Grant Agreement number: 
      - CP -  FORMDROPDOWN 
 - 2004 - 1 -  FORMDROPDOWN 
 -    
EUROPEAN COMMISSION

DIRECTORATE-GENERAL
EDUCATION AND CULTURE

[image: image1.png]



SOCRATES PROGRAMME 

TRANSNATIONAL COOPERATION PROJECTS
FINAL REPORT

Selection 2004

	Sub-programme
	Action

	COMENIUS
	2.1
	European cooperation projects for the training of school education staff

	
	3
	Comenius Networks

	ERASMUS
	1
	Curriculum Development Projects

	
	3
	Thematic Network Projects

	
	
	Thematic Network Projects - Dissemination

	GRUNDTVIG
	1
	European cooperation projects for Adult Education and Lifelong Learning

	A. 
	4
	Grundtvig Networks

	LINGUA
	1
	Promotion of Language Learning

	
	2
	Development of Tools and Materials

	MINERVA
	
	Promotion of ODL-ICT in the Field of Education
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General instructions

1.
Overview

The Final Report for the project comprises the following parts:

Section 1
Confirmation of the basic data on the project and the partnership held in the database of the Office.

Section 2
A declaration of the expenditure and an explanation of any variations from the original approved budget.

Section 3
A description of the project activities, products and results and an explanation of how the project evolved in comparison with the original workplan.

Annex
Codes to be used.

2.
General guidance

· You should carefully read the Administrative and Financial Handbook (annexed to the Grant Agreement; later referred to as the Handbook) before filling in the reporting forms.

· The Final Report is submitted by the Beneficiary on behalf of all the organisations participating in the project. The declaration on the following page confirms that a process of consultation and approval has been carried out throughout the partnership. It is therefore important that the required information should be collected in good time before the deadline for submission of the Final Report. 

· The Report must be submitted in one of the official languages of the European Union (see annex 1).

· One original and two copies of the Report must be sent no later than three and a half months (as per postmark) after the end of the eligibility period to:

SOCRATES, LEONARDO and YOUTH Technical Assistance Office (TAO)

Education and Training (E&T) Department

rue Colonel Bourg 139 Kolonel Bourgstraat

B-1140 Bruxelles

· You have to attach to your Report, three copies of all project products and results. This should include all products and results listed in the summary table 3.1 (like reports, studies, CDs, conference programmes, etc). If you refer to web sites, passwords should be given for all private areas).

· Each page of the Report and all copies of products and results have to bear the Grant Agreement number.

· You are strongly advised to send your Reports by registered post to ensure a record of postage. Additionally, you are advised to keep a copy of the full report, including any annexes.

· Please note that a late submission of the Report may result in penalties or even cancellation of the Grant Agreement, in accordance with the General Conditions of the Agreement.

· Please note that the assessment of the Final Report will be made based on the criteria defined in the Handbook, Chapter V.iv.4.

Checklist and declaration

	Checklist
Please check the following points before submitting your Final Report

	
[image: image2.wmf]

	There are three complete and securely bound copies of the Final Report.
	 FORMCHECKBOX 


	The Grant Agreement number is specified on each page of your Report and on each attached document, product or result.
	 FORMCHECKBOX 


	The Declaration by the Beneficiary below has been signed and stamped by the legal representative of the Beneficiary. One copy of the Final Report bears an original signature
	 FORMCHECKBOX 


	Section 1 (Project Data) of the Report has been duly amended or approved.
	 FORMCHECKBOX 


	You have answered all the questions in Section 3 of the Report.
	 FORMCHECKBOX 


	You have completed Table 3.1 in Section 3 of the Report.
	 FORMCHECKBOX 


	Three copies of all products and results listed in section 3 are included.
	 FORMCHECKBOX 


	Declaration of Expenditure

	All expenditure presented in Section 2 of the report is eligible (See Chapter III of the Administrative and Financial Handbook).
	 FORMCHECKBOX 


	The expenditure is consistent with the activities undertaken during the eligibility period.
	 FORMCHECKBOX 


	All tables have been completed in €. Exchange rates have been calculated following the instructions of the Grant Agreement (Article II.16.1)
	 FORMCHECKBOX 


	The Declaration of Expenditure has been checked by the accounts or finance department of your institution. In particular, the totals of the detailed tables are equal to the totals shown in the general table (Table 2.1).
	 FORMCHECKBOX 



Declaration by the Beneficiary
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 -    
I, the undersigned, hereby declare that the information contained in this Report is accurate and in accordance with the facts. In particular the financial data provided in this Report corresponds to the expenditure actually incurred by the project partners for the execution of the project activities. This information has been checked and approved by the partners involved in the activities set out in this Report.

