GUIDELINES

The annual and final public report are documents that the Commission may use to promote the activities of the project. They have to be concise, but at the same time provide all the necessary information to give an external reader a broad overview of the activities of the project and its achievements. Therefore:

· Start with a short description of the project: Do not assume that everybody knows what you are doing, and briefly state the goals of the project from a consumer/business point of view.

· Do not use overly technical language: The report should promote your project and hence be understandable by IT managers, business executives, the media, and the general public, who may not have a strong background in the subject-area of your project.

· Be concise: Stick to core messages, and do not divert readers’ attention with side-matters that do not contribute to a better understanding of the goals and achievements of your project.

· Be relevant: Do not state facts that the intended audience does not care about (for instance, while there is no reason for discussing simple delays in the schedule, changes and re-orientations e.g. due to market influences or competition, etc. should be described).

· Promote your project: Highlight achievements with respect to application/service validation and deployment, user acceptance and user satisfaction, business competitiveness, excellence in technology, mentioning where appropriate patents, successful standardisation efforts, IPR solutions, adoption by vendors of methods and modules produced by your project, etc.

Most projects have produced other public-oriented products, such as videos, screencams, CDs, presentations etc. Please attach them to the report.

TEMPLATE

The attached template is intended to provide guidance. You are free to add other information about your project and your achievements. However, it is essential to keep reports concise.

We encourage the use of graphic material (e.g. diagrams, figures, pictures), please provide them, in addition, as separate files.

The report’s design and formatting should enable attractive rendering as a Web page. The preferred file format is HTML.
Other acceptable file formats are RTF, Microsoft™ Word for PC (from version 6 onwards) and Microsoft™ Word for Macintosh (from version 5.1 onwards). Formats for graphic files should be JPG, TIFF or BMP.
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2 Project Description (< 400 words) [Input: WP1]
Short description of the project and its objectives
3 Summary of activities (< 400 words) [Input: all WPs]
· Major achievements (e.g. completion of market and user requirements survey, completion of demonstrator design or implementation, initial reactions and feedback from users, first results).

· The annual report should also describe where the project is ‘positioned’ for the next year, describing which are the activities that will be completed and the results that are expected. As regards the final report, a description of possible future activities that derive from the completion of the project should be included.

3.1 <Important work areas>

· Make a short section for each substantial and important area of work completed/started. This should be tailored to reader needs rather than being oriented around work packages.

· As a rule of thumb, each section should be around 400 words long. However, the final services/products, their functional description, their validation and other related information (see below) should be given more space and detail.

· The sections should cover subjects such as:

· User/customer requirements and resulting product profile (provide a summary of your research on user/customer requirements, the user groups you address, and the resulting product profile) [Input: WP2, WP5]
· Content/technology outlook and innovative features (provide a summary of the main innovative features of the project that will allow the implemented services/products to be competitive in the market) [Input: WP3, WP2, WP5]
· Market prospects (provide a summary of your market research, giving an overview of the market situation, future trends in your target markets.) [Input: WP5, WP6]
· Business plan (provide a summary of your business model, expected revenues, expected costs to maintain the service, break-even point, etc.) [Input: WP5]
· Final services/products implemented (describe the services/products: functionality, simplified architecture, innovative features, limitations etc.  Include appropriate details of platform and/or third-party software integrated. A graphic (screen capture, diagram etc.) may be a good method to illustrate the system. Explain how the demonstrator meets user requirements. If possible, state how interested parties can have a demonstration or try out the system.) [Input: WP4, WP6]
· The information provided should obviously be congruent with the current stage within the project's lifecycle. Some projects will typically report on their services/products, others may concentrate on market research and system specifications.

4 Dissemination and Awareness (< 400 words) [Input: WP6, WP5]
Focus on project-level activities, including:

· the project user group, its membership and activities;

· other activities that have significantly raised the profile and visibility of the project (for instance presentations at international events, publications, press and media coverage)

5 Future Work and Exploitation Prospects (< 400 words) [Input: WP1, WP5, WP6]
Include a brief summary of major activities to come. This can include developments, but other events/actions that might be of interest to the reader are also especially relevant, for example when the services/products are going to be available on the market, future additional services/products, etc.

6 Further Information [Input: WP1]
List here whatever else you deem necessary/appropriate for the understanding of the work you have done, the results you have achieved and/or the objectives you have reached.
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