Annex 3 – Standard reporting templates  
The following templates may be employed in summarising information for the management report.

Table 1: Budget vs. Actual Costs
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*) total budget figures - not EC funding

Contract N°: Date:

Period 1Period 2Period 3Period 4 Total Total

e a1 b1 c1 d1 e1

a1+b1+c1+d1/e

e-e1

 Part. 1……… Total Person-month 0 0% 0

Personnel costs 0 0% 0

Major cost item 'x' 0 0% 0

Major cost item 'y' 0 0% 0

Other costs ('the rest')   0 0% 0

Total Costs 0 0 0 0 0 0 0% 0

 Part. 2……… Total Person-month 0 0% 0

Personnel costs 0 0% 0

Major cost item 'x' 0 0% 0

Major cost item 'y' 0 0% 0

Other costs ('the rest')   0 0% 0

Total Costs 0 0 0 0 0 0 0% 0

 Part. 3……… Total Person-month 0 0% 0

Personnel costs 0 0% 0

Major cost item 'x' 0 0% 0

Major cost item 'y' 0 0% 0

Other costs ('the rest')   0 0% 0

Total Costs 0 0 0 0 0 0 0% 0

 Part. x……… Total Person-month 0 0% 0

Personnel costs 0 0% 0

Major cost item 'x' 0 0% 0

Major cost item 'y' 0 0% 0

Other costs ('the rest')   0 0% 0

Total Costs 0 0 0 0 0 0 0% 0

TOTAL

Total Person-month 0 0% 0

Personnel costs 0 0% 0

Major cost item 'x' 0 0% 0

Major cost item 'y' 0 0% 0

Other costs ('the rest')   0 0% 0

Total Costs 0 0 0 0 0 0 0% 0

Acronym:

Pct. 

spent

Remaining 

Budget

(EUR)
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CIPANTS

TYPE of 

EXPENDITURE

(as defined by 

participants)

BUDGET

ACTUAL COSTS 

(EUR)


Table 2: Person-Months Status Table


[image: image2.emf]Person-Month Status Table

CONTRACT N°:

ACRONYM:

PERIOD:

Workpackage 1:   Title Actual WP total: 0 0

Planned WP total: 0 0

Workpackage 2:   Title Actual WP total: 0 0

Planned WP total: 0 0

Workpackage 3:   Title Actual WP total: 0 0

Planned WP total: 0 0

Workpackage 4:   Title Actual WP total: 0 0

Planned WP total: 0 0

Workpackage 5:   Title Actual WP total: 0 0

Planned WP total: 0 0

Workpackage 6:   Title Actual WP total: 0 0

Planned WP total: 0 0

Workpackage 7: Title Actual WP total: 0 0

Planned WP total: 0 0

Workpackage 8: Title Actual WP total: 0 0

Planned WP total: 0 0

Workpackage 9: Title Actual WP total: 0 0

Planned WP total: 0 0

Actual  total: 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0

Total Project Person-month Planned total: 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0

Coord.

Partic. 1Partic. 2Partic. 3



etc…



AC partic. y



TOTALS



AC TOTALS

AC partic. x



Update with end of period WP totals

Partner - Person-month per Workpackage

AC - 

own staff


� For AC contractors, a tabular overview of all resources employed on the project and a global estimate of all costs
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		Cost Budget Follow-up Table										*) total budget figures - not EC funding

		Contract N°:				Acronym:										Date:

		PARTI-CIPANTS		TYPE of EXPENDITURE
(as defined by participants)		BUDGET		ACTUAL COSTS 
(EUR)										Pct. spent								Remaining Budget
(EUR)

								Period 1		Period 2		Period 3		Period 4		Total		Year 1		Year 2		Year 3		Total

						e		a1		b1		c1		d1		e1		a1/e		a1+b1/e		a1+b1+c1/e		a1+b1+c1+d1/e		e-e1

		Part. 1………		Total Person-month												0		0%		0%		0%		0%		0

				Personnel costs												0		0%		0%		0%		0%		0

				Major cost item 'x'												0		0%		0%		0%		0%		0

				Major cost item 'y'												0		0%		0%		0%		0%		0

				Other costs ('the rest')												0		0%		0%		0%		0%		0

				Total Costs		0		0		0		0		0		0		0%		0%		0%		0%		0

		Part. 2………		Total Person-month												0		0%		0%		0%		0%		0

				Personnel costs												0		0%		0%		0%		0%		0

				Major cost item 'x'												0		0%		0%		0%		0%		0

				Major cost item 'y'												0		0%		0%		0%		0%		0

				Other costs ('the rest')												0		0%		0%		0%		0%		0

				Total Costs		0		0		0		0		0		0		0%		0%		0%		0%		0

		Part. 3………		Total Person-month												0		0%		0%		0%		0%		0

				Personnel costs												0		0%		0%		0%		0%		0

				Major cost item 'x'												0		0%		0%		0%		0%		0

				Major cost item 'y'												0		0%		0%		0%		0%		0

				Other costs ('the rest')												0		0%		0%		0%		0%		0

				Total Costs		0		0		0		0		0		0		0%		0%		0%		0%		0

		Part. x………		Total Person-month												0		0%		0%		0%		0%		0

				Personnel costs												0		0%		0%		0%		0%		0

				Major cost item 'x'												0		0%		0%		0%		0%		0

				Major cost item 'y'												0		0%		0%		0%		0%		0

				Other costs ('the rest')												0		0%		0%		0%		0%		0

				Total Costs		0		0		0		0		0		0		0%		0%		0%		0%		0

		TOTAL		Total Person-month												0		0%		0%		0%		0%		0

				Personnel costs												0		0%		0%		0%		0%		0

				Major cost item 'x'												0		0%		0%		0%		0%		0

				Major cost item 'y'												0		0%		0%		0%		0%		0

				Other costs ('the rest')												0		0%		0%		0%		0%		0

				Total Costs		0		0		0		0		0		0		0%		0%		0%		0%		0
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		Person-Month Status Table

		CONTRACT N°:

		ACRONYM:

		PERIOD:						TOTALS		Coord.		Partic. 1		Partic. 2		Partic. 3		etc…																				AC TOTALS		AC partic. x		AC partic. y

																		Partner y		Partner z		ETC																						etc.

		Workpackage 1:		Title		Actual WP total:		0																														0

						Planned WP total:		0																														0

		Workpackage 2:		Title		Actual WP total:		0																														0

						Planned WP total:		0																														0

		Workpackage 3:		Title		Actual WP total:		0																														0

						Planned WP total:		0																														0

		Workpackage 4:		Title		Actual WP total:		0																														0

						Planned WP total:		0																														0

		Workpackage 5:		Title		Actual WP total:		0																														0

						Planned WP total:		0																														0

		Workpackage 6:		Title		Actual WP total:		0																														0

						Planned WP total:		0																														0

		Workpackage 7:		Title		Actual WP total:		0																														0

						Planned WP total:		0																														0

		Workpackage 8:		Title		Actual WP total:		0																														0

						Planned WP total:		0																														0

		Workpackage 9:		Title		Actual WP total:		0																														0

						Planned WP total:		0																														0

						Actual  total:		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0

		Total Project Person-month				Planned total:		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0
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