I herewith request payment of the outstanding balance for the project, in accordance with the terms of the Grant Agreement.

Signed in:      
on    /    /      

Signature of the beneficiary's legal representative 

Seal/stamp of the organisation

Name and function in capital letters
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Section 1: Confirmation of project data

Annexed to this form you will find a print-out showing project and partnership data drawn from the database of the Office (Contract Report). Please check this information and confirm that it is correct. 

Please take particular care to ensure that:

· all partners actively involved in the project during the eligibility period are accurately described in the print-out

· the names of all institutions and their locations are correctly spelt and appear in the language of the institution's country (rather than translated into another language)

You should indicate any corrections clearly on the Contract Report and, if necessary, provide the correct data on a separate sheet. Please note that all changes in the partnership should have been subject to a formal request of amendment which should have been approved by the Commission (see Handbook, Chapter II)

If applicable, please give website address(es) below, along with any login names and passwords required to access its internal sections.

	Website address
	     

	Login name (if applicable)
	     

	Login password (if applicable)
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Partnership Changes

Please mention if there are any modifications to the initial partnership or in the distribution of tasks and budget amongst partners. Yes [  FORMCHECKBOX 
 ] No [  FORMCHECKBOX 
 ]. 

If you have answered « Yes », please fill in the following tables with the final composition of the partnership. 

1. Withdrawals

	N°
	Partner organisations, including co-ordinator, which have withdrawn
	Replacement partners (if any)
	Date on which the Commission approved the amendment

	1
	
	
	

	2
	
	
	

	3
	
	
	

	…
	
	
	


2. New partners introduced after the start of the project

	N°
	Partner organisations, including co-ordinator, which have joined the project
	Partner replaced (if relevant)
	Date on which the Commission approved the amendment

	1
	
	
	

	2
	
	
	

	3
	
	
	

	…
	
	
	


Please add any extra sheets if necessary.
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Section 2: Declaration of expenditure (in €)

This section sets out the financial information required by the Commission. We advise you to read carefully the Administrative and Financial Handbook before filling in this section. 

General instructions

· The expenditure should cover the entire period of the SOCRATES grant (one, two or three years). The expenditure should be coherent with the workplan in Section 3.3. 

· All amounts should be provided in euros.

· Please adhere strictly to the format provided in the tables and check carefully the figures provided (reports containing calculation errors will be delayed in the payment process).

· Staff costs and Direct costs need to be reported in detail and these costs must be supported by documentary proof, such as invoices, payslips, etc. Copies of these proofs must be provided, if requested by the Commission.

· The General costs have to be reported in order to calculate the total eligible costs of the project. Please refer to Chapter III and V of the Handbook for further details. 
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SECTION 2 – Declaration of expenditure

Table 2.1 : Overview of expenditure
	
	Approved budget
	Community Grant
	Actual expenditure

(these figures must be equal to totals in other tables)

	Type of cost
	Costs (€)
	(€)
	Costs (€)

	1. Staff costs
	
	
	

	2. Direct costs
	
	
	

	2.1 - Travel and subsistence
	
	
	

	2.2 - Equipment and materials
	
	
	

	2.3 - Sub-contracting, consultancy and other external services
	
	
	

	2.4 – Other costs
	
	
	

	Subtotal for Direct costs
	
	
	

	3. General costs
	
	
	

	TOTAL


	
	
	


Beneficiary’s comments:
Please note and explain any significant divergences from the approved budget, and add any explanation and other relevant comments.
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Table 2.2. Breakdown of expenses incurred by partner (Euro)

