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INCO REPORTING GUIDELINES
PART 1 - PROGRESS REPORTS
INCO contracts require the contractor to supply progress and final reports.

Since three types of report are required and since these serve different purposes and address different audiences, this manual gives guidance on how reports should be structured, complementing your contract and its Annexe II (general conditions).

This part of the reporting guidelines refers to progress reports (6-monthly and annual reports) while part 2 refers to the final report.

1. The 6-monthly activity report (max. one or two pages for each participant) outlines the work under way and the problems, if any. This report is due after 6, 18, 30, and 42 months, as an intermediate report. It has to be prepared and submitted by the co-ordinator who assembles individual reports from each of the partners and adds an overview for the whole project before submitting it as one report to the Commission. It may be sent by e-mail to the mailbox rtd-inco-projects@cec.eu.int that is managed by the Single Entry Point who will dispatch to the scientific officer monitoring your contract. (Note that only ASCII-text format, Word 6/7 or RTF (Rich Text Format) attachments should be sent).


2. The annual report (due after 12, 24, 36 and 48 months)
serves to monitor the contract, and is destined principally for the Commission scientific officer. Approval and acceptance of the annual report is also an essential requirement for the release of periodic payments by the Commission.
The full scientific report will not be published by the Commission, however since the summary might be used for information outside the Commission, it should not contain confidential material. Furthermore, the annual report may be also used as a source of information by the Commission for the reporting on the INCO programme.
This report should summarise the project activity and draw attention to any significant events that have occurred during the reporting period.
The report should be prepared by the co-ordinator; all partners will supply their own individual annual report and any other information or material that may be required.
Annual reports must be delivered in 3 copies within two months of the end of the reporting period. In addition, they should be sent by e-mail to the same mailbox rtd-inco-projects@cec.eu.int.

Annual report structure :
· Cover pages

· Summary

· Scientific annual report

· Management annual report

· Individual partner annual reports

· Annexes

· Annual data sheet








INCO : International Scientific Cooperation Projects (1998-2002)
Contract number : IC..-CT-     

 FORMULARTEXT 
     
[FIRST, SECOND, ...] 
  ANNUAL REPORT:
covering period from       to      
Title :      
Project homepage : http://www     
Keywords : (5 maximum)      


Contract number : IC..-CT-     
TITLE :      
COORDINATOR

INSTITUTION NAME
DEPT OR LABORATORY NAME
ADDRESS
POST CODE TOWN
COUNTRY

DR./PROF./MR. SURNAME NAME
E-M : e-mail address
TEL : telephone number
FAX : fax number


CONTRACTORS
INSTITUTION NAME
DEPT OR LABORATORY NAME
ADDRESS
POST CODE TOWN
COUNTRY

DR./PROF./MR. SURNAME NAME
E-M : e-mail address
TEL : telephone number
FAX : fax number


INSTITUTION NAME
DEPT OR LABORATORY NAME
ADDRESS
POST CODE TOWN
COUNTRY

DR./PROF./MR. SURNAME NAME
E-M : e-mail address
TEL : telephone number
FAX : fax number


INSTITUTION NAME
DEPT OR LABORATORY NAME
ADDRESS
POST CODE TOWN
COUNTRY

DR./PROF./MR. SURNAME NAME
E-M : e-mail address
TEL : telephone number
FAX : fax number


INSTITUTION NAME
DEPT OR LABORATORY NAME
ADDRESS
POST CODE TOWN
COUNTRY

DR./PROF./MR. SURNAME NAME
E-M : e-mail address
TEL : telephone number
FAX : fax number


INSTITUTION NAME
DEPT OR LABORATORY NAME
ADDRESS
POST CODE TOWN
COUNTRY

DR./PROF./MR. SURNAME NAME
E-M : e-mail address
TEL : telephone number
FAX : fax number


INSTITUTION NAME
DEPT OR LABORATORY NAME
ADDRESS
POST CODE TOWN
COUNTRY

DR./PROF./MR. SURNAME NAME
E-M : e-mail address
TEL : telephone number
FAX : fax number


