LiveDiverse Reporting Guideline and template 
Version 1: 8 October 2009

This document extract from section 5.3 and 9 of LiveDiverse WP1 manual.  Please also refer to excel document for budget and HR resource planning and reporting
1. European Commission requirement for reporting
Key reporting requirements for EC FP7 includes following components; (refer to EC Guidance Note on Project Reporting 

ftp://ftp.cordis.europa.eu/pub/fp7/docs/project_reporting_en.pdf)
1. Report on Deliverables : Identified in Annex I of the Grant Agreement (same as LiveDiverse Description of Work)
2. A periodic report within 60 days of the end of each reporting period (including last reporting period).  Reporting periods are Month 1-18th of the project, and month 19-to end of the project.  This means first reporting to the EC should cover period February 2009 -July 2010, and the second reporting should cover period between August 2010- January 2012.  The report needs to include the followings;
a. An overview, including publishable summary of the progress of work

b. An explanation of the use of the resources

c. A financial statement accompanied by certificates.

3. Final report: To be submitted within 60 days after the end of the project, which includes followings

a. A final publishable summary report

b. A report covering wider societal implications of the project.

4. Community Financial Contribution between beneficiaries: 30 days after receipt of the final payment of EC contribution (Final payment is expected to be after 18th month of project).
5. During and after the project, coordinator should provide references and abstract of all scientific 

2.  EC requirement on acknowledgement for project publication
All publications shall include the following statement to indicate that said foreground was generated with the assistance of financial support from the European Community:

The research leading to these results has received funding from the European Community's Seventh Framework Programme [FP7/2007-2013] under grant agreement n° 211392

(Requirement speicified in EC Guidance Note on Project Reporting

ftp://ftp.cordis.europa.eu/pub/fp7/docs/project_reporting_en.pdf)
3.  LiveDiverse requirement for reporting 
Each partner is requested to submit a 6 month progress report to the LiveDiverse Coordinator.  Deadline for 6 month reporting is followings;

	Reporting period
	Deadline for reporting
	What to report

	Sem 1 (February 2009-July 2009)
	30 October 2009
	Section 1-6 of reporting template

	Sem 2 (August 2009-January 2010)
	28 February 2010
	Section 1-6 of reporting template

	Sem 3 (February 2010-July 2010)
	31 August 2010
	Section 1-8 of reporting template

	Sem 4 (August 2010-January 2011)
	28 February 2011
	Section 1-6 of reporting template

	Sem 5 (February 2011-July 2011)
	31 August 2011
	Section 1-6 of reporting template

	Sem 6 (August 2011-January 2012)
	29 February 2012
	Section 1-8 of reporting template


 The 6 months report can then be used for periodic reporting which will be submitted to EC at the required reporting period.  As periodic report contains major substances of most items required for reporting inputs by all partners, below table summarizes contents and required contribution and responsibility by each partners, to the report.  
LiveDiverse reporting template

(Please note section 7 and 8 are only required for reporting to EC which is 18th and 36th month.)
	
	Table of Content
	What needs to be reported
	Responsibility

	1
	Publishable summary
	This section should be of suitable quality to enable direct publication by the Commission.  Needs to be formatted so that it can be printed as a stand-alone paper document not exceeding four pages. It shall also reflect the website of the project (if applicable). This summary should be updated at the end of each reporting period. 

· Description of the project objectives, 

· Description of the work performed since the beginning of the project, 

· Description of the main results achieved so far,

·  the expected final results and their potential impact and use (including the socio-economic impact and the wider societal implications of the project so far). 

· Diagrams or photographs illustrating and promoting the work

· Project logo (if relevant) and relevant contact details

· address of the project public website


	All partner: Provide input on below point 2 and 3, and photos and other visual materials
LiU to summarize 



	2
	Project objectives for the period
	· An overview of the project objectives for the reporting period in question, as included in Annex I of the Grant Agreement.

· A summary of the recommendations from the previous reviews (if any) and indicate how these have been taken into account.
	LiU to summarize input from all partners 

	3
	Work progress and achievements during the period (5 pages maximum excluding photos, maps and graphs)
	A concise overview of the progress of the work in line with the structure of Annex I of the Grant Agreement.

For each work package (except WP1) 

· A summary of progress towards objectives and details for each task;

· Highlight clearly significant results;

· If applicable, explain the reasons for deviations from Annex I and their impact on other tasks as well as on available resources and planning;

· If applicable, explain the reasons for failing to achieve critical objectives and/or not being on schedule and explain the impact on other tasks as well as on available resources and planning (the explanations should be coherent with the declaration by the project coordinator) ;

· a statement on the use of resources, in particular highlighting and explaining deviations between actual and planned person-months per work package and per beneficiary in Annex 1 (Description of Work) If applicable, propose corrective actions.
	WP 2-9 leaders

LiU compile all inputs.

	4
	Deliverables and milestones tables
	Fill in table 1. Deliverables, and table 2 Milestones (refer to page 12&13 of EC Guidance Notes on Project Reporting, Seventh Framework Programme)
	All partners report to LiU.  

LiU to summarize inputs from all partners

	5
	Project management
	Summarise management of the consortium activities during the period.

(Management tasks are indicated in Articles II.2.3 and Article II.16.5 of the Grant Agreement.)
This section should include the following:

· Consortium management tasks and achievements;

· Problems which have occurred and how they were solved or envisaged solutions;

· Changes in the consortium, if any;

· List of project meetings, dates and venues;

· Project planning and status;

· Impact of possible deviations from the planned milestones and deliverables, if any;

· Any changes to the legal status of any of the beneficiaries, in particular non-profit public

· bodies, secondary and higher education establishments, research organisations and SMEs;

· Development of the Project website, if applicable;

· Use of foreground and dissemination activities during this period (if applicable).

· co-ordination activities during the period in question, such as communication between beneficiaries, possible co-operation with other projects/programmes etc


	LiU

	6
	Explanation of use of resources (Budget and person month)
	For this item, please report on followings, using separate excel template for budget and HR reporting.  Please find excel template on LiveDiverse partner web site http://www.livediverse.eu/?page_id=937
 Please provide expenditure and description on following items (Please use separate excel format for budget reporting) 

· Personnel cost

· WP Travel

· Conference Travel

· Consortium meetings

· Other direct cost (any other cost related to research, i.e. books, copy, translation etc): As this budget line was not included in original EU format, this needs come from personnel, travel, indirect cost etc.

· Indirect cost (overheads, cost)

6.2 Reporting on person month

Please provide person-month used for each WP activities during 6 month, using the same excel template as 6.1. 

	All partners to submit this information to LiU finance unit to compile.

	7
	Financial statement- Form C summary financial report (signed originals sent in parallel post)
	Refer to Form C: Refer to P 18 of EC Guidance Note on Project Reporting 
ftp://ftp.cordis.europa.eu/pub/fp7/docs/project_reporting_en.pdf
This section is only required for reporting to EC.  This means, we need this section only for 18th month and 36th month reporting
	All partners to submit Form C information to LiU finance unit. LiU finance to compile information. Contact person is Mr. Henrik Ekberg (henrik.ekberg@liu.se)

	8
	Certificates (signed originals sent in parallel by post)
	Refer to P21 of EC Guidance Note on Project Reporting
ftp://ftp.cordis.europa.eu/pub/fp7/docs/project_reporting_en.pdf
This section ins only required for reporting to EC. This means, we need this section only for 18th month and 36th month reporting
	All partners to submit information to LiU finance unit.  LiU finance unit to compile them in table, and send certificates original by post to EC.
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