	
	Total 
	P1
	P2
	P3
	P4
	P5
	P6
	P7
	P8
	Total for cost category

	1. Staff costs


	
	
	
	
	
	
	
	
	
	

	2. Direct costs


	
	
	
	
	
	
	
	
	
	

	2.1 Travel & subsistence


	
	
	
	
	
	
	
	
	
	

	2.2 Equipment & materials


	
	
	
	
	
	
	
	
	
	

	2.3 Subcontracting, consultancy & 

other external services 
	
	
	
	
	
	
	
	
	
	

	2.4 Other costs


	
	
	
	
	
	
	
	
	
	

	3. General costs


	
	
	
	
	
	
	
	
	
	

	TOTAL


	
	
	
	
	
	
	
	
	
	


Please add as many columns as necessary

Table 2.3 Staff costs 

Please refer to Chapter III.iv.1 of the Handbook

	Category
	Name of the person
	Partner to which the person is attached
	Person’s position in their institution
	A. Cost per person/day
	B. Number of person/days spent on the project (expressed in full-time equivalent)
	C. Total cost for the project
(AxB)

	1. Project manager
	     
	     
	     
	     
	     
	     

	
	     
	     
	     
	     
	     
	     

	2. Administrator
	     
	     
	     
	     
	     
	     

	
	     
	     
	     
	     
	     
	     

	3. Teaching staff
	     
	     
	     
	     
	     
	     

	
	     
	     
	     
	     
	     
	     

	4. Assistant
	     
	     
	     
	     
	     
	     

	
	     
	     
	     
	     
	     
	     

	5. Computer team
	     
	     
	     
	     
	     
	     

	
	     
	     
	     
	     
	     
	     

	6. Secretarial staff
	     
	     
	     
	     
	     
	     

	
	     
	     
	     
	     
	     
	     

	7. Other staff

(specify below)
	
	
	
	
	
	

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	Total 

(also to be entered in Tables 2.1 and 2.2)
	     
	     
	     
	     
	     
	     


Please add as many pages as necessary 

Table 2.4 Travel and subsistence expenses 

Please refer to Chapter III.iv.2 of the Handbook

	Nº
	Name of person travelling
	Organisation which that person represents
	Dates (including travel)
	Duration (days)
	Origin
	Destination
	Objective of the trip
	Means of transport ( + type of fare)
	Travel cost

(Euro)
	Subsistence costs

(Euro)
	Total 

Travel + Subsistence

(Euro)

	
	
	
	from (dd/mm/yyyy)
	To

 (dd/mm/yyyy)
	
	city
	country code
	city
	country code
	
	
	
	
	

	1.
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	2.
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	3.
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	4.
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	5.
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	6.
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	7.
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	8. …
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	TOTAL
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Table 2.5. Equipments and materials purchased (not subject to depreciation)

Please refer to Chapter III.iv.3 of the Handbook

	Nº
	Partner
	Type of equipment/material
	Purchase date
	Purpose
	Unit cost

(Euro)
	% of use for the project 
	Total cost

(Euro)

	1.
	
	
	
	
	
	
	

	2.
	
	
	
	
	
	
	

	3.
	
	
	
	
	
	
	

	4.
	
	
	
	
	
	
	

	5.
	
	
	
	
	
	
	

	6.
	
	
	
	
	
	
	

	7.
	
	
	
	
	
	
	

	8….
	
	
	
	
	
	
	

	
	
	
	
	
	
	Sub-total
	


Table 2.6. Equipment purchased (subject to depreciation)
Please refer to Chapter III.iv.3 of the Handbook

	Nº
	Partner
	Type
	Purpose
	Purchase date
	Purchase cost

(in Euro)
	Depreciation per annum %
	% of use for the project 


	Total cost allocated to the project

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	Sub-total
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Table 2.7 Equipment and material hired or leased 

Please refer to Chapter III.iv.3 of the Handbook

	Nº


	Partner
	Type
	Purpose
	Date
	Duration of hire / lease (in months)
	Monthly hire / lease cost
	% of use for the project 


	Total cost allocated to the project

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	Sub-total
	


	TOTAL 
Equipment and materials costs allocated to the project 

(sum of Totals 2.5, 2.6 and 2.7)
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Table 2.8 Sub-contracting, consultancy and other external services

Please refer to Chapter III.iv.4 of the Handbook

	Nº


	Partner responsible for the subcontract
	Name of the sub-contractor / service provider
	Description of the task / activity / outputs
	Number of person days

(1) 
	Cost per day 
	Other costs 

(2)
	Total costs

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	TOTAL
	


(1) Where applicable (e.g.: external consultants)

(2) All costs linked to the subcontract have to be declared here (e.g. travelling costs for a service provider have to be declared here and not in table 2.4.)

