Guidelines for Periodic management report (P.M.R 4)

ACGT reporting period 1st February 2009 – 31st July 2010
The Periodic management report is submitted after each reporting period at the same time as the Periodic activity report. These guidelines are a summary of the “Project Reporting in FP6” document which can be found on the ACGT BSCW: 
https://bscw.ercim.eu/bscw/bscw.cgi/241528
All Guidelines, tables, templates related to the PMR4 are available on the BSCW server: https://bscw.ercim.eu/bscw/bscw.cgi/757477
The following documents duly completed are required from ALL partners:

1- FILE: ACGT_Appendix I_Partner_XX.doc
This is a brief description of the work performed by each contractor during the period. This should be organised by Workpackage level, and the work specification should be detailed enough to justify the resources employed - “Contributing to work package X” or “Contributing YY% to work package X” is too unspecific. Rather e.g. “Developed the ...module for…in work package X”.

Please pay attention to verify that the activities reported in this appendix I are coherent with the PMs declared in the appendix III.
· You will find the template on the BSCW server: https://bscw.ercim.eu/bscw/bscw.cgi/757477
· Each partner has to explicitly mention all their activities in all the different Work Packages they are involved in, as per the Implementation Plan. The list of Work Packages is already included in the template.  

· Activities that are eligible for this report are those that were performed during the last period (1st February 2009 – 31st July 2010).
· If there is no activity associated with a WP for which the partner has allocated PMs, "no activity" has to be mentioned rather than removing the section dealing with the WP.

· If you are not involved in some WPs, you can remove the corresponding sections.

· If there is a deviation in PMs allocated to a WP in IP4, it should be explained in the first part of the document. Justification should be given for the change in the Appendix IV in which a table containing previous PM allocation and the new ones has to be added.

· Collaboration with other ACGT partners should be mentioned in each scientific WP (working groups, short visits etc.) 

2- FILE: ACGT_Appendix_II_Partner_XX.doc

This is a tabular overview of budgeted costs and actual costs, by contractor and by major cost item including personnel.
This file is to be completed after the Appendix III

3- FILE: ACGT_Appendix_III_Partner_XX.doc

This is a tabular overview of budgeted person-months and actual person-months, by partner and by work package. The planned person-months are reported in the Dow. 
The difference, if any, between the actual PMs and planned ones must be explained in Appendix IV. 

4- FILE: ACGT_Appendix_IV_Partner_XX.doc

This is a summary explanation of the impact of major deviations from cost budget and from person-month budget, with reference to Section 2 “Work package progress” of the accompanying Periodic activity report where the reasons for deviation from plan have been explained.

5- FILE: ACGT_Appendix_V_Partner_XX.doc

Describe (if applicable) any major cost items of Appendix II, such as important equipment purchases, major travel costs, large consumable items etc., justifying their necessity to the project. If you report an adjustment to the previous periods in Form C, you will have to detail the breakdown of this adjustment (direct/indirect costs and costs category) in this appendix.

More information about this kind of expenses is given in the template itself. 
FILE 6: ACGT_Audit_Certif_XX.doc and FILE 7: ACGT_FormC_XX.xls

Fill in ALL RELEVANT cells in yellow
Reminder

( The contractual reporting period is: 1st Feb 2009 – 31st July 2010
( Costs reported in Form C are ONLY THOSE INCURRED AND RECORDED DURING THE ABOVE PERIOD
All partners have an audit certificate to provide either for the last period 
or for all non audited periods
( The cost of the Audit Certificate for the reporting period is eligible up to €1500 (VAT not included) further to the consortium agreement. It must be reported in the BOX 2 
Bear in mind that the subcontracting costs must be already included in your total direct eligible costs (“of which subcontracting)

CLAUSE 23 - contractors subject to special clause 23
If special clause 23 has been signed, the financial statements FORM C and Audit Certificate from members of the organisation HAVE to be provided. 

In addition, it is under the responsibility of the principal contractor to provide a summary financial report consolidating data from contractors’ and members' Form C. 
Concerns Partner 3: INRIA.

CLAUSE 39   (Corresponding to article 9.7 of EC contract)

Notwithstanding the provisions of Article 7.2 of this contract, contractors requesting a Community financial contribution for one or more reporting periods of less than €150,000, need not submit an audit certificate, until the cumulative request for Community financial contribution is equal to or exceeds €150,000 for the reporting periods for which an audit certificate has not yet been submitted.

In all cases an audit certificate shall be submitted at the latest 45 days after the final reporting period. This final audit certificate shall cover all period/s for which an audit certificate has not been previously submitted.

The provisions of this special clause shall apply also to the members identified in Article 9 of this contract.

CPF

Please take this opportunity to declare any major change in your institute that should be reflected in the Contract Preparation Form (CPF).
If there is any change, please inform us urgently and send us two original copies stamped and signed of the A2a, A2b, A2c forms

Action for all partners 
( Use the templates for all appendices https://bscw.ercim.eu/bscw/bscw.cgi/757477
( Enter your CPF number in the title of the file instead of “template”

( Do not forget that the reporting period is 1st Feb 2009 – 31st July 2010
( Complete the templates in the following order: 


- Appendix I

( Make your description of work as brief as possible (1 page).


- Appendix III as some figures from Appendix III must be reported in Appendix II 

Note : the Total PMs entered in cells C56 and E56 of this Appendix III must be the same as those reported in cells E20 and G20 of Appendix II

( AC partners must report the number of person months for permanent staff working on the project

- Appendix II

( AC partners: Please remember to fill the green column of the appendix II that is the total of eligible and non eligible resources employed on the project. Report the global costs of all resources employed on the project, including the permanent staff (separate column).

- Appendix IV
Needed only if:

- There is a difference between the planned eligible costs and your eligible costs as declared in the Form C box 2

- There is a difference between the planned PMs and your actual PMs declared in Appendix III

- Maximum 1 page per participant


- Appendix V

- if applicable (Maximum 1 page per participant)


- Form C and Audit Certificate
( Complete the Form C by inserting the financial data in the sheet corresponding to your institute (Participant 1 = partner with CPF number 01). Please use the ERCIM model
( In  parallel, prepare the Audit Certificate if necessary. Please use the ERCIM model

( Check the documents by using the EC checking list (E_Commission_Checklist.pdf) which can be downloaded from BSCW server

( Send all the appendices and the Form C by e-mail to Florence Pesce (florence.pesce@ercim.eu) for checking BEFORE 8 SEPTEMBER 2010
( Upon validation by ERCIM, please get 2 originals STAMPED, DATED and SIGNED of the Form C
( Email Florence.pesce@ercim.eu or Fax the signed copies to us: +33-4-92.38.78.22
( And Send by DHL or TNT to our offices in Sophia only the following documents:


- 2 Forms C


- 2 Audit Certificates 

ERCIM Office 
Contact : Florence Pesce
Tel : +33-4-92.38.50.10
2004 Route des Lucioles

06902 Sophia Antipolis

FRANCE

(Appendices I, II, III, IV and V are only required in electronic version)
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