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Disclaimer

This Template is based on the STREP Proposers Guide produced by the European Commission for Call identifier FP6/2004/IST/4. 

It is supplemented by information from other sources both formal and informal based on the author's own experiences, views and knowledge and not those of any organisation he may have or may be associated with. The information contained has been checked by him. However neither the author nor any organisation he may have or may be associated with assume any responsibility or liability for incorrect information herein. Any use of this information is at user's own risk.

Annotated STREP XE "STREP"  Template

This STREP XE "STREP"  Template can be downloaded from: 

http://www.efpconsulting.com/documents/STREP-template.doc

I have taken the Template provided by the STREP XE "STREP"  Guide for proposers and complemented it with text from the evaluation manual, the Provisions document for STREPs XE "STREPs"  and other sources. I have added additional thoughts, references and guidelines.

Please remember that nothing is absolute. There is a wide variation in interpretation between evaluator teams and between Strategic Objectives XE "Strategic Objectives" . Something that is seen as positive in one evaluation frequently is seen as negative in others. Also it is common for Commission XE "Commission"  staff to highly rate a proposal but have to reject it because the evaluators were not impressed and vice versa.

Proposal writing is far from an exact science. I am trying here to provide guidance to maximise your chance. However, before committing to produce a proposal you must discuss your idea with the responsible staff in Brussels XE "Brussels" /Luxembourg.

Remember, the goal of a proposal is to pass the evaluation – it can be refined in contract negotiations. I am not saying you have freedom to lie in the proposal – but try and avoid controversial issues or aspects that could detract from its apparent value. The rule in contract negotiations is not to modify the proposal so that is substantially a different project than that which was evaluated. However, in negotiations you are in a dialogue with the Commission XE "Commission"  staff and it is easier to convince them of something than in a remote evaluation.

There are a few overriding requirements and suggestions –


Do not use colour illustrations – it will be printed in black and white and important information may be obscured.


Use at least 11 point font – widen margins if necessary


It is required you submit the proposal document in PDF format – do not forget to change prior to submittal


Use UK English – or at least be consistent – ensure whole document is in a single language variant


Have the proposal carefully reviewed by a native English speaker.


Spell check the final draft.


Start each Section on a new page.


Stick to the exact format suggested in the appropriate Guide for Proposers.


Personally, I would not recommend using logos etc. in the proposal.


Do not use complex sentence structures or language – as reviewers may not be native English speakers.


Say the obvious but don’t write in generalities.


Tone down on the rhetoric – be business like and succinct.


Try to ensure the proposal is self consistent – be especially careful of last minute changes.


It is not necessary to stick to the recommended page limits but try not to go more than 50% over.


In the template only the chapter headings and some of the subheadings are required as per the Guide for Proposers. I have complemented them with others as a general guide – not a mandatory requirement.


Ensure you have the Acronym, Strategic Objective XE "Strategic Objective" , Instrument and page numbers on each page.

Proposal full title:

Proposal acronym: 

Date of preparation: 

Type of instrument: Specific Targeted Research Project

List of participants (Coordinator XE "Coordinator"  first): 

	Participant no.
	Participant name
	Participant short name

	1 (coordinator)
	
	

	2
	
	

	3
	
	

	4
	
	


etc.

Coordinator XE "Coordinator"  Organisation name: 

Point of Contact name:

Point of Contact email: 

Point of Contact telephone:
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Proposal summary page

Proposal full title: 

Proposal acronym: 

Strategic Objectives XE "Strategic Objectives" : 

List here the Strategic Objectives XE "Strategic Objectives"  in this call that are addressed by this proposal in priority order with the most important one first if there is more than one. Remember the proposal must be specifically written for this first one and will normally be evaluated by that team.

Proposal abstract XE "abstract" :

Proposal abstract XE "abstract"  copied from/to Part A1 XE "A1"   to be added here (Maximum 2,000 characters including spaces)

I strongly suggest you start with this – as it this that the evaluators will read first. Remember that in the official forms it will be truncated to 2,000 characters (including blanks) – so stick within this limit. It is not easy to encompass the essence of your proposal in so few characters – so take your time. First, dispense with background, evaluators are domain experts. Also try to employ wording in common with the targeted Strategic Objective XE "Strategic Objective" . Make it an obvious fit.