Table 2.9 Other costs

Please refer to Chapter III.iv.5 of the Handbook

	Nº


	Partner
	Description and purpose of use
	Number of items

(1)
	Cost per item 

(1)
	Total cost

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	TOTAL
	


(1)
Where applicable 
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Table 2.10 Breakdown of the sources of finance within the partnership

To be completed in all cases

	Beneficiary and partners

Name of the organisations
	Country code
	Own contribution
	SOCRATES grant
	Other contributions
(1)
	Various income
(2)
	Total

	1. 
	
	
	
	
	
	

	2. 
	
	
	
	
	
	

	3. 
	
	
	
	
	
	

	4. 
	
	
	
	
	
	

	5. 
	
	
	
	
	
	

	6. 
	
	
	
	
	
	

	7. 
	
	
	
	
	
	

	8. 
	
	
	
	
	
	

	9. 
	
	
	
	
	
	

	10. 
	
	
	
	
	
	

	Total (the grand total should be equal to the total amount entered in Table 2.1)
	
	
	
	
	
	


(1) Including all external funding for the project (except SOCRATES) regardless of the source

(2) Including sales of products, licencing fees, royalties, fees for conferencesduring the eligibility period

Table 2.11 Interest earned on pre-financing

Please refer to the General Conditions Article II.16.4

	Partner
	Country Code
	Interest earned on pre-financing

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Grant Agreement number: 
      - CP -  FORMDROPDOWN 
 - 2004 - 1 -  FORMDROPDOWN 
 -    
Section 3: Description of project activities, products and results

This section describes the activities of the project. It is divided in three sections. 

Please remember that the Final Report covers all the activities and results for the whole project duration.

Please ensure that your replies refer to the specific criteria, priorities and educational frameworks relating to the Action and project involved. 

Please refer to the Handbook, in particular Chapter V.iv.4.
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SECTION 3 – Description of Project activities, products & results

3.1 - Outcomes and results

Please describe the concrete outcomes, networks, products and results of the project; the conclusions and recommendations of internal & external evaluations; and the dissemination activities undertaken and their impact on the specific target group(s). (max 1 page, no more than 2000 characters).
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Table 3.1 Summary of networks, materials, products, publications, modules, courses, conferences, reports, studies and other concrete outcomes of the project

Please use the appropriate codes as listed in the Annex.

	N°
	Type of outcome

(A codes)
	Title of the outcome

	Languages

(Language codes) 
	Type of dissemination

(C codes)
	Quantity

(1)
	Target audience
	Any other comments

	
	
	
	
	
	
	Sector

(D codes) 
	Category

(E codes) 
	

	1
	
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	
	

	6
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


(1) For materials state the number of copies; for courses, the number of courses and participants, etc.
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3.2 - Project achievements

3.2(a)- Did the project meet its targets in terms of outcomes (as given in the application form, particularly in the workplan). Please comment on any under or over achievements of targets. (max 1 page, no more than 2000 characters).

	     


3.2(b) - What was the added value of the project? (max 1 page, no more than 2000 characters).

	     


3.2(c) - What was the overall contribution of the transnational work? Please comment on the value of transnational activities to the achievements of your project objectives at national and transnational level. Include any unanticipated benefits. (max 1 page, no more than 2000 characters).

	     


3.2.(d) - How will the project partnership and project network or activities/results be sustained beyond the Community grant? (max 1 page, no more than 2000 characters).
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3.3 Review of Project Workplan

Using the original approved Workplan for the project, please describe clearly and briefly the main activities or workpackages undertaken in the different project’s stages. Activities listed should take account of any changes to the project’s workplan whether subject to a formal approval or not. Please include partnership meetings as distinct activities.

