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LIFE Project Number

<LIFEyy ENV or NAT or INF/Country Code/xxxx>

Inception Report

Covering the project activities from dd/mm/yyyy to dd/mm/yyyy

Reporting Date

<dd/mm/yyyy>
LIFE+ PROJECT NAME or Acronym

<Name of the project>

Data Project

	Project location
	

	Project start date:
	<dd/mm/yyyy>

	Project end date:
	<dd/mm/yyyy> Extension date: <dd/mm/yyyy >

	Total budget
	€ 

	EC contribution:
	€

	(%) of eligible costs
	


Data Beneficiary

	Name Beneficiary
	

	Contact person
	<Mr/Mrs/Ms> <first name> <last name>

	Postal address
	<Street, n°, country code, postal code, commune>

	Telephone
	xx-xx-xxxxxxx + direct n°

	Fax:
	xx-xx-xxxxxxx + direct n°

	E-mail
	

	Project Website
	


Notes:
According to the Common Provisions Article 12 – Technical activity reports, the coordinating beneficiary must provide the Commission with: 
- one inception report, to be delivered within nine months of the project start; 

The inception report shall contain the necessary information for the Commission to evaluate the state of implementation of the project, the respect of the work plan, the financial situation of the project and whether the project is on track towards achieving its objectives, or whether there are serious delays and/or obstacles. 
The inception report shall contain an assessment as to whether the project objectives and work plan are still valid. On the basis of the inception report submitted by the coordinating beneficiary, and if the project's objectives are not achievable or the work plan is not feasible, the Commission may launch an early termination procedure, in accordance with Article 19. 

Identical copies of the inception report, in both paper and electronic versions, shall be simultaneously forwarded to the Commission and to the external monitoring team designated by the Commission, both of them receiving one complete copy of the technical reports, including annexes. 

The report shall normally contain a maximum of 20 pages, excluding annexes. Please use font Times New Roman 12 or equivalent. 
By way of exception, if the threshold defined in Article 28.3 is reached within the first nine months of the project duration, the inception report and the mid-term report might be merged into one. In such case, the template of the mid-term report should be used, however, all the additional elements requested in the inception report (as compared to the mid-term report) should also be provided to the Commission. 
REQUIRED STRUCTURE: 
1. Table of contents 
2. List of abbreviations 

3. Executive summary (max 3 pages) 

3.1. General progress. 

3.2. Assessment as to whether the project objectives and work plan are still viable. 

3.3. Problems encountered. 
· Problems or difficulties encountered or foreseen and their implications for future actions. They may be technical (equipment delivery is delayed, construction of infrastructure takes longer than anticipated), financial (the costs are not likely to correspond with the budgeted amounts) or organisational (role of partners are changing). The beneficiary should also provide an assessment to what extent these problems will affect the timely completion of the project, and describe the measures taken or foreseen to overcome or alleviate the problems in question. 
· If the project seems likely to become/stay behind schedule, please indicate this clearly. The beneficiary must signal changes to the baseline implementation programme.
4. Administrative part 
4.1. Description of project management (Describe what the project manager and other representatives of the coordinating beneficiary have done to organise the project: meetings, seminars. What partners and the stakeholders have done?) 
4.2. Organigramme of the project team and the project management structure 
4.3. Partnership agreements status (incl. date of signature) and key content 

5. Technical part 
Please start with a few lines of general description of the project background. 
. 
5.1. Actions (please follow the structure of your proposal). 
5.1.1. Action 1 
5.1.2. Action 2 

5.1.3. Action 3 etc. 
· Describe what has been done regarding each action (and sub-action if applicable).

· Indicate what problems you have had, how you have solved them or plan to solve them, what delays (if any) you have and how this will (or will not) impact on the other actions of the project whose implementation depend on this action, and how you plan to catch up.

· Compare the progress made with the established time schedule. Indicate a timetable showing how you plan to continue this action during the next reporting period. 
· For each of the objectives of the action, indicate whether you estimate you will achieve them. Where these objectives are quantitative, indicate the target, what you have achieved so far and what you think you will achieve by the end of the project.

· Attach completed deliverables as annexes (with a clear reference in the text of the report). 
· Please present the progress of the project using a Gantt-chart or similar. 

5.2. Availability of appropriate licences and authorisations (if relevant; as indicated in the proposal). 
5.3. Envisaged progress until next report. 
· What will be done during next 4-7 months, i.e. up to the next progress report. Describe the development of different tasks or entities and envision of the milestones to be achieved; next PR or mid-term report, all field work finished, infrastructure construction finished etc.

· Planned actions should also be indicated in the Gantt chart used to illustrate progress: 
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6. Financial part 

6.1. Putting in place of the accounting system.
6.2. Continued availability of co financing.

6.3. Costs incurred (summary by cost category and relevant comments). 

Fill in the following table concerning the incurred project costs:
	Budget breakdown categories
	Total cost in €
	Costs incurred from the start date to xx.xx.xxxx in €
	% of total costs

	1. Personnel
	
	
	

	2. Travel and subsistence
	
	
	

	3. External assistance
	
	
	

	4. Durable goods 
	
	
	

	Infrastructure
	
	
	

	Equipment
	
	
	

	Prototype
	
	
	

	5. Land purchase / long-term lease
	
	
	

	6. Consumables
	
	
	

	7. Other Costs
	
	
	

	8. Overheads 
	
	
	

	TOTAL
	
	
	


*) If the Commission has officially approved a budget modification indicate the breakdown of the revised budget 

**) Calculate the percentages by budget lines: How many % of the budgeted personnel costs are incurred by xx.xx.xxxx

· Comment on the budget posts, particularly discrepancies (for example why 80% of one post is spent although the overall level is 30% of the budget spent) and indicate if any budget modification is expected. 

· If before mid-term payment, indicate when the 30 % threshold value of total costs is expected to be reached.

Please fill in also the following additional table (recommended). When compiling the information please refer to Form B of the proposal: 
	Action number and name 
	Foreseen costs 
	Spent so far 
	Remaining 
	Projected final cost 

	Action 1 "Name" 
	
	
	
	

	Action 2 "Name"
	
	
	
	

	Action 3 "Name"
	
	
	
	

	Action 4 "Name"
	
	
	
	

	Action 5 "Name"
	
	
	
	

	Action 6 "Name"
	
	
	
	

	Action 7 "Name"
	
	
	
	

	TOTAL
	
	
	
	


7. Annexes 
7.1. Partnership agreements 

7.2. Deliverables (if relevant, e.g. management plans) 
7.3. Maps, drawings, technical designs, technical memos etc. as appropriate. Make a reference to the annexes in report text. In case the annexes are presented in local language a summary (titles, headings, map keys etc) in English should be included, either in the report text or in the annexes. 
7.4. Output indicators. Definition. 

7.5. Other 
X=Progress reports
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