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Guidelines for writing the application and the reports 
Annex B1: Guidelines for writing the DIP application 
The application should consist of:

(Please use the items printed in bold type as main titles to your application)

1. Title page, see annex A1 (1 page)

2. Contact details of all institutions and contacts involved (1 page): addresses, phone numbers, e-mail addresses, etc.

3.
Executive summary version of the application (1 page, preferably in plain language; if the project is approved, this summary version can be published on the Internet as first project presentation.) 
4.
Description of the project (5-10 pages): topic, question, state of the art, planned research, work packages of the individual research groups, objectives and expected results, literature used (briefly)

5.
Graphic flow chart of the project: The individual titles in the flow chart must relate to the project segments described under point 4 .

6.
Exploitation plan (2 or 3 pages): the exploitation plan should contain information on the following points, if applicable, (business secrets need not be disclosed):

· prospects of exploitation regarding inventions/applications for industrial property rights (licenses, etc.) and other recognizable exploitation possibilities.

· impact, significance and prospects of success after project termination with time horizon. Any potential cooperation with other institutions, firms etc. is to be included, for example for public tasks, data bases, networks, transfer agencies, etc. Other success, for example social, medical, etc., success is also to be stated.

· application and transfer strategies, if any, provided that the type of project allows such strategies, e.g. implementation of social studies.

7. Declaration that the proposal is not submitted concurrently to another funding agency 
8. Financial plans (cf. Annexes 2, A3a and A3b). Salaries: The main applicants and all permanent staff salaries or parts of it cannot be subject to DIP funding . Their work shares in the DIP project will, however, be regarded as own contribution (“matching”). Therefore, statement of salaries and of the work shares in the project is important. Every year an updated overview of the salaries current in Israel will be presented by the “research departments”, which will be effective for one year as the baseline for stating salaries. Justifications for the investment costs applied for should be submitted as well (tenders, purchases, invoices)  
9. CVs of the project participants (brief version).
10. Pertinent publications of the cooperating scientists: only project and cooperation-relevant publications of the last 5 years
11. 
Annex B2: Guidelines for writing the  annual report
1.
Information on the title page (see Annex A4): recipient of grant, reference number, project title, project duration, reporting period, etc., signatures of the Israeli CPI and the German PI as well as the signature of a responsible of the university, e.g. head of research authority (in exceptional cases also fax signatures).

2.
The annual report should cover the work of all project participants (no individual reports) and give brief answers to the following points/questions (a few key words are sufficient; the annual report should not exceed 5 pages plus overview of expenditures). (Please use the following items printed in bold type as main titles to your report)
· Project status 
Comparison of the project status to the original workplan, schedule and expenditure. Have the prospects of achieving the project’s objectives ects within the financial period changed in comparison  to the original application? If this is the case, please give reasons. What results, if any, have  become known from third parties, and are they relevant to project implementation? Which changes, if any, with regard to objectives and work plan are necessary? Please explain them.
· Brief description of ongoing and planned cooperation 
with the project partners: clear description of joint activities and of the project partners' individual contributions.

· Financial overview 
of the expenditure in the reporting period (Annex A)

· Information on property rights, patents, if any, etc.

3. Statement that the annual report including the financial report is known to all project partners and that they agree with the content.

Attachment to the Annual Report: Copies of the project results,

e.g. special prints or copies of publications with DIP acknowledgement, copies of posters (DIN A3 format), summary versions of talks given, newspaper cuttings, etc.

Annex B3: Guidelines for writing the mid-term report

Title page (see Annex A4): recipient of grant, reference number, project title, project duration, reporting period, etc.

1. The mid-term report should describe the project status after 2 years
The emphasis should be on a concise description of the results (no lengthy documentation or description of methods) and a detailed presentation of the cooperation and of exploitation possibilities. The scientific quality of the work will essentially be documented by means of publications, talks given or public interest shown. The mid-term report has to provide brief information on the following points/questions: (Please use the following items printed in bold type as main titles to your report)

· Scientific and technical results: statement of the most important scientific and technical results and other important events.