B.1
Scientific & technological objectives of the project, state of the art 

Describe the proposed project’s S&T objectives. The objectives should be those achievable within the project, not through subsequent development, and should be stated in a measurable and verifiable form. The progress of the project work will be measured against these goals in later reviews and assessments. Describe the state-of-the-art in the area concerned and how the proposed project will enhance the state-of-the-art in that area.

 (Recommended length – three pages)

Although this section talks about objectives, I strongly recommend you have a single high level objective to ensure project focus. You could identify spin off benefits or subsidiary objectives but try to ensure you start off by identifying a single objective.

B.1.1
Problem to be solved

It is also a good idea to clearly identify the problem to be solved. 

B.1.2
Quantified specific objectives

Try to quantify statements wherever made, especially technical targets.

B.1.3
Current State of the Art

Demonstrate awareness of the current state-of-the-art and differences between this proposal and any similar existing or previous projects. Quantify where appropriate.

B.1.4
Beyond the State of the Art

Show the degree of originality, innovation XE "innovation"  and promise of progress beyond it. Strike an appropriate balance in the level of risk XE "risk"  associated with the project compared to its potential benefits - high risk may be acceptable in return for high benefits. Avoid very large or unacceptable levels of risk. Remember in most technical areas of IST XE "IST" , you should be addressing current technology plus two generations. In real projects not all the work has to be innovative, however a major element has to be  although in some cases, especially application areas, extremely innovative ways of utilising existing technology would suffice.

B.2
Relevance to the objectives of the IST XE "IST"  Priority

Describe the manner in which the proposed project’s goals address the scientific, technical, wider societal and policy objectives of the IST XE "IST"  Priority in the areas concerned.

This section should also include references to other existing or previous projects that could be seen to overlap or complement this proposal. It is important to explain why this proposal should be funded in addition to the others that the evaluators may be aware of and this proposals relationship with them and other activities; for example coordination with as appropriate.

 (Recommended length – three pages)

Information for this section comes from  several main sources -

1.
Each Workprogram XE "Workprogram"  and the Commission XE "Commission"  specific program documents identify and address the policy needs to a certain extent. The introductory sections of the Workprogram contains good reference material.

2.
Via the Europa web site, http://europa.eu.int there is information on all EU XE "EU"  policies and they can be identified and downloaded from there. For example we have the following – Policies – 

a.
Access by subject to legal instruments in force, 

b.
legislative activity in progress, 

c.
implementation of common policies, 

d.
EU XE "EU"  grants and loans, statistics and publications.

3.
There is also good material under eEurope initiatives and at the ISPO (information Society Project Office) site.

You must also address where appropriate ERA XE "ERA"  related issues such as relationships to any Eureka XE "Eureka"  activities, (such as commonality of partners) or relationships to national research programs.

B.3
Potential impact

Describe the strategic impact of the proposed project, for example in reinforcing competitiveness or on solving societal problems. Describe the innovation XE "innovation" -related activities. Outline the exploitation XE "exploitation"  and/or dissemination XE "dissemination"  plans which are foreseen to ensure use of the project results. Describe the added-value in carrying out the work at a European level. Indicate what account is taken of other national or international research activities.

(Recommended length four pages, including one for “Contribution to Standards”)

This section should include the description of plans for the dissemination XE "dissemination"  and/or exploitation XE "exploitation"  of the results for the consortium XE "consortium"  as a whole and for the individual participants in concrete terms, for example by describing the dissemination and/or exploitation strategies, the user groups to be involved and how they will be involved, the tools and/or means to be used to disseminate the results and the strategic impact of the proposed project in terms of improvement of competitiveness or creation of market opportunities for the participants. 

B.3.1
Contributions to Standards

Describe contributions to national or international standards which may be made by the project, if any. Identify specific standards bodies and committees with an emphasis on European bodies such as CEN/CENELEC, ETSI, ECMA etc and International bodies such as ISO JTC as well as Industrial Informal Standards Bodies. It is better to avoid purely US XE "US"  bodies such as ANSI if possible.

B.3.2
Strategic impact

Show that the project will have a significant strategic impact and not merely satisfy intellectual curiosity. 

B.3.2.1
Potential Impact on Industrial/Research Sector 

Convincingly describe the impact it will have on its industry/commerce/research sector and how it will improve European competitiveness and assist in market development where applicable. Demonstrate a clear view of the market segment(s) and market needs, which it addresses.

