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ATTRACT Guide Reporting
This guide provides practical information to ATTRACT Grantees for preparing progress reports to the FNR.
Progress reports have to be submitted electronically to yi.lin@fnr.lu and a signed paper version (with the same contents as electronic version has to be sent to the FNR 5 working days after the electronic version at the latest to the following address:




Fonds National de la Recherche





6, rue Antoine de Saint-Exupéry





B.P. 1777





L-1017 Luxembourg





Phone :+352-261925-1





Fax : 
+352-261925-35

How is project progress reported in the ATTRACT programme?

The first project progress report is due 6 months after the start of the project. The subsequent reporting carried out on an annual basis where each annual progress report is due on the 31st of March of the year and covers a period of one year until the 31.12 of the respective year. A final report has to be submitted once the project has been concluded.
Example: 

	Your project starts on 1.02.2010 and ends 31.01.2015

	Report
	Due date
	Reporting period covered

	6 months progress report
	31.07.2010
	01.02.2010-31.07.2010

	1st annual progress report
	31.03.2011
	01.02.2010-31.12.2010

	2nd annual progress report
	31.03.2012
	01.01.2011-31.12.2011

	3rd annual progress report
	31.03.2013
	01.01.2012-31.12.2012

	4th annual progress report
	31.03.2014
	01.01.2013-31.12.2013

	Final report
	31.01.- 30.04.2015
	01.02.2011-31.01.2015


There are two parts to the report. The first part is a descriptive part on the progress of the report and the second part gives an overview of the finances of the project

Both parts inform the FNR on the progress and achievements of the project. Specific outputs from the project should be included in electronic form (e.g. publications).

The progress reports are not meant to be scientific reports addressed to peers but should describe progress in lay terms. These reviews may only be subject to review by a pertinent scientific review panel if the progress deviates largely from the originally intended plan. 
The financial overview is meant to provide an overview of the project expenses incurred. 

The financial overview does not constitute a basis for a controlling or audit by the FNR but only presents a means to show that the project is on track in terms of its finances. A selection of FNR projects will be fully audited each in a separately conducted audit by an independent auditor. 
Payments

FNR grants are paid in several instalments: an advance payment is made after the date of the last signature of the project convention by the FNR. Interim payments are made on the basis of the amounts stated in the convention and will be paid after the progress reports have been accepted by the FNR. The total amount of the pre-financing and the interim payments paid out to the beneficiary shall not exceed 85% of the maximum amount of the financial contribution attributed to the project. The final payment (15%), with any needed adjustment, is made once the final report has been accepted by the FNR. 

Content of Report
The PI is expected to carry out the project as described in the grant agreement (convention), however, it is possible to adjust the scientific strategy and allocate expenditure (e.g. regarding staff, equipment, consumables) accordingly, provided the research performed is still in line with the original scientific or scholarly objectives. Changes of scientific strategy and/or objectives should be described in the progress report and the rational should be explained. 
During the implementation of the project, the project partners may move budgets between budget headings up to a level of 20% of the amount of the lower budget line. Budget modifications which exceed this limit require you to submit an additional official request which needs to be formally approved by the FNR.

Whenever achievements resulting from FNR-funded research are published (such as in journals, patents, presentations, etc.) the PI should highlight the FNR's financial support.
Filling in the progress report
Word Document:
	1 Project information

	Principal Investigator (PI)
	As in convention 

	Project Number
	

	Project Acronym
	

	Project Title
	

	Start of the project
	

	End of the project
	

	Reporting period
	Eg 01.02.2010-31.12.2010


	List of total resources (list all active resources, including recent recruitments)

	Name of researcher
	Partner institution 
	Position 
	Qual. Level 
	Gender
	Person Months

foreseen
	Actual Person Months 



	
	
	e.g. Postdoc
	e.g. PhD, MSc
	e.g. F
	e.g. 5
	e.g. 5

	Provide the list of personnel working on the project including the people that have been recruited during the reporting period) For all active resources, please show amount worked against the original estimates 

	Recruitment

	Name of researcher
	Partner institution 
	Position 
	Qual. Level 
	Gender
	Foreseen employment date
	Status

	
	
	e.g. Postdoc
	e.g. PhD,
	e.g. M
	e.g. 01.03.2010
	e.g.Employed on time 

	Provide the list of personnel that needed to be recruited on the project at the start of the project, the date the where originally meant to be employed and their current status

Please use the following status descriptors

· Employed on time, 

· Employed with delay, 

· Hiring effort on track, 

· Hiring efforts behind schedule


	2 Legal and ethical requirements 

	Do you have addressed or still need to address legal and ethical requirements (e.g. approvals by CNPD and/or CNER). Please comment.