· Project status

Comparison of the project status to the original workplan, schedule and expenditure. Have the prospects of achieving the project’s objectives within the financial period changed in comparison  to the original application? If this is the case, please give reasons. What results, if any, have  become known from third parties, and are they relevant to project implementation? Which changes, if any, with regard to objectives and work plan are necessary? Please explain them.

· 
· Updated version of work and time plan.
· Exploitation plan: additions, examples of implementation and applications, etc.

· Ongoing and planned cooperation of the project partners: clear description of joint activities and project partners' individual contributions.

· Financial plan: synopsis of expenditure in the first and second year (Annex A5) and changes in financing needs for the third to fifth years (Annex A2 with Annexes A3a and A3b).

· List of publications: The list should cover all types of publications that have originating from the project: publications, talks given, posters, newspaper reports, etc. The list should distinguish between publications which can be assigned clearly to the DIP through acknowledgement and publications which have to be cited as other publications.

2. Statement that the mid-term report including the financial report is known to all project participants and that they agree with the content.

Attachment to the Mid-term Report: Copies of project results (unless submitted already with the annual reports):

e.g. copies of publications, copies of posters (DIN A3 format), summary versions of talks given

copies of exploitation hints: newspaper cuttings, exploitation agreements, etc.

Annex B4: Guidelines for writing the final report
The final report consists of three parts:

I. Title page and report page


II. Final report


III. Financial final report

I
Title page and report page

1. Title page (see Annex A4): recipient of grant, reference number, project title, project duration, reporting period, etc.


2. The report page should consist of an executive summary of the essential research content of the final report, major exploitations and a brief overview of finances 

3. Statement that the final report including the financial report is known to all project participants and that they agree with the content.

II
Final report

The final report should describe in detail the project results and the conclusions drawn from the project. The emphasis should be on a concise description of the results and a detailed presentation of the cooperation and of exploitation possibilities. The scientific quality of the work should essentially be documented by means of publications, talks given or public interest shown. If, to protect justified interests of project workers or third parties, or for other objective reasons, specific details of the report are to be treated confidentially (for example to protect claims to priority in the case of applications for property rights), this must be stated explicitly. The final report must provide information on the following points/questions. (Please use the following items printed in bold type as main titles to your report)

1. Scientific background of project: project mission, prerequisites for carrying out the project, scientific and technical state of the art from which the project started out.


2. Project results: detailed description of scientific and  technical project results, other accidental results and essential experience gathered (taking into account  scientific achievements made by other researchers in the respective field of research which became known during project implementation), description of possible country-specific project results.


3. Exploitation of project results: inventions/applications for property rights and property rights granted that were made, filed or applied for within the framework of the project, and location-related exploitation (licenses, etc.) as well as further recognizable exploitation possibilities, prospects of economic success on completion of the project (stating time horizon) – for example functional/ economic/social/medical advantages over competing solutions, benefit for different user groups/user industries in Germany and Israel.


4. Future exploitation possibilities: description of the possible future use, particularly the possible use of the results in terms of an updated exploitation plan (business secrets need not be disclosed), application and transfer strategies, scientific and economic prospects for follow-up activities in a, possibly necessary, next phase, and/or the next innovation steps towards successful application of results.


5. Lessons learned: work that did not lead to a solution.


6. Cooperation : summary of the cooperation between the project partners.


7. List of publications: publications of project results already published or in preparation


8. Statement that the final report including the financial report is known to all project participants and that they agree with the content.

Attachments: Copies of project results (unless already submitted together with the annual reports)

· copies of publications, copies of posters


· abridged versions of talks given


· copies of exploitation hints: newspaper cuttings, exploitation agreements, etc.

III
Financial final report

See Excel-Sheet Expenditure overview for the overall project, Annex A5. 
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