B.3.2.2
Balance of Trade

Showing how it will contribute to an improvement in the balance of trade is also an important aspect.

B.3.2.3
European Dimension and Added Value

Does the proposal address European issues or merely address a national issue? Assess the extent to which the project is required by the EU XE "EU"  as a whole? Does the proposal identify and describe interdependencies or links with other national or international activities?

What are the European/international dimension in the execution of the work, for example is there a need to establish a critical mass XE "critical mass"  in human or financial terms, or does adequate resources and expertise not exist in individual countries? Will the impact of carrying out the work at the European level be greater than the sum of the impacts of national projects?

B.3.3
Innovation Related Activities

Please note that “innovation XE "innovation" ” as used here is not technological innovation. The Commission XE "Commission"  in their wisdom have redefined the term to mean the following (within a STREP XE "STREP" ) –

“Specific targeted projects should also include innovation XE "innovation" -related activities, in particular with respect to the management of the knowledge XE "knowledge"  produced and the protection of intellectual property.”

Note that  management aspects of this are addressed under B.5.8.

B.3.3.1
Management of Knowledge Produced

Describe this activity.

This is the ongoing identification, tracking and registration of knowledge XE "knowledge"  as it is produced within the project. It is particularly concerned with the decisions on ownership of IP XE "IP"  and should be covered in the Consortium Agreement XE "Consortium Agreement" . IP, not foreseen or falling outside of the agreement will require special treatment and may even require modification to the agreement. The process should be identified and covered in B.5.8. 

B.3.3.2
Protection of Intellectual Property

Describe this activity.

The owner of knowledge XE "knowledge"  should provide adequate and effective protection for knowledge that is capable of industrial or commercial application.

The Commission XE "Commission"  may adopt protective measures when it considers it necessary to protect knowledge XE "knowledge"  in a particular country, and when such protection has not been applied for or has been waived.

Participants may publish information on the knowledge XE "knowledge"  acquired under the project, provided this does not affect the protection of that knowledge.

Basically this section should define how the project will protect the IP XE "IP"  produced by it, identifying the process and responsibility. It should be cross referenced from the management section in B.5.8.

B.3.4
Dissemination

The project is not funded merely to benefit the participating organisations. Show that results will be adequately disseminated so as to support general European scientific or technological progress. Define specific plans for dissemination XE "dissemination" , with explicit commitments by participants. i.e. Papers at European conferences, web site, publication of papers etc. Note there is no requirement to divulge commercially sensitive information during dissemination, after all the program is intended to improve European competitiveness.

B.3.5
Exploitation

DO NOT HAVE AN ACADEMIC RESPONSIBLE FOR THIS. Emphasise the usefulness and range of applications, which might arise from the project. Explain the partners’ capability to exploit the results of the project and detail how you foresee doing this in a  credible way. Refer to the draft Consortium Agreement XE "Consortium Agreement"  with respect to exploitation XE "exploitation"  rights within the consortium XE "consortium" . This is particularly important. Be specific and quantify things such as accessible market etc.

B.4
The consortium XE "consortium"  and project resources

Describe the role of the participants and the specific skills of each of them. Show how the participants are suited and committed to the tasks assigned to them; show the complementarity between participants. Describe how the opportunity of involving SMEs XE "SMEs"  has been addressed. Describe the resources, human and material, that will be deployed for the implementation of the project. Include a STREP XE "STREP"  Project Effort Form, as shown below, covering the full duration of the project. Demonstrate how the project will mobilise the critical mass XE "critical mass"  of resources (personnel, equipment, finance…) necessary for success; and show that the overall financial plan for the project is adequate.

(Recommended length seven  pages, including one for B.4.1 and one for B.4.2)

Description of the consortium XE "consortium"    (1 page)

Short description of the consortium XE "consortium"  stating who the participants are,  what their roles and functions in the consortium are, and how they complement each other. 

	Participant
	Country
	Role
	Function
	Note

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Either add in here or put under Notes column, Complementarity as appropriate.

B.4.1
Sub-contracting XE "Sub-contracting"  

If any part of the work is foreseen to be sub-contracted by the participant responsible for it, describe the work involved and explain why a sub-contract approach has been chosen for it. Do not sub-contract R&D. Remember if a company sub-contracts some work they will normally have to pay 100% of their costs (potentially with profit) and will normally only get 50% back. Do not subcontract project management XE "project management" . It is not permitted to subcontract any critical aspect of the project.