	Only to be answered if applicable


	3 Project Progress 


	3.1 Major achievements (1-2 pages)

	Please reproduce your original work-plan outline and Gantt chart of your proposal. 

With reference to these elements please briefly comment on the major milestones achieved in relation to your project Gantt chart 


	3.2 Deviations from project plan 

	With reference to your original workplan outline and Gantt chart:

Explain where your work deviates from the plan.

Explain why this deviation was necessary and how you will address possible delays or problems associated with this deviation.

Will the objectives still be reached? 

Please note that if a severe delay is expected a formal request for an extension must be filed with the FNR. Please also note that these requests will only be granted in exceptional cases where circumstances outside of the PIs control led to the delays. 


	3.3 Progress towards establishment of independent research group (1 page)

	Explain which achievements have contributed to you further developing and strengthening your own independent research group. 


	4 Project budget 

	Comment on any deviations in spending compared to the proposed Budget in the convention with the FNR. Adaptations of budgets of less than 20% per budget line are allowed within the project but should be commented on. 
If however during the implementation of the project, budgets need to be moved between budget headings of a level superior to 20% of the amount of the lower budget line a formal request should be joined to the progress report and a new budget allocation should be proposed.  



	5 Project outputs 

	PhD training

	Name of PhD Candidate
	(Envisaged) title of thesis
	Name of supervisor
	Status

	Indicate details of already known candidates. Otherwise write N.N., but nonetheless indicate who will have the supervision of the PhD students.
	The FNR is aware that this may change over time.
	Indicate the name of the Prof. (and university) who will supervise the PhD student and the scientific contact at the partner research institution (if applicable)
	Indicate the current status of PhD (1st year, ….) and  when the candidate would be awarded his/her PhD (trimester and Year).

	Scientific peer reviewed publications
 (only accepted and published articles)

	Title
	Journal  reference e.g. Einstein A., JACS, Vol 8, 2008, pg 234-250
	Impact factor

	
	Please provide a full reference of the paper and full author list 
	Indicate the impact factor of the journal for the specific year of your publication

	Conference Contributions

	Name of conference
	Type of contribution
	Presenter

	
	
	

	
	
	

	
	
	

	Public information events 

	Type 
	Short description

	
	

	
	

	
	

	Intellectual Property

	Topic of  IPR 
	Form of IP exploitation
	 Scope of Protection
	Partner responsible

	
	e.g. patent
	
	

	
	
	
	

	
	
	
	

	Other Tangible Outputs

	Description of output
	Workpackage name generating deliverable
	Planned for project month
	Partner responsible

	
	
	
	

	
	
	
	

	
	
	
	


	6 Signatures from Project Coordinator institute representatives

	The progress report needs to be signed by the PI, and Administrative Heads and Scientific Heads of the coordination and partner institutions. Add as many rows to the signature box as necessary


Annex: 

	1. Publications (published publications only) 

2. Patents submitted
Please attach electronic versions of publications and patents to the report.


Budget Overview (excel sheet):

The Budget Overview is an Excel sheet that provides an overview of the expenditures for the project for each project partner, for a specific reporting period. The Overview also shows the budget allocations as agreed in the convention and provides a direct comparison of the estimates with the real expenditures. Comments should be provided in the excel sheet about the status of the expenditures (e.g. as planned, delayed, overspent) and if necessary any additional justifications can be given in section 4 of the progress form.
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External financial contributions designate funding that is received by the institution from other sources than their own or the FNR. (Note that: Total Budget of a project = the FNR contribution + external financial contribution + the institute’s own financial contribution). Please indicate the amount of external finances, its source and the stauts of its payment in the row provided.
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Fill in the by completing the green cells. All other cells are locked for editing.
Are expenditures as planned?





Provide total expenditures per budget heading





Budget allocations as in convention








� The FNR considers the following as peer-reviewed publications :


A publication in a journal of the list of journals with impact factors published yearly by ISI Thompson,


A publication in the journal index established by SCOPUS, or 


A monograph with a review board.





