Attachment 1: Guidelines for Annual Report 

Organization of Report

1. Cover Page

2. Project Summary

3. FY 2005 Progress

4. FY 2006 Plans 

5. FY 2006 Budget 

6. Add Tasks 

7. Appendices

Please include the following information, where applicable, in your annual progress reports.  Be as concise and comprehensive as possible and include the full name of all projects and acronyms used.  Graphics are encouraged as a means to present your status and findings.  Please provide a map(s) indicating locations instrumented or analyzed. 

COVER PAGE

· Project title

· Report date – 15 October 2005

· Project Manager(s) – name, title, affiliation, address, phone, email for each

· Primary contact person for finance – name, phone, email

· Signature for person(s) responsible/accountable, e.g. Lab Director

PROJECT SUMMARY

· General overview of the project, including brief scientific rationale

· Statement about how your project addresses NOAA’s Program Plan for Building a Sustained Ocean Observing System for Climate 
· Statement about how your project is managed in cooperation with the international implementation panels, in particular the JCOMM panels

· Responsible institutions for all aspects of project

· Project web site URL and pertinent web sites for your project and associated projects

· Interagency and international partnerships

· Statement that your project is managed in accordance with the Ten Climate Monitoring Principles (see Attachment 2)    

FY 2005 PROGRESS  
· Performance Statistics

· Instrument/platform acquisitions for fiscal year and where equipment was deployed (provide map)

· Number of deployments – compare to the previous year

· Percentage data return for fiscal year and ‘lifetime’ statistics – compare to the previous year   

· Measurements and Data

· Measurements taken, data distribution, availability and access to data

· How data are currently being used and shared

· Where the data are archived 

· Logistics

· Problems encountered

· Logistical considerations (e.g., ship time utilized)

· Analysis and Research Highlights

· Scientific Findings

· Products Delivered

· Bibliography of all refereed publications, technical reports, and meeting proceedings related to your project published and in press during the last fiscal year, including references to papers using data accessed through your project.  Please follow the following guidelines:

· Use the Bulletin of the American Meteorological Society as the style guide for your bibliographic entries.  

· Include the pdf or url for those cases in which the complete article or report can be found online.  

· Highlight one or two of your most important FY 2005 refereed publications, and include the abstract for these papers in your report and a copy of each publication in its entirety in your Appendix.  These particular publications will be highlighted in Chapter 4 of the Annual Report.  

· In addition, send one paper copy of ALL publications, reports, etc. related to your project directly to the OCO with the hard copy of your report. 

· Community Service

· Science and implementation panels

· Conferences/workshops presented at/attended

· Outreach (e.g., press/media interviews, public lectures)

· Education Activities

FY 2006 PLANS

· Work statement detailing tasks to be performed in FY 2006

· Anticipated requirements to maintain the network at status quo

· New data collection methods

· Expected scientific results

FY 2006 BUDGET

· Program funding requirements

· Non-Program support for the observing system (e.g., PI salary)

· Estimate of how much of your total budget goes toward: a) operations, b) data management, and c) R & D

· How many FTEs the Program funding supports – a) Federal FTEs, and b) non-Federal FTEs.

· How many FTEs dedicated to the project are not funded by the Program

ADD TASKS

· Rationale

· Proposed work

· Procurements needed  

· Additional personnel needed

· Cost estimate

APPENDICES

· Copy of representative publication(s)
· List of Acronyms used in your report
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