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Interuniversity attraction poles - phase VII

ANNUAL ACTIVITY REPORT GUIDELINES

I. General Information

The annual activity reports must be sent to the Belgian Science Policy within three months following the end of each working year or no later than the 30st of June for networks that started on 1 April 2012 and no later than the 31st of December for networks that started on 1 October 2012 (cf. article 8.2 of the IAP contract).
The annual report must include:

-
an administrative report with the list of staff working on the IAP project


(cf. point II);

-
a scientific report describing the research progress and operation of the network. This report must also include a list of the publications from the previous year (cf. point III).
The reports are to be joint reports for the entire network and an electronic version must be sent by the network co-ordinator to iap-secretariat@belspo.be
The administrative report must be sent as an Excel file and the scientific report as an Acrobat or Word file.
These guidelines ("Guidelines for the annual reports) can also be found on our website at www.belspo.be/iap under the “General documents” section.
II. Annual Administrative Report
This report must present the following for each partner:
-
a list of the staff members paid by the IAP budget
- 
a list of the staff members not paid by the IAP budget, but working on the project
the following should be specified:

-
name
-
nationality
-
status
-
source of financing (FRIA, IWT, FNRS, FWO, university, etc.)
-
type of contract
-
dates of the beginning and end of the contract (only for the people paid by the IAP budget)
-
the level of employment (full-time, half-time, expressed in %)
-
the time devoted to IAP (expressed in %) in relation of the occupancy rate (for example 100% of the 50% of  occupancy  rate in the institution
The data should be entered into the Excel file provided on the www.belspo.be/iap site under the “General documents” section - subsection "Guidelines for annual report".
These data will be used for statistics (such as the number of doctoral students or postdoctoral fellows in the IAP programme, etc.). Thus, we would like to stress the importance of:
-
the accuracy of the data;
-
strict use of the abbreviations shown on pages 2 and 3 of the Excel file;
-
use of the Excel file provided (not Acrobat or Word).
III. Annual Scientific Report
The annual scientific report must be a joint report for the entire network written in English.
The report must include the following topics and information:

1. Cover page: Project n ° (P7 /...), title, acronym, name of the Coordinator, Belspo's logo and project's logo or IAP programme's logo, period covered by the report of activities.
2. Table of contents
3. List of abbreviations
4. General information: Composition of the network, the name of all the partners of the network with their institution and their research unit.
5. Introduction (2 pages maximum): a brief overview of the main scientific results and the most important activities of networking for the previous year.
6. Description of the research completed
This should be a brief description (a minimum of 10 pages and a maximum of 50 pages) of the research performed and the results obtained during the previous year, presented by “work package”, clearly specifying the partners involved in each. The work performed must be presented within the framework of the overall progress of the project, specifying scientific collaborations between the various teams.
7. Network organisation and operation
This section must describe the various activities organised as part of the IAP network over the past year and the procedures for meetings and collaboration among the various teams (for example: study days, WP meetings, workshops and seminars, exchange of personnel, equipment, data, training and courses for the phD and postdocs, co-supervision of PhD theses, doctoral schools, etc.).
8. Publications

The list of scientific publications specific to the IAP project, where a distinction must be made between the "peer reviewed" type publications and those of other types with, where appropriate, marked "in press" or "accepted for publication". Publications in preparation may not be included in the list.

The publications must be presented in two separate lists:

a.
A list of publications from each team, showing the articles published by the researchers working on the IAP project. These publications must be classified by team.

b.
A list of co-publications, showing publications co-signed by several researchers included in the IAP project and belonging to at least two different research teams which are contractually associated under the IAP project. The IAP teams involved must be clearly specified for each co-publication (for example: ULg and KUL).
Only those publications mentioning - as stated by the IAP contract - that the research was performed as part of the “Interuniversity Attraction Poles” programme financed by the Belgian government may be included.



1/4




