GUIDELINES

The annual and final public reports are documents which should allow the general public and stakeholders outside the consortium to find out about the project.

They should be published on the project website. 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 how the project contributes to the objectives of the programme: Do not assume that everybody knows what you are doing, and briefly state the goals of the project from a user point of view.

· Do not use overly technical language: The report should promote your project and be understandable to stakeholders, but also to users and the public at large, who may not have a strong background in the subject-area of your project.

· Be concise.

· 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.

Most projects have produced other public-oriented products, such as videos, CDs, presentations etc. Please attach them to the report.
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eContentplus
This project is funded under the eContentplus programme
, 
a multiannual Community programme to make digital content in Europe more accessible, usable and exploitable.
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2 Project Objectives

Short description of the problem addressed by the project and its objectives.
Summarize briefly how the project contributes to the programme objectives.
3 Consortium

Provide a brief description of the consortium members and their roles in the project.

4 Project Results/Achievements

In case of an annual report, describe 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).

For the final report, describe the final services/products implemented: functionality, simplified architecture, innovative features, limitations etc. Include appropriate details of platform. A graphic (screen capture, diagram etc.) may be a good method to illustrate the system. Explain how user requirements are met. If possible, state how interested parties can try out the system.

5 Target Users & their Needs

Provide a summary of your user groups, research on user/customer requirements and the resulting user profiles, and how the project results will respond to these requirements/profiles.
6 Underlying Content

The quality and quantity of the digital content (and related metadata) contributed to the project, as well as the criteria for its selection, must be clearly identified.
7 Summary of Activities

Draft a short section for each substantial area of work completed/started, tailored to reader needs rather than revolving around work packages.

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.
8 Impact & Sustainability

This section should highlight the European dimension of the project and why and how it has an impact on the target market (e.g. due to the critical mass of content aggregated, the improved accessibility of the content), including information on market prospects (provide a summary of your market research, giving an overview of the market situation, future trends in your target markets.)

As regards the final report, describe measures taken to ensure sustainability of the project results (provide a summary of your business model, expected revenues, expected costs to maintain the service, break-even point, etc.).
A description of possible future activities that derive from the completion of the project should be included, incorporating information on when the services/products are going to be available on the market, whether, when and how future additional services/products are going to become available and on other events/actions that might be of interest to the reader.
9 Further Information

If relevant, 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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