 


2.2. Responsible 

Each partner has to prepare its management report.


ANNUAL REPORT
Due each year to describe the activity of the consortium. 

1.  Content

The following structure has to be used. 
ERCIM and INRIA are in charge of point 1 and 2.1, and all partners should provide a one page document for their activity during the reporting period.. 

1. EXECUTIVE SUMMARY 


1.1 Project structure 
1.2 Scientific Progress 
1.3 Results 

2. MANAGEMENT 

2.1 Management activities at the consortium level 
2.1.1 Meetings 
2.1.2 Web Server 
2.1.3 Presentations in Conferences and Exhibitions and Public Relations 
2.1.4 Publications 
2.1.5 Relations with external organisations 
2.1.5 Other 

2.2 Management Activities at the site level 
2.2.1 ERCIM 
2.2.2 INRIA
2.2.3 INRA 
2.2.4 APPLITEK
2.2.5 BIOMATH 
2.2.6 CESAME 
2.2.7 CCLRC 
2.2.8 SPES

2.2.9 USC

2.2.10 ENEA

2.2.11 AGRALCO

2.2.12 LEMAIRE

2.2.13 SAUZA

2.2.14 UDG

2.2.15 DOMECQ UK

2.2.16  DOMECQ BR


3. DELIVERABLES 

2. Responsible 

· Each WP leader has to collect the necessary data to complete his annual report from each task responsible. 

· Each partner has to write its annual report.


When ready, the information has to be sent to O Bernard and B Le Dantec in order to consolidate and validate the document. 


COST STATEMENTS
The cost statement is a one to three pages form 
 which shows what resources have been used by the Contractor for each reporting period. A list of eligible costs is included in Articles 22, 23 and 24 of Annex II. Supporting documentation have to be available for audit. Cost statement shall be expressed in national currency and in euro. 

Each Contractor MUST complete it and send it to the Coordinator. An excel file will be distributed to all partners in September 2002. Only this file has to be used to produce the costs statements.

The Latin American partners do not need to submit this document.

The first cost statement is due 12 months after the commencement date and thereafter each 12 months. The Coordinator will check the documents, consolidate them and send a Summary Cost Statement to the Commission. It has been planned to send these reports one month at latest after each period (1.10.02, 1.10.03, 1.10.04).

If any cost statement is not submitted as required, the commission may withhold a part or all of its payment. Please, be very careful with this, some of us can’t stand any delay in receiving money!

To complete the cost statements, each partner and assistant partner must calculate for each period, what has exactly been spent. Travel, equipment, consumables, services and other costs are easy to identify. On the contrary, Personnel costs must be defined more precisely.

All contractors using « FC » or « FF » are reimbursed up to 50% of their total costs, the following steeps should be followed :

· identify the category of personnel charged on the contract (research director, senior engineer...) – Please use your CPF forms

· determine for each category its cost which is decomposed in two parts : – Already defined in your CPF forms

-
employment costs (gross salary and social charges, sources payroll account),

-
administrative support called overheads in the project (indirect general costs necessary to perform the work),

· determine how many hours each category of employees worked during the reporting period (time record is needed), 

· then fill out the cost statement form. The employment costs are reported under the item « Direct Costs/1. Personnel » and the Overheads under the item « Indirect Costs/9. Overheads ». 

All contractors using « additional costs » are reimbursed 100% of their costs, the personnel costs are equal to the employment costs and are reported in the costs statement under the line « Direct Costs/1. personnel ». 

These contractors can charge to the contract a maximum of 20 % of overheads calculated on the costs they have charged for personnel, travel, equipment, consumable services and others. This sum will appear in the cost statement under the line « Indirect Costs/9. Overheads ».

DELIVERABLES

Information Flow

The process to produce the deliverables is normally the following. 

1. Each deliverable is primarily under the responsibility of its leader and of all project partners vis-à-vis the Commission. See the following list in table 1. The leaders have to organise the work between the participating institutes as described in the Description of the Work.

2. The deliverable should have the structure described below with the same cover page. Cf. Model.

3. The preparation process of a deliverable is the following: A project deliverable is prepared under the responsibility of the specific Task leader. He sends the deliverable to his Workpackage leader, who approves it from the technical point of view and sends it to the Technical Board. The TB verifies its adherence to the quality standards adopt by the project and gives its final approval.

4. When the text is approved by all, the Deliverable responsible will send it to B. Le Dantec in word format for printing and sending to the Commission in 2 hard copies and in electronic form rtf, pdf....

Deliverable content

Each deliverable comprises 4 parts. These are:

Part I - Front Sheet (see next page)

It comprises the following elements:

· Project Number 

· Project Title (as shown on the contract)

· Deliverable Type

· Deliverable Number

· Contractual date of delivery to the Commission  (as shown on the contract)

· Actual date of delivery to the Commission   

· Title of the deliverable (as shown on the contract)

· Work package contributing to the deliverable (as shown on the contract)

· Nature of the deliverable (Prototype ,Report ,Specification, Tool, Other)

· Author(s): i.e. name and contact details of the person responsible for the preparation of the document 

· Abstract: 15-18 lines describing the essential results contained in the deliverable

· Keyword list: keywords that would serve as search label for information retrieval 

When completing the front sheet, projects are requested to ensure that all of the above information is correctly provided, particularly the information  appearing  in the contract.

Part II - Executive Summary

This is a one or two pages executive summary of the deliverable. It contains an adequate description of the conclusions or results of the work but does not divulge confidential details. Diagrams and pictures should be avoided unless fully described in words in this Part of the document. 

Part III - Full description of deliverable content

This Part contains  the body or substance of the deliverable and can be distributed to a reduced audience if so classified.  

Part IV - Bibliography and references

This part should contain the list of documents and other key references relevant to the deliverable. 

Each page should contain header information giving:

Deliverable number 

Title of the deliverable (as shown on the contract)

TELEMAC   IST-2000-28156
TELEMonitoring and Advanced teleControl of high yield wastewater treatment

NAME OF DELIVERABLE
Number of Deliverable

Deliverable Type:  

Number: Dx;

Nature: 

Contractual Date of Delivery: 

Actual Date of Delivery:

Task  WP4.xx : 

Name of responsible

Name of the institute
address

e-mail
Abstract:

Keyword List:

Table 1: list of deliverables for TELEMAC

Del. No.
Deliverable Title
WP 
Leader
P/M
Delivery months
Type
Dissemination 


WP1: Experimentation and validation







D1.1
Experimental protocol specification to reproduce normal and abnormal working conditions
1
USC
3
6
Report
R

D1.2
Protocol to set up the TELEMAC system on a new plant
1
BIOMATH
5.3
24
Report
R

D1.3a
Experimental data sets at laboratory
1
USC
12
12
Data base
R

D1.3b
Experimental data sets at pilot and  pre-industrial scale
1
USC
36
20
Data base
R

D1.3c
Experimental data sets at industrial scale
1
USC
12
30
Data base
R

D1.3d
Final data sets
1
USC
18
36
Report
R

D1.4
Instrumented plants piloted with the TELEMAC software
1
ENEA
21
33
Demo
R

D1.5
Report on TELEMAC system validation, and evaluation
1
ENEA
27.3
36
Report
R




TOTAL
134.6





WP2: Smart sensor development







D2.1
Specification for hard and software sensors
2
APPLITEK
4.6
3
Report
R

D2.2
A procedure to validate, filter and check the consistency between data provided by the sensors
2
BIOMATH
7.5
18
Report
R

D2.3
First report on parameters distribution within the fermenter
2
CESAME
5
20
Report
R

D2.4
Adaptive sensor based on robust probes with confidence interval
2
APPLITEK
31.7
27
Report
R

D2.5
Software sensors for state forecasting accompanied with fault residues
2
INRIA
23.9
27
Report Soft
R

D2.6
Final report on optimal sensors location
2
CESAME
5
33
Report
R

D2.7
Report on full-scale performance of the sensors within TELEMAC
2
LEMAIRE
20
36
Report
R




TOTAL
97.7





WP3: Advanced control







D3.1a
A set of validated models developed for standard working conditions
3
INRIA
7
12
Report
R

D3.1b
A set of validated models developed for failures conditions 
3
INRIA
12.5
22
Report
R

D3.2
A set of procedures to estimate on-line and off-line the models parameters
3
BIOMATH
9
24
Report
R

D3.3
A set of robust controllers whose objectives are to optimise the process working, to assist the process to recover after a failure or to improve the process start-up
3
UDG
32.1
28
Report
R

D3.4
Final version of the Telemac advanced control module
3
SPES
10.9
36
Soft Report
R




TOTAL
71.5




Del. No.
Deliverable Title
WP 
Leader
P/M
Delivery months
Type
Dissemination 


WP4: Supervision system







D4.1
Supervision System specifications
4
USC
5.3
6
Report
R

D4.2
Data base for measurements recording and plant architecture description
4
CCLRC
6.5
15
Data base
R

D4.3
A set of algorithms ready to be implemented in order to tackle the FDI objectives either at the local level or after alerting the expert centre
4
INRA
24
24
Report
R

D4.4
First version of the DSS module of the TELEMAC software
4
CCLRC
13.4
26
Soft
R

D4.5
Final supervision system module
4
SPES
19.6
36
Soft Report
R




TOTAL
68.8





WP5: Software integration







D5.1a
Initial report on security issues 
5
CCLRC
4.8
6
Report
R

D5.1b
Final report on security issues in the light of experience in the project
5
CCLRC
1.6
36
Report
R

D5.2a
Selection and acquisition of tools for information gathering and co-operative working
5
SPES
4.4
12
Soft

Report
R

D5.2b
First functioning user interfaces
5
SPES
11
18
Soft
R

D5.3a
Initial system architecture and system management strategies
5
CCLRC
5.5
6
Report
R

D5.3b
First functioning middleware and integrated systems on pilot sites
5
SPES
13.5
18
Soft
R

D5.3c
Final functioning middleware and integrated systems on pilot sites
5
SPES
9.7
30
Soft
R

D5.3d
Customisable software and final report on TELEMAC software
5
SPES
5.5
36
Soft

Report
R




TOTAL
56





WP6: Exploitation and dissemination







D6.1
Web site opening and project presentation
6
ERCIM
0.8
3
Web 
Pu

D6.2
Dissemination and use plan
6
ERCIM
0.8
12
Data base
R

D6.3
Draft of TIP
6
ERCIM
1.4
24
Report
R

D6.4
Benchmark for education
6
ERCIM
3
36
Soft
R

D6.5
Report on the end user evaluation
6
ERCIM
4
36
Report
R

D6.6
Final TIP document
6
ERCIM
1.4
36
Report
R

D6.7
Web site
6
ERCIM
2.2
36
Web
Pu




TOTAL
13.6




ANNUAL or BI-ANNUAL REVIEW 

Location

Mostly in Brussels.

Documents needed and deadlines

Quarterly Management Reports, annual reports, costs statement and deliverables due in the reporting period.

All documents due the Commission and to the reviewers 15 days before the review

List of attendees sent to the Commission 15 days before the review

Attendance

From Telemac : 

Work package leaders plus the co-ordinator.

From the Commision: 

The commission normally appoint two or three external experts as reviewers to assist the project Officer.

The consortium can veto those it considers inappropriate because, for example, they are employed by competitors. 

From the IST programme : 

6 to 8 projects involved in the same research area if the evaluation is organised during a concertation meeting.

Possible agenda

· To hold a rehearsal the day before, or in the morning, to practice and time presentations.

· Project presentation by the co-ordinator (20 minutes). The review should present fairly the status of the project. The activity of the consortium for the reporting period has to be presented. The encountered problems may be mentioned but emphases should be given to the positive aspects. A sales talk would be inappropriate. Limited time is available and there may not be time to cover results of all work packages.

· Demonstration if possible, 10 to 20 minutes.

· Discussion round for questions, so be prepared for good answers (15 to 30 minutes). The co-ordinator to intervene and design the partner to answer each question. In any case, all participants are encouraged to think through probable questions prior to the review.

· Reviewers discussion

· Feedback and discussion. At the end of the afternoon or subsequent to the review, a report will be issued. The recommendations in this report should be addressed, but not necessarily complied with if there are good reasons for having a different opinion.

Results

The results will be on line with one of the following three recommendations

· Continue. The consortium is doing well.

· Modify. The project programme has to be modified according to the evaluators comments.

· Red flag. A too days deep evaluation has to be organised. The consortium may be asked to reshuffle the project programme, to change a partner, to stop the project...

APPENDIX 1 - QUARTERLY MANAGEMENT REPORT LAYOUT.
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Quarterly Management report N°: 1
Covering period 01.09.2001 – 30.11.2001

Report Version: 

Report Preparation Date: 

Classification: Restricted

Contract Start Date:
01.09.2001

Duration: 36 Months

Project Co-ordinator:   ERCIM

Partners: INRIA, INRA, APPLITEK, BIOMATH, CESAME, CCLRC, SPES, USC, ENEA, AGRALCO, LEMAIRE, SAUZA, UDG, DOMECQ UK, DOMECQ BR
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Project funded by the European Community under the “Information Society Technology” Programme (1998-2002)

Financial/Administrative co-ordinator

Name: Bruno Le Dantec / Remi Ronchaud

Address: 2004, route des Lucioles, BP 93 - 06902 Sophia Antipolis Cedex - France

Phone Numbers:+33 4 92 38 50 13
Fax Numbers: +33 4 92 38 50 11




E-mail:
bruno.le_dantec@ercim.org

remi.ronchaud@ercim.org
Project website: http://www.ercim.org/telemac

Executive Summary 

WP1
Experimentation and validation

WP2
Smart sensor development

WP3 
Advanced control

WP4 
Supervision system

WP5
Software integration

WP6    Exploitation and dissemination
WP7    Project Management

1 – Overview

1.1 Objectives (in the reporting period)

Objectives
Progress towards achieving objectives

WP 1- Task 1.1.  




WP 1- Task 1.2




WP 2- Task 2.1


 

WP 2- Task 2.2




WP 2- Task 2.3




WP 3- Task 3.1




WP 4- Task 4.1




WP 5- Task 5.1




WP 6




WP7 




1.2 Milestones

Milestone
Planned date
Actual date
Comments

Specification for hard and software sensors
30/11/2001



Web site opening and project presentation
30/11/2001
30/11/2001
www.ercim.org/telemac

1.3 Deliverables

Deliverable Code & Name
Planned delivery date
Actual delivery date
Comments

D2.1 Specification for hard and software sensors
30/11/2001



D6.1 Web site opening and project presentation
30/11/2001
30/11/2001
The web site is accessible and regularly ipdated

1.4 Deviations from Plan

1.5 Risk or problem anticipated 

2 – Contractual Arrangements

3 - Project Meetings (held and foreseen)

Title
Date and Place
Main conclusions

Kick-off meeting
Sophia Antipolis, 

13-14 September 2001














4 - Dissemination /Exploitation Information

4.1 Conferences, workshops, demonstration, technology transfer attended/organised/foreseen by the project

Date
Type and Title/Scope
Number of persons attended + other information





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

Date and Type
Details







5 – Main results

6 – Project Effort

APPENDIX 2 -  Management report form
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� The layout for the annual report will be used


� The layout for the annual report will be used


� See model on pages 44, 46 and 47 of Annex II of the contract. For more details, see http://www.cordis.lu/fp5/financial-guides.htm /
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