B.4.2
Other countries 

If one or more of the participants is based outside of the EU XE "EU"  Member and Associated states, explain in terms of the project’s objectives why this/these participants have been included, describe the level of importance of their contribution to the project. 

Where a non-EU XE "EU" /Associated State XE "Associated State"  participation is involved, demonstrate it is in conformity with the interest of the Community, and  it is of substantial added value XE "added value"  for implementing all or part of the specific programme.

B.4.3
Description of the participants 

Short description of the participating organisations including:

The expertise and experience of the organisation, 

Short CVs of the key persons to be involved indicating relevant experience, expertise and involvement in other EC projects. (Each CV no more than 10 lines) Remember that you cannot contractually commit to these specific persons being assigned so you should state that these named people or their equivalent will  be assigned

The short CV of the nominated Project Manager XE "Project Manager"  is of particular importance. You have to show that he has experience of successful international project management XE "project management" . Emphasise this aspect. Academics very rarely have the correct attributes.

B.4.4
Quality of partnership, involvement of users and SMEs XE "SMEs" 
Show that the organisations involved in the consortium XE "consortium"  are capable of doing the tasks allotted to them. Ensure there is no unnecessary redundancy and duplication in the make-up of the consortium. Ensure the consortium does not lack an obvious participant with some essential skill or resource.

Describe how involvement of SMEs XE "SMEs"  has been addressed.

B.4.5
Resources to be deployed

Demonstrate how the project will mobilise the critical mass XE "critical mass"  of resources (personnel, equipment, finance…) necessary for success.

B.4.6
Overall Financial Plan

Show that the overall financial plan for the project is adequate.

In B4.7 (below) do not identify any activities as “demonstration XE "demonstration" ” i.e. leave that section blank.

B.4.7
STREP XE "STREP"  Project Effort Form

Full duration of project

(insert person-months for activities in which partners are involved)

Project acronym -

	Short Names
	Partner 1
	Partner 2
	Partner 3 
	Partner 4
	Partner 5
	etc.
	TOTAL PARTNERS


	WP name
	
	
	
	
	
	
	

	WP name
	
	
	
	
	
	
	

	WP name
	
	
	
	
	
	
	

	etc
	
	
	
	
	
	
	

	Total research/innovation XE "innovation" 
	
	
	
	
	
	
	


	Demonstration activities
	
	
	
	
	
	
	

	WP name
	
	
	
	
	
	
	

	WP name
	
	
	
	
	
	
	

	WP name
	
	
	
	
	
	
	

	etc
	
	
	
	
	
	
	

	Total demonstration XE "demonstration" 
	
	
	
	
	
	
	


	Consortium management XE "Consortium management"  activities
	
	
	
	
	
	
	

	WP name
	
	
	
	
	
	
	

	WP name
	
	
	
	
	
	
	

	WP name
	
	
	
	
	
	
	

	etc
	
	
	
	
	
	
	

	Total management
	
	
	
	
	
	
	


	TOTAL ACTIVITIES
	
	
	
	
	
	
	


B.5
Project management

Describe the organisation, management and decision making structures of the project. Describe the plan for the management of knowledge XE "knowledge" , of intellectual property and of other innovation XE "innovation" -related activities arising in the project. 

(Recommended length –three pages)

This section should describe how the proposed project will be managed, the decision making structures to be applied, the communication flow within the consortium XE "consortium"  and the quality assurance measures which will be implemented, and how legal and ethical obligations will be met.

Quality of the management

Make it clear how progress will be monitored and how an effective management structure will be put in place, with agreed lines of communication and responsibility. Describe how  corrective actions will be initiated and how conflicts will be resolved.

B.5.1
Project Manager XE "Project Manager" 
Every project must have a Project Manager XE "Project Manager" . He will be responsible for the Management of the Project and execution of the contract. He is appointed by the Coordinator XE "Co-ordinator"  and chairs the Management Meetings. He approves all outputs and reports, is the prime external interface and also may be the Technical Director (if one is deemed necessary). 

There is some confusion as to the role of the Project Manager XE "Project Manager" . This is not an administrative chore. A Project Manager will require some administrative support, but that is far from the essence of the job. The administrative functions such as status tracking, financial reporting, change control and project library maintenance are really a minor mechanical  part of the overall job.

Project management activities

Specific targeted research projects will also include an overall management structure. Over and above the technical management of individual work packages, an appropriate management framework linking together all the project components and maintaining communications with the Commission XE "Commission"  will be needed.

Project management responsibilities will include:


 co-ordination of the technical activities of the project;


 the overall legal, contractual, ethical, financial and administrative management of the project;


 preparing, updating and managing the consortium XE "consortium"  agreement between the participants;


 co-ordination of knowledge XE "knowledge"  management and other innovation XE "innovation" -related activities;


 overseeing the promotion of gender equality XE "gender equality"  in the project;


 overseeing science and society issues, related to the research activities conducted within the project;


 obtaining audit certificates (as and when required) by each of the participants;


 bank guarantees for SMEs XE "SMEs"  (if applicable).

Successful Project Management XE "Project Management"  of a Framework program Project requires various skills and knowledge XE "knowledge" . In my view it requires a person with the following attributes:

·   Good appreciation of the relevant business area

·   Participation in a previous Framework project

·   Knowledge of Framework procedures

·   Good interpersonal and organisational skills 

·   Well organised and systematic in own work

·   Good knowledge XE "knowledge"  of  ISO 9001

·   Good knowledge XE "knowledge"  of English

·   Some knowledge XE "knowledge"  of project technical area

·   Some knowledge XE "knowledge"  of financial management

Project Management XE "Project Management"  is a combination of all of the above skills. Extra strength in some areas could compensate for weakness in others.  Remember this function includes legal responsibility aspects and thus keeping of good records is essential. Any telephone calls and agreements, especially with the Project Officer XE "Project Officer"  should be minuted and/or confirmed in writing, at least by email.

B.5.2
Management Structure

As this type of project in FP6 XE "FP6"  is essentially the same as the previous RTD XE "RTD"  projects, I would maintain the traditional structure as follows -


For smaller projects and depending on the technical abilities of the company representatives, it is sometimes possible and more effective to combine the Management and Technical Boards although they must continue to deal with both aspects.

B.5.3
Coordinator XE "Coordinator" 
This is the principal interface to the Commission XE "Commission"  - both during proposal and project stages and is responsible for submitting  the proposal;. also conducts the contract negotiation.. During project appoints the Project Manager XE "Project Manager" , submits all reports, normally handles the financial statements and payments, chairs the Project Management XE "Project Management"  Board and has overall control of the project. 

Note that the Coordinator normally appoints the project manager. If, under rare circumstances it is decided to split the management into Managerial and Technical parts, then a Technical Director is also appointed, although he is not necessarily from the Coordinating Organisation. 

The specific obligations of the coordinator must be distinguished from the management of the consortium XE "consortium"  activities. The coordinator's specific obligations are:


to ensure accession to the contract by the other contractors


to ensure the communication between consortium XE "consortium"  and Commission XE "Commission" 

to receive and distribute the EC contribution


to keep project accounts 

Only the coordinator may have these particular tasks and their associated costs. However, there are many other tasks that are considered part of the management of the consortium XE "consortium"  and these can be carried out by any contractor, in accordance with the terms of the consortium agreement. The costs are determined according to the task allocation.

A distinction between Financial Coordinator XE "Financial Coordinator"  and Scientific Coordinator XE "Scientific Coordinator"  is no longer recognised in the contract. Any distinctions of role between the partners must be embodied in the Consortium Agreement XE "Consortium Agreement" .

Sometimes the Project Manager XE "Project Manager" ’s role is purely managerial and a Technical Director is appointed. In these cases it is normal for the Technical Director to chair a Technical Board XE "Technical Board"  that would consist of the Key Technical staff - one per partner normally or Work package leaders. Such meetings are normally held adjacent to Management Board XE "Management Board"  meetings. The Technical Director would also sit on the Management Board ex officio and the Project Manager on the Technical Board.

It is normal to have a structure as shown above under B.5.2 (note the Technical Board XE "Technical Board"  could be combined into the Management board).

I am trying here to give a flavour of the type of words and content to use. It is not exhaustive. Do not copy them verbatim.

A Management Board XE "Management Board"  will be created that will be responsible for the successful completion of the project and the exploitation XE "exploitation"  of its result. It will be chaired by the appointed Project Manager XE "Project Manager"  and will consist of a senior representative of each partner.

