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QUANTIFY Deliverable documentation instructions
Deliverables have to be provided by the responsible PI to the Work Package leader, the Activity Component leader (ACL), the Activity leader (AL), and to the Project Office. The AL and ACL are responsible that deliverables are distributed without delay within the respective Activity Component or Activity as a whole. The following instructions should help to make this internal dissemination as smooth as possible.
We will work with PDF files only, to be independent from specific word processor software, and to ensure that the deliverables are always in the same layout, independent of the view/print medium.
Step 1: Each deliverable must carry a title page (layout as given by the EC) containing all necessary global information on the deliverable at first glance. To create this title page, the template file

QUANTIFY-D-n-n-n-x.doc

is provided together with these instructions. Please insert your deliverable number there and also fill in all the other highlighted texts.
If you are responsible for more than one deliverable, use the title template for each of your deliverables and fill in all the highlighted texts appropriately.

Do NOT make layout changes to the title page! The layout was given by the EC and should be uniform for all QUANTIFY deliverables.
Step 2: Create a PDF file of the deliverable’s title page (front and back, i. e. a 2-page PDF). Its filename must be
QUANTIFY-D-n-n-n-x.pdf
(with n n n x replaced by the deliverable number, of course!)

Step 3: Create a PDF file of your actual deliverable (report, publication, software listing, etc.).
Step 4: Merge the title page PDF and the actual deliverable PDF into one file which still carries the correct filename as given above:

QUANTIFY-D-n-n-n-x.pdf
(with n n n x replaced by the deliverable number, of course!)

Step 5: Send the deliverable-PDF to the people named at the top of this page. The Project Office will also put the deliverable in a dedicated folder on the QUANTIFY website in the “Restricted Area”. NOTE that this procedure will apply for the whole QUANTIFY project duration, not only for this first annual review. Distribution and archiving the deliverables in this homogeneous format will greatly reduce workload and pain during any Technical Review by the EC (during which it must be demonstrated that the deliverables are actually there).
Additional questions concerning deliverables

What to do if the deliverable is not of type “R=Report”, but of type “O=Other”, i. e., a website, a database, model output, or a modified piece of software (e. g., a subroutine)? For this case, the EC’s “FAQs on Project management in FP6, March 2005” state:

129. Q: With regard to Project deliverables that are software prototypes: What is expected for delivering prototypes to the EC for FP6 projects and at reviews? E.g. Demos deliverable at review, Disseminate using a movie to show how it works, prototype deliverables are just accompanied by a short document - not longer than 2-4 pages basically the ‘readme’ file Installation, instructions and a general overview of the functionality Are there any EU procedures / policies for software prototype delivery?

A: When a deliverable is a software prototype, it should be accompanied by a short report explaining its functionality, testing, limitations, envisaged enhancements, etc.  It is up to the consortium to decide together with the Project Officer which is the best way to present the prototype at the periodic review. There are no procedures / policies on software prototype delivery.

130. Q: Are the project’s deliverables due at the date reported in the Annex 1 or at the end of the first project year (first reporting period)?

A: Deliverables are due at the date reported in Annex I, so that the Project Officer can monitor progress, and at the latest 45 days after the end of the respective reporting period.

131. Q: Regarding the deliverables classified as “other” (for example web site or data), should they be accompanied by written reports describing the deliverable’s content?

A: Absolutely.

As a short summary of the paragraphs above:

If your deliverable is a huge emission/measurement dataset or model output, write as deliverable a short report that it is there, what information is contained therein, and what its functionality is.
If your deliverable is a website or a software module, also write a short report that it is there, what information is contained therein, and what its functionality is. You may want to add a listing of the software code (if it is short); or you can add a screenshot graphic of a website or of the most relevant part of a longer piece of software (if that helps to describe the deliverable).

IN ANY CASE, presence of the deliverable must be traceable and demonstrable during a Technical Review by the EC. That is, if a website or software is not in a fixed state after the deliverable, but will be developed further; there should be some proof of the state of the website/software at delivery time. So you should save a copy of the software at delivery time, or create (and save) some kind of output from the software/website that helps to later on demonstrate its content and functionality at delivery time.
Any other questions? Please let us know at the Project Office!
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