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EGEE-III
Activity x input to overall quarterly report
Quarter x

Month to Month Year
NOTE: all information provided in this document will be fully integrated in the overall QR (deliverable)
[Note: Text in blue italics is included to provide guidance to the author and should be deleted before publishing the document.]

You MUST use this template for your next activity QR, please do not use altered previous files. In addition, please stick to the sections and headings given here, do not alter them or insert your own, as this causes large amounts of work when compiling the overall QR.
1. Status of the ACTIVITY

1.1. Activity summary

Provide a few paragraphs (maximum 1 page) summarizing the activity’s progress and achievements during the quarter.
1.2. major Tasks, products and services
Tasks (please use bullet points, not sub-sections). Working from the activity’s WBS, give an account of the progress of the given task if applicable. 1 Paragraph per major task. 
Products/Services. Provide an overview of the status of each product/service, in the context of your activity, if applicable. E.g. For NA3, a “product” is the training material provided for a training event. E.g. For NA3, a “service” is a training event.

This section (1.2) should not exceed 2 pages.
Note: No need to go to the sub-task level. Do not simply report e.g. that a meeting has taken place. Report on its outcome and the resulting impact (actions/consequences). Work on EGI t4ransition should be accurately explained. 
1.3. summary of issues

In this section, please give a summary of any difficulties experienced during the quarter in any of the following fields: technical, partners, resources and organization and major risks assessed.
 Maximum half a page.
If you raise any issues about individual partners please ensure you have contacted (or tried to contact) them beforehand about the issue. Make note of steps taken to resolve the issue. .
Note: Old issues should not be carried forward. Note particular issues dependent on other activities. Note plans for mitigation for any issue reported. 
2. Status of Deliverables and Milestones

2.1. deliverables and milestones due this quarter

Fill in the Tables below, keeping the formatting and titles as they are .In the table list each deliverable and milestone due this quarter, giving the information (ID, Activity No etc) requested. For Nature, Original Delivery Date and Status, refer to the notes in the footer for what codes to use.

Add below the table, any text which justifies or illustrates the milestones status (eg. EDMS link to an event, report, etc.)
Explanation of the different status of the document (see ** in footer):

· Not started

· In preparation: TOC exists but document is still being completed

· Pending internal review: Has been submitted to AMB for formal review

· PMB approved

	Id
	Activity No
	Deliverable / Milestone title
	Nature (***)
	Lead partner
	OriginalDelivery date(*)

	Revised delivery date(*)
	Status

(**)

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


2.2. deliverables and milestones due next quarter

As above for the following quarter.
.
	Id
	Activity No
	Deliverable / Milestone title
	Nature (***)
	Lead partner
	OriginalDelivery date(*)
	Revised delivery date(*)
	Status

(**)

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


3. Plans for the next reporting quarter
Maximum half a page on the expected work for the next quarter. Please link to WBS tasks.
4. METRICS

The EGEE-III metrics programme includes: 

· Project overall metrics : Represent the Project Key metrics as a project progress control panel to monitor the progress of the project against the key EGEE-III objectives.
· Activity metrics : Represent the set of activity metrics to monitor the progress of each activity.
· Activity Partner metrics / Review : Monitor the progress of the programme of work  of partners within the Activity.
· Country Partner metrics / Review : Monitor the progress of the programme of work in each country and the involvement of individual partners (also called Federation reviews).
4.1. Project overall metrics

Please provide the status of those metrics related to your activity using as basis the information included in DNA1.2 “Quality Plan and Measurement plan”.
4.2. Activity metrics

Please provide the status of the metrics in your activity using as basis the information included in your related milestone “Activity Quality Plan and Measurement plan”.
4.3. Activity Partner metrics / Review

The strategy for Activity Partner metrics and/or review depends on the nature and size of each activity. Please provide the status of those metrics in your activity using as basis the information and strategy and timescale as described in your related milestone “Activity Quality Plan and Measurement plan”. 

4.4. Country Reviews
Please provide the status of those metrics in your activity using as basis the information given in NA1 document “Guideline and County metrics for Federation review”.
5. Events 
5.1. Project and activity Meetings 
Please use the tables provided in each sections (they differ in each). For ease of compilation, please do NOT alter these tables. Dates should be DD/MM/YY, eg. 25/09/05. Please give Number of participants, not names.
Note: REMEMBER the short outcome report including any URLs where applicable. Report number of participants who attended overall. 
	Date
	Location
	Title
	Participants
	Outcome (short report)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


5.2. Conferences/workshops organised

.

	Date
	Location
	Title
	Participants
	Outcome (short report)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


5.3. other Conferences/workshops attended
	Date
	Location
	Title
	Participants
	Outcome (short report)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


publications
List all publications as bullet points, detailing: Publication title, author(s), journal title, number/issue, date.
Also mention any articles published further to interviews given by members of your activity.
	Publication title
	Journal / Proceedings title
	Journal references Volume number

Issue

Pages from - to
	Authors 

1.

2.

3.

Et al?

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


� (*) Dates are expressed in project month (1 to 24).


 (**) Status = Not started  – In preparation – Pending internal review – PMB approved


(***) Nature = R = Report    P = Prototype D = Demonstrator   O = Other, Deliverable id: for Milestone attached to a deliverable
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