Decisions regarding the project will be made by vote with each partner having a single vote. In cases of a tie, the project manager will have a casting vote.

The role of the Management Board XE "Management Board"  will include the following -

·   Management of resources in order to meet schedules and goals

·   To ensure the quality management of the project

·   Tracking of costs related to budget

·   Resolution of conflicts

·   Creation of technology implementation plan and its updating

·   Ensuring compliance with legal and ethical obligations

Explain the role/responsibilities of Technical Board XE "Technical Board"  if constituted and state that it reports to the Management Board XE "Management Board" .

B.5.4
Project Meetings

The Management Board XE "Management Board"  will meet at the start of the project and (2/3/4) times per year or on an ad hoc basis as requested. The meetings will normally be scheduled to rotate between the principal contractors home base.

Add info on Technical meetings as required.

B.5.5
Quality procedures

The project manager will circulate a draft Quality Management plan for the project prior to first Project Meeting and then present it for approval at the first Meeting. 

It will contain as a minimum, procedures for:

·   Document procedures, standards and control

·   Issue control for documents

·   Reporting procedures, frequency and format

·   Communication procedures

·   Corrective actions

·   Exception control

·   Conflict resolution

·   Meeting draft agenda

·   Format of meeting minutes

·   Tracking system for actions

·   Specific responsibilities within the project

B.5.6
Communication and Reporting.

Amplify here specific policies on this subject i.e. use of email or communication via web site management page, telephones, video conferencing, frequency etc

B.5.7
Consortium Agreement XE "Consortium Agreement" 
A Consortium Agreement XE "Consortium Agreement"  between the partners  is now mandatory and must be signed before any participant start work on the project. The Project Manager XE "Project Manager"  must be responsible for this activity.

B.5.8
Management of Knowledge and Intellectual Property

The rules regarding the protection dissemination XE "dissemination"  and use of knowledge XE "knowledge"  have been simplified and a larger flexibility is granted to the participants:

·    rules are identical for all participants;

·   rules concentrate on the principles and provisions considered necessary for an efficient cooperation and the appropriate use and dissemination XE "dissemination"  of the results;

·   participants may define among themselves the arrangements that fit them the best within the framework provided in the model contract.

See also comments under B.3.3.1 and B.3.3.2 and address here.

B.6
Detailed Implementation Plan 

This section describes in detail the work planned to achieve the objectives for the full duration of the of the proposed project. It is the most important section in the proposal.

 The recommended length, excluding the forms specified below, is up to 15 pages. 

Probably half the failing proposals I see count the forms and charts as part of the 15 pages and merely give in addition a description of the work packages – that is not what is required! These 15 pages should be the detailed technical description of what you are going to do and how you are going to do it, including system diagrams and illustrations as well as alternatives considered and why you have a good chance of succeeding where others have failed. 

i.e. Sections B.6.1, B.6.2 and B.6.3 as described below should be 15 pages or so. I cannot make it clearer.

An introduction should explain the structure of this work plan and how the plan will lead the participants to achieve the objectives. The work plan should be broken down according to types of activities: Research, technological development and innovation XE "innovation"  related activities, demonstration XE "demonstration"  activities and project management XE "project management"  activities. 

I strongly suggest you do not identify any “demonstration XE "demonstration"  activities”. Do not use the word “demonstration” anywhere. Anything you consider may fall under this heading refer to as “trial”, “validation” or “system test” or something similar. This simplifies the proposal and more importantly avoids, or at least may mitigate against,  being reduced to 35% funding.

 It should identify significant risks, and contingency plans for these. The plan must for each type of activity be broken down into work packages (WPs) which should follow the logical phases of the project, and include management of the project and assessment of progress and results. 

Essential elements of the plan are:

	
	a)
	Detailed Implementation plan introduction – explaining the structure of this plan and the overall methodology used to achieve the objectives. 

	
	b)
	Work planning, showing the timing of the different WPs and their components (Gantt XE "Gantt"  chart or similar). Ensure that the work plan is appropriate, clear, consistent, and efficient without serious omissions. Ensure a clear working schedule is laid out, with clearly identified review points. 



	
	c)
	Graphical presentation of the components showing their interdependencies (Pert diagram or similar)

	
	d)
	Detailed work description broken down into work packages:

	
	Work package list (use Work package list form below);

	
	Deliverables list (use Deliverables list form below);

	
	Description of each work package (use Work package description form below, one per work package):

	
	Note: The number of work packages used must be appropriate to the complexity of the work and the overall value of the proposed project. Each work package should be a major sub-division of the proposed project and should also have a verifiable end-point (normally a deliverable or an important milestone in the overall project).  The planning should be sufficiently detailed to justify the proposed effort and allow progress monitoring by the Commission XE "Commission"  – the day-to-day management of the project by the consortium XE "consortium"  may require a more detailed plan.