	Stage 1



	Brief description of activity or workpackage


	

	Organisations involved


	

	Start date (dd/mm/yyyy)


	
	End date (dd/mm/yyyy)
	
	Number of days
	

	Aims and objectives


	

	Description of specific tasks undertaken and outcomes


	

	Evaluation of outcomes


	

	Describe and justify any changes to or variations from the original workplan


	

	Impact on the project of changes to the workplan
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	Stage 2



	Brief description of activity or workpackage


	

	Organisations involved


	

	Start date (dd/mm/yyyy)


	
	End date (dd/mm/yyyy)
	
	Number of days
	

	Aims and objectives


	

	Description of specific tasks undertaken and outcomes


	

	Evaluation of outcomes


	

	Describe and justify any changes to or variations from the original workplan


	

	Impact on the project of changes to the workplan
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	Stage 3



	Brief description of activity or workpackage


	

	Organisations involved


	

	Start date (dd/mm/yyyy)


	
	End date (dd/mm/yyyy)
	
	Number of days
	

	Aims and objectives


	

	Description of specific tasks undertaken and outcomes


	

	Evaluation of outcomes


	

	Describe and justify any changes to or variations from the original workplan


	

	Impact on the project of changes to the workplan


	


Please add extra sheets if necessary.
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Please provide information on the partners that participated in dissemination activities in the whole project duration, in alphabetical order of country code using the table below. 

Table 3.5.1 Summary of Dissemination activities

	Name of organisation 


	Brief description of dissemination activity
	Date(s) of dissemination activity
	Where it took place 


	Which audiences were targeted in the dissemination activity

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Please add more sheets if necessary.

Annexes - Codes to be used in the Report

Annex 1. Country and language codes

	Code
	Country
	Code
	Country
	Code
	Language
	Code
	Language

	BE
	Belgium
	IS 
	Iceland
	DA
	Danish
	IS
	Icelandic

	DK
	Denmark
	LI
	Liechtenstein
	DE
	German
	NO
	Norwegian

	DE
	Germany
	NO
	Norway
	EL
	Greek
	BG
	Bulgarian

	GR
	Greece
	BG
	Bulgaria
	EN
	English
	CZ
	Czech

	ES
	Spain
	CZ
	Czech Republic
	ES
	Spanish
	EE
	Estonian

	FR
	France
	EE
	Estonia
	FI
	Finnish
	LV
	Latvian

	IE
	Ireland
	CY
	Cyprus
	FR
	French
	LT
	Lithuanian

	IT
	Italy
	LV
	Latvia
	IT
	Italian
	HU
	Hungarian

	LU
	Luxembourg
	LT
	Lithuania
	NL
	Dutch
	MT
	Maltese

	NL
	Netherlands
	HU
	Hungary
	PO
	Portuguese
	PL
	Polish

	AT
	Austria
	MT
	Malta
	SE
	Swedish
	RO
	Romanian

	PT
	Portugal
	PL
	Poland
	GA
	Irish
	SI
	Slovene

	FI
	Finland
	RO
	Romania
	LE
	Letzeburgesch
	SK
	Slovak

	SE
	Sweden
	SI
	Slovenia
	
	
	TR
	Turkish

	UK


	United Kingdom


	SK

TR
	Slovak Republic

Turkey
	
	
	
	


The Final Report may not be submitted in languages marked in italics

Annex 2. Codes for products and results 

	General aspects

	Code
	Type of product
	Code
	Type of dissemination

	A1
	Course / module
	C1
	Commercial sale

	A2
	Report
	C2
	Articles / newspapers / journals

	A3
	Study
	C3
	Conferences

	A4
	Learning materials
	C4
	Training events

	A5
	Teaching materials
	C5
	Exhibitions

	A6
	Curricula
	C6
	WWW / E-mail

	A7
	Certification system
	C7
	Radio / television broadcast

	A8
	Database / directory
	C8
	Networks / associations

	A9
	Network
	C9
	Librairies / ressource centres

	A10
	Guidelines
	C10
	Other (specