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Executive Summary 

Normally not more than three pages and of suitable quality to enable direct publication by the Commission. It should include a summary description of project objectives, contractors involved, co-ordinator contact details, work performed, results achieved so far and expected end results, intentions for use and impact.  It should contain the main elements of the publishable results of the plan for using and disseminating the knowledge. It should also include if available diagrams or photos illustrating the work of the project, a project logo and a reference to the project public website.
1. Project Objectives and major achievements during the reporting period

· Give an overview of general project objectives

· Summarise the recommendations from previous reviews (if any) and give a  brief description of how they have been taken up by the consortium

· Summarise the objectives for the reporting period, work performed, contractors involved and the main achievements in the period

· If applicable, comment on the most important problems during the period including the corrective actions undertaken

2. Work-package progress of the reporting period

Provide an overview of the actions carried out in the reporting period, based on the work packages
  which were active or planned to be active during the period.

For each work package, present information under the following headings:

· Work package objectives and starting point of work at beginning of reporting period

· Progress towards objectives – tasks worked on and achievements made with reference to planned objectives, identify contractors involved

· Deviations from the project work programme, and corrective actions taken/suggested: identify the nature and the reason for the problem, identify contractors involved

· List of deliverables, including due date and actual/foreseen submission date (see Annex 2, Table 1)

· List of milestones, including due date and actual/foreseen achievement date (see Annex 2, Table 2)

3. Consortium Management

This section should summarise the status of the project, its management and follow-up activities, including information on:

· Consortium management tasks and their achievement; problems which have occurred and how they were solved

· Contractors: Comments regarding contributions, changes in responsibilities and changes to consortium itself
, if any

· Project timetable and status, including an updated, frontlined barchart (see Annex 2, Table 3). Clarify changes and impact on the planned milestones, if any

· The section should also provide short comments and information on co-ordination activities in the period, such as communication between partners, project meetings, possible co-operation with other projects/programmes etc.
Annexes


· Annex 1 – Plan for using and disseminating knowledge

· Annex 2 – Standard reporting templates (Tables 1, 2, 3).
� The work package on Project management should not be reported here but under Section 3 


� Changes to the consortium membership must be addressed in a specific request for an amendment to the contract
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