Ensure the manpower effort for each partner and work package is credible, without seriously under/over estimating. Ensure the other resources required are also credible. Make sure there are no resources required which appear not to be foreseen.

It is normal to assign WP1 to Project Management XE "Project Management" . This would include all general activities such as Board Meetings etc. It is normal for the Coordinator to have the majority of this with small amounts for each of the partners to cover their participation in the general meetings.

A useful metric is that Project Management XE "Project Management"  is usually expected to average around 10% of the project effort. Any significant deviation should be justified.

Allow the evaluators to make an overall assessment of the quality of the research proposed to be carried out, from a scientific and technical point of view. 

Don’t forget to have a Work package or Task related to disseminating and exploiting  the results (make it WP2).

B.6.1
Introduction

Explain the structure of the work plan and the overall methodology used to achieve the objectives

B.6.2
Research and Technological Aspects and Options

Explain the adequacy of the chosen approach, methodology and work plan for achieving the objective(s).

As appropriate, you may describe overall systems design. Schematics can help to illustrate  this section.

B.6.3
Risks in the Project and Steps to Minimise

Be frank about potential risks. They may be technical, organisational, business related etc. For each risk XE "risk"  say how you will monitor it,  minimise it or even what the contingency or backup plan is.

B.6.4
Project planning and time table; (Gantt XE "Gantt"  chart)
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It is normal to identify key events on the Gantt XE "Gantt"  chart such as Board Meetings (Bx) and /or other specific events (Evx, MTR = Mid term Report, etc)

B.6.5
Graphical presentation of the project’s components; (PERT XE "PERT"  diagram)

Broken down into work packages and showing constraints and events with the critical path identified:


It is usually a good idea to identify major milestones on this PERT XE "PERT"  diagram as appropriate.

In this example PERT XE "PERT"  WP 1 is Project Management XE "Project Management"  and WP2 is Dissemination and Exploitation. Please note that I have indicated some iteration around WP4, 6, 8 and 7. As there is a research component in STREPs XE "STREPs"  it would seem natural to have some allowance for iteration in the process – beware of having the project look like a product development – the research aspect must be emphasised.

Annotated STREP Template

It would also seem correct to show a gradual ramp up and phase down – as inevitably this is what happens in real life. Even in the rare cases where this may not be the intent – show it in the traditional manner and then modify it in contract negotiations.

B.6.4 Work package list (full duration of project)

	Work-package
No
	Work package title
	Lead 
contractor
No
	Person-months
	Start
month
	End
month
	Deliverable
No
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B.6.5
Deliverables list (full duration of project)

	Deliverable
No
	Deliverable title
	Delivery 
date

	Nature


	Dissemination
level


	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


B.6.6
Work package description (full duration of project)

One page description of each work package (use form below):

Note: The number of work packages used must be appropriate to the complexity of the work and the overall value of the proposed project. Each work package should be a major sub-division of the proposed project and should also have a verifiable end-point (normally a deliverable or an important milestone in the overall work plan). 

In medium to large projects it is also good practice to further divide each Work package into Tasks. Each with a leader and each ending in deliverable.

Do not plan long running activities  (i.e. more than a year) without an interim deliverable.

Numbering scheme:

In the past it was normal to adopt the following type of scheme (note this is an illustration only) -

WP
Task      Deliverables

WP1


T1.1       D1.1.1, D1.1.2


T1.2      D1.2.1

WP2


T2.1      D2.1.1


T2.2      D2.2.1, D2.2.2


T2.3      D2.3.1

WP3


T3.1      D3.1.1, D3.1.2, D3.1.3

WP4


T4.1      D4.1.1


T4.2      D4.2.1, D4.2.2


T4.3      D4.3.1


T4.4      D4.4.1, D4.4.2, D4.4.3, D4.4.4

This type of numbering allows deliverables to be related to Work packages and Tasks and thus permits simpler tracking.

Also note that I suggest adding the work package name at the top of each form – this will make it easier for the evaluators.

Project Management XE "Project Management" 
	Work package number 
	WP1
	Start date or starting event:
	

	Participant id
	
	
	
	
	
	
	

	Person-months per participant:
	
	
	
	
	
	
	


	Objectives 




	Description of work 




	Deliverables 




	Milestones and expected result 




Dissemination and Exploitation

	Work package number 
	WP2
	Start date or starting event:
	

	Participant id
	
	
	
	
	
	
	

	Person-months per participant:
	
	
	
	
	
	
	


	Objectives 




	Description of work 




	Deliverables 




	Milestones and expected result 




	Work package number 
	WP3
	Start date or starting event:
	

	Participant id
	
	
	
	
	
	
	

	Person-months per participant:
	
	
	
	
	
	
	


	Objectives 




	Description of work 




	Deliverables 




	Milestones and expected result 




	Work package number 
	WP4
	Start date or starting event:
	

	Participant id
	
	
	
	
	
	
	

	Person-months per participant:
	
	
	
	
	
	
	


	Objectives 




	Description of work 




	Deliverables 




	Milestones and expected result 




B.7
Other issues

If there are ethical or gender issues associated with the subject of the proposal, show they have been adequately taken into account - indicate which national and international regulations are applicable and explain how they will be respected. Explore potential ethical aspects of the implementation of project results. Include the Ethical issues form given below. See Annexes 3 and four of Proposers Guide XE "Proposers Guide"  for more information on Ethical Rules and Gender Dimension. 

Are there other EC-policy related issues, and are they taken into account? Show a readiness to engage with actors beyond the research to help spread awareness and knowledge XE "knowledge"  and to explore the wider societal implications of the proposed work; if relevant set out synergies with education at all levels.

(No recommended length – depends on the number of such other issues which the project involves).

B.7.1
Ethical Considerations

Normally there is only one of significant impact here and that is data protection acts, both at European and at National level. You should state that the project will comply and it is the responsibility of say the project manager to ensure compliance and mention this in his responsibilities under B5. 

A. Proposers are requested to fill in the following table

	Does your proposed research raise sensitive ethical questions related to: 
	YES
	NO

	Human beings
	
	

	Human biological samples 
	
	

	Personal data (whether identified by name or not)
	
	

	Genetic information
	
	

	Animals
	
	


B. Proposers are requested to confirm that the proposed research does not involve:


Research activity aimed at human cloning for reproductive purposes,


Research activity intended to modify the genetic heritage of human beings which could make such changes heritable


Research activity intended to create human embryos solely for the purpose of research or for the purpose of stem cell procurement, including by means of somatic cell nuclear transfer;


Research involving the use of human embryos or embryonic stem cells with the exception of banked or isolated human embryonic stem cells in culture

	Confirmation : the proposed research involves none of the issues listed in section B
	YES
	NO

	
	
	


Further information on ethics requirements and rules are given at the science and ethics website at http://europa.eu.int/comm/research/science-society/ethics/ethics_en.html.

B.7.2
Gender Issues

Start by mentioning how many women you expect to be assigned to the project, assuming there will be some. I would also assign responsibility of this aspect to the project manager and mention it in B5 under his responsibilities. I  believe some words along the following lines would be appropriate –

“We understand that promoting women does not mean treating them in the same way as men. Men’s characteristics, situations and needs are often taken as the norm, and – to have the same opportunities - women are expected to behave like them. Ensuring gender equality XE "gender equality"  means giving equal consideration to the life patterns, needs and interests of both women and men. Gender mainstreaming thus includes also changing the working culture. In information technologies, gender disparities exist at user level and in the labour market. By assuming that information technology is neutral, biases can enter into technological research and development that can have a negative impact on gender equality.”

B.7.3
Safety Issues

Address any conceivable safety issue here, either during project execution or exploitation XE "exploitation"  of the results.

B.7.4
Conservation Regulations

Address any conceivable conservation issue here either during project execution or exploitation XE "exploitation"  of the results including in particular environmental, especially of by products or manufacturing processes.

B.7.5
Other Policy related Issues

You should also state you will comply with all relevant Community regulations and specifically address any conceivable impact on Safety or Conservation concerns.
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