Contract number : IC..-CT-     
Year :      

Data sheet

for annual report

(to be completed by the co-ordinator at 12-monthly intervals from start of contract. Figures to be up-dated cumulatively throughout project lifetime)

1. Dissemination activities
Totals (cumulative)

Number of communications in conferences (published)
     




Number of communications in other media (internet, video, …)
     




Number of publications in refereed journals (published)
     




Number of articles/books (published)
     




Number of other publications
     




2. Training


Number of PhDs
     




Number of MScs
     




Number of visiting scientists
     




Number of exchanges of scientists (stays longer than 3 months)
     




3. Achieved results


Number of patent applications
     




Number of patents granted
     




Number of companies created
     




Number of new prototypes/products developed
     




Number of new tests/methods developed
     




Number of new norms/standards developed
     




Number of new softwares/codes developed
     




Number of production processes
     




4. Industrial aspects


Industrial contacts
yes
 FORMULARKONTROLLFELD 

no
 FORMULARKONTROLLFELD 





Financial contribution by industry
yes
 FORMULARKONTROLLFELD 

no
 FORMULARKONTROLLFELD 





Industrial partners : - Large
yes
 FORMULARKONTROLLFELD 

no
 FORMULARKONTROLLFELD 






- SME

yes
 FORMULARKONTROLLFELD 

no
 FORMULARKONTROLLFELD 





5. Comments
Other achievements (use separate page if necessary)




INCO Reporting Guidelines
PART 2 – Final Report

INCO contracts require the contractor to supply progress and final reports.

Since three types of report are required and since these serve different purposes and address different audiences, this manual gives guidance on how reports should be structured, complementing your contract and its Annexe II (general conditions).

This part of the reporting guidelines refers to the preparation of the final report, which covers the whole duration of the contract, while part 1 refers to progress reports.

The final report, part of which may be published (abstract and summary), serves to inform any interested party about the objectives of the research, the methodology used and activities undertaken to meet these objectives, as well as the results of the work (both successes and problems met). Any confidential information should be dealt with in a separate section. The final payment by the Commission may only be authorised after approval and acceptance of this report.

This report consolidates and summarises the complete project, and will be used in the assessment of achievement and benefit; as well as providing input for the evaluation of the INCO programme and for the planning of future measures.
The report will be finalised by the co-ordinator; all partners will supply their own individual partner reports and any other information or material that may be required for the consolidated report.

The final report must be delivered in five copies within two months of the end date of the project.  The cover pages, the abstract, the final summary report, the consolidated scientific report, the completed catalogue page and the project data sheet should also be provided in an electronic format.  (Note that only ASCII-text format, Word 6/7 or RTF (Rich Text Format) attachments should be sent). In addition, the final report should be sent by e-mail to the mailbox rtd-inco-projects@cec.eu.int that is managed by the single entry point.

Final report structure (5 copies)
· Cover pages

· Abstract

· Final summary report

· Consolidated scientific report

· Management report

· Individual partner reports

· Completed catalogue page

· Project data sheet

· Annexes










INCO : International Scientific Cooperation Projects
(1998-2002)

Contract number : IC..-CT-     
FINAL REPORT

Start date :      
Duration :       months

Title :      
Project homepage : http://www     
Keywords : (5 maximum)      


Contract number : IC..-CT     
TITLE :      
COORDINATOR

INSTITUTION NAME
DEPT OR LABORATORY NAME
ADDRESS
POST CODE TOWN
COUNTRY

DR./PROF./MR. SURNAME NAME
E-M : e-mail address
TEL : telephone number
FAX : fax number


CONTRACTORS
INSTITUTION NAME
DEPT OR LABORATORY NAME
ADDRESS
POST CODE TOWN
COUNTRY

DR./PROF./MR. SURNAME NAME
E-M : e-mail address
TEL : telephone number
FAX : fax number


INSTITUTION NAME
DEPT OR LABORATORY NAME
ADDRESS
POST CODE TOWN
COUNTRY

DR./PROF./MR. SURNAME NAME
E-M : e-mail address
TEL : telephone number
FAX : fax number


INSTITUTION NAME
DEPT OR LABORATORY NAME
ADDRESS
POST CODE TOWN
COUNTRY

DR./PROF./MR. SURNAME NAME
E-M : e-mail address
TEL : telephone number
FAX : fax number


INSTITUTION NAME
DEPT OR LABORATORY NAME
ADDRESS
POST CODE TOWN
COUNTRY

DR./PROF./MR. SURNAME NAME
E-M : e-mail address
TEL : telephone number
FAX : fax number


INSTITUTION NAME
DEPT OR LABORATORY NAME
ADDRESS
POST CODE TOWN
COUNTRY

DR./PROF./MR. SURNAME NAME
E-M : e-mail address
TEL : telephone number
FAX : fax number


INSTITUTION NAME
DEPT OR LABORATORY NAME
ADDRESS
POST CODE TOWN
COUNTRY

DR./PROF./MR. SURNAME NAME
E-M : e-mail address
TEL : telephone number
FAX : fax number


Contract number : ICA.-CT     
Year :      

Data sheet

for final report

(to be completed by the co-ordinator for the whole project)

1. Dissemination activities
Published
Submitted

Number of communications in conferences
     
     





Number of communications in other media (internet, video, …)
     
     





Number of publications in refereed journals
     
     





Number of articles/books
     
     





Number of other publications
     
     




2. Training


Number of PhDs
     




Number of MScs
     




Number of visiting scientists
     




Number of exchanges of scientists (stay longer than 3 months)
     




3. Achieved results


Number of patent applications
     




Number of patents granted
     




Number of companies created
     




Number of new prototypes/products developed
     




Number of new tests/methods developed
     




Number of new norms/standards developed
     




Number of new softwares/codes developed
     




Number of production processes
     




Number of new services
     




Number of licenses issued
     




4. Industrial aspects


Industrial contacts
yes
 FORMULARKONTROLLFELD 

no
 FORMULARKONTROLLFELD 





Financial contribution by industry
yes
 FORMULARKONTROLLFELD 

no
 FORMULARKONTROLLFELD 





Industrial partners : - Large
yes
 FORMULARKONTROLLFELD 

no
 FORMULARKONTROLLFELD 






- SME

yes
 FORMULARKONTROLLFELD 

no
 FORMULARKONTROLLFELD 





5. Comments
Other achievements (use separate page if necessary)

EUROPEAN


COMMISSION








SEPTEMBER 2001





Cover pages (two pages)


The information contained in these pages may be published by the Commission (see attached model, annexe 1)





Summary (two pages maximum)





Summarise the results which have been achieved since the beginning of the contract (this may be published by the Commission).





Scientific annual report (no more than 15 pages)





Content�Detailed synthesis made by the co-ordinator of the work carried out during the 12 month period of the report.�The presentation of the scientific activities and results should be made by tasks, along the lines of the technical annexe of the contract.�The deliverables should be compared with those expected as mentioned in  the technical annexe.


Contribution of participants�In each task, the work of each participant should be clearly identified.


Problems�Major technical problems encountered should be mentioned.


Publications and papers�List of publications in scientific journals (refereed and not refereed separately) and of general presentations in conferences, that resulted from the work of the project. All publications should explicitly acknowledge EC funding, mentioning the programme name and contract number.


Outline plans for next year�Describe briefly the agreed plans for the following year and how these relate to the overall objectives and planning of the contract.





Management annual report (1 – 3 pages)





Organisation of the collaboration�Overview of how cooperation between partners proceeded during the period.


Meetings�Summary of project meetings; date, place, purpose, participants, results.�Outline of meetings planned for the following year.


Exchanges�Draw attention to any exchanges of personnel (training periods/stays of more than three months in other laboratories). Include details of any exchanges already foreseen for the following year.


Problems�Give details of any problems encountered or foreseen with management, administrative and financial aspects of the contract.





Individual partner annual reports





Structure�Each project partner should provide a report of his/her activities (less than 10 pages); this should be structured by tasks with mention to problems, publications and plans for the coming year.


Contents�The report should include research results and supporting data, in the form of figures, graphs and tables, whenever possible.





Annexes





Meeting reports�Any available minutes or reports of the project meetings held during the period.


Papers and publications�Three copies of any paper or publication (preferably reprints) made during the period (to be provided by the authors to the co-ordinator for inclusion).


Other relevant information�Any other information which you wish to provide.





Data sheet for annual report





To be completed by the coordinator, based on data collected from all the partners and covering the period from the start date to the date of submission of the annual report (see attached model, annexe 2). This will be used in the external monitoring of the INCO programme.
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EUROPEAN


COMMISSION








� EINBETTEN Word.Picture.8  ���





SEPTEMBER 2001





Cover pages (two pages)





This information may be published by the Commission (see attached model, annexe 1).





Abstract (less than one page)





The abstract is to be used by the Commission for dissemination purposes and should be written in such a manner that it may be read and understood by a non-specialist reader or the general public.


Describe briefly the objectives of the project, its activities and the methodologies used, major results obtained, problems encountered and steps taken to ensure application of the results.





Summary of final report (6 – 8 pages)





It is the summary of the consolidated scientific report and it will be published as received by the Commission.


It should have the same structure as the consolidated scientific report, by tasks specifying the objectives, materials and methods, results and achievements, conclusions and eventual comments.


The main publications should be mentioned at the end of the summary, along with the number of MSc and PhD degrees resulting from work under the contract.





Consolidated scientific report (less than 20 pages)





The consolidated scientific report may be published in whole or in part by the Commission.


The presentation should be made by tasks as mentioned in the technical annexe. The role of each participant should be easily identified.





Objectives�Explain the context and objectives of the project.


Activities�Describe the activities undertaken, including the methodology used. State the role of each partner.


Results achieved�Summarise the results obtained and the achievements. Mention any patents arising from the work, or significant social, commercial or industrial impact.


Problems encountered�If expected results were not achieved, explain why.


Technology implementation plan�Indicate all potential Foreground Rights and exploitation intentions (including a timetable) taking account of Community policies, including those for transfer of technology to SMEs, and promoting the use of generic technology (see Annex II of the contract: General Conditions - Article 16 & 17).


Publications and papers�List any publications and papers to conferences which resulted from work under the project.


Conclusion�Summarise the benefits arising directly or indirectly from the project, recommendations for future actions, and whether the project may be considered a “success story”.





Management report (2 - 4 pages)





Organisation of the collaboration�Overview of how co-operation between partners was achieved and improved.�Critical review of the level of collaboration achieved, main problems encountered and recommendations on how to improve it in future contracts.


Meetings�Summary of project meetings; date, place, purpose, participants, results.


Exchanges�Draw attention to any exchanges of personnel (training periods/stays of more than three months in other laboratories).


Problems�Give details of any problems with management, administrative and financial aspects of the contract.





Individual partner final reports





Each project partner should provide a report of his/her total activities during the whole lifetime of the contract (less than 10 pages); this should be structured in a way similar to that of the consolidated scientific report.





Annexes





Other relevant information�Any other information which you wish to provide; this may include relevant detailed scientific results.





The following, although not part of the final report, should also be submitted :


Meeting reports


Papers and publications�Three copies of all papers resulting from work under the project, including manuscripts if reprints are not yet available. However, it is not necessary to annex reports or papers that have already been submitted with annual reports.





Completed catalogue page





This should consist of the summary (résumé) as prepared in the beginning of the project, to which a section entitled “Results achieved” (maximum 10 lines) should be added.





Data sheet for final report





To be completed by the coordinator, based on data collected from all the partners and covering the whole lifetime of the project (see attached model, annexe 2). This will be used in the external monitoring of the INCO programme.








�Insert as appropriate 


� Less than 500 employees.


� Less than 500 employees
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