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ISQAPER Progress Report Period 2 (01/11/2016-30/04/2018)

Report preparation instructions

This document describes the requirements for the Second Periodic report requested by the EU from the iSQAPER project. It indicates who has to perform each reporting task. We use 4 colours: 
yellow – to indicate task for (some) partners; 
green – to indicate task for coordinator; 
grey – to indicate tasks that are not applicable to iSQAPER; and 
blue – to indicate tasks or subtasks of particular relevance.
Reporting tasks follow the specific sections and subsections laid out by the EU periodic reporting guidelines. The EU reporting guidelines list the following sections:

1. Technical Report

Part A Structured Forms

1. Publishable summary – Coordinator 

2. Deliverables – Coordinator (Work package leaders to make sure all final versions of deliverables that have to be ready by 30 April 2018 are submitted to Coordinator)
(1) Submit data on each deliverable identified in Annex 1 of the GA (which also specifies the timing and conditions) with comments if necessary in the continuous reporting section.
(2) At the time the periodic report is submitted, check if all deliverables due are listed in the continuous reporting and you must enter an explanation (in the Comments column) for: 
· any departure from the scheduled deliverables (e.g. missing or late deliverables) 
· any deliverable that has been cancelled or grouped with another.
You can check the process for continuous reporting.

3. Milestones – Coordinator 
Specify whether the milestone was achieved or not. If not, enter an estimate of when.

The milestones table included in each periodic report is cumulative (it shows all milestones from the beginning of the project).

4. Ethical Issues-if applicable – Not applicable

5. Critical implementation risks & mitigation measures – All, responses to be coordinated by work package leaders

Assess the state of play of every risk identified in Annex 1 and if necessary specify new mitigation measures. You can add a new risk here without the need to make an amendment to your grant. 

· Foreseen risks table – Lists the risks identified in Annex 1. This table is read-only,
a reference for the State of Play table.
· Unforeseen risks – Enter here any unforeseen risk(s) and your proposal for risk mitigation measures.
· States of play for risk mitigation – Report on your risk mitigation measures. If they have not been applied, you must say why.

6. Dissemination & exploitation of results – All 
(see guidelines for additional details, e.g. on acknowledging EU funding and open access requirements) – list the following:
Scientific publications – All  
Dissemination & communication activities – Coordinator to fill; All to provide information in response to request from WP9 

7. Impact on SMEs – SME partners
All projects with SME participants must include the following information in each periodic report:
· turnover of the company (i) at the beginning of the project (or most recent accounting period before the beginning of the project) and (ii) in the most recent accounting period.
· number of employees (i) at the beginning of the project (or most recent accounting period from the beginning of the project) and (ii) for the most recent accounting period.

8. Open Research Data – Coordinator 

9. Gender – All (Heleen Claringbould will send a separate e-mail to collect this information)

10. Science with & for Society – Not applicable

11. Energy – Not applicable

12. Infrastructure – Not applicable





Part B Report Core

1. Explanation of the work carried out by the beneficiaries and Overview of the progress

· Explain the work carried out during the reporting period in line with the Annex 1 to the Grant Agreement.
· Include an overview of the project results towards the objective of the action in line with the structure of the Annex 1 to the Grant Agreement including summary of deliverables and milestones, and a summary of exploitable results and an explanation about how they can/will be exploited.

(No page limit per workpackage but report shall be concise and readable. Any duplication should be avoided).

1.1 Objectives – Coordinator 
List the specific objectives for the project as described in section 1.1 of the DoA and described the work carried out during the reporting period towards the achievement of each listed objective. Provide clear and measurable details.

1.2 Explanation of the work carried per WP – All, coordinated by work package leaders

1.2.1 Work Package 1 
Explain the work carried out in WP1 during the reporting period giving details of the work carried out by each beneficiary involved. 
1.2.2 Work package 2 
Etc.

Proposed structure per WP is as follows:
· A summary of progress towards objectives 
· Detailed description of work carried out for each task
· Highlight clearly significant results and (preliminary) conclusions


Notes: 
· in the report, use figures, pictures and tables if possible and if applicable. 
· the length of this section needs to be adequate enough to describe the points above in enough detail. 
· when a task is not due yet, comment the section with ‘task not yet due’ or something similar.

1.3 Impact – Coordinator 
Include in this section whether the information on section 2.1 of the DoA (how your project will contribute to the expected impacts) is still relevant or needs to be updated. Include further details in the latter case.

1.4 Access provisions to Research Infrastructures (If applicable) – Not applicable

2. [bookmark: OLE_LINK3][bookmark: OLE_LINK4]Update of exploitation & dissemination plan (If applicable) --WP9

Say whether the plan described in Annex 1 (Description of the Action – DoA) needs to be updated, and give details.

3. Update of data management plan (If applicable) —Coordinator

Include in this section whether the data management plan as described in the DoA needs to be updated and give details.

4. [bookmark: _GoBack]Follow-up of recommendations & comments from previous review(s) (If applicable) –Coordinator to inform WP leaders

Include in this section the list of recommendations and comments from previous reviews and give information on how they have been followed up.

5. Deviations from Annex 1 (DoA)-- All partners

Explain the reasons for deviations from the DoA, the consequences and the proposed corrective actions.

5.1 Tasks

Explain any tasks not fully implemented, critical objectives not fully achieved and/or not on schedule. Explain also the impact of the available resources on other tasks and the timetable.

Workpackage 2
Task 2.1
Task 2.2
Etc.

Workpackage 3
Task 3.1
Task 3.2
Etc.

5.2 Use of resources 

Explain any difference in the use of resources between actual and planned (Annex 1), especially related to person months per work package.

5.2.1 Unforeseen subcontracting

Exceptionally, the Commission may approve costs related to subcontracts not included in Annex 1 and 2, without formally amending the GA (Article 13.1, GA) if you explain and justify the circumstances:

(1) describe the tasks performed by the subcontractor explain why you needed to use a subcontract, taking into account the specific characteristics of the project 
(2) confirm that the subcontractor was selected as offering the best value for money, if not the lowest price, and avoiding any conflict of interests.

5.2.2 Unforeseen use of in-kind contributions from a 3rd party against payment or free of charge

Exceptionally, the Commission may approve costs related to in-kind contributions not included in Annex 1 and 2, without formally amending the GA – if you explain and justify the circumstances:

(1) identify the third party
(2) describe the resources made available by the third party, either for payment or for free
(3) explain why you needed to use these resources to carry out the work

              
2. Financial Report

1. Individual financial statements--All partners requesting funds from the EU
2. Explanation of the use of resources & financial statements--All partners requesting funds from the EU

A quick reference guide is available from the iSQAPER website.  To be able to access the financial statements in the participant portal of the European Commission your role within this project should be one of the following: a) Participant Contact, b) Project Financial Signatories, or c) Task Managers. These roles can be assigned to you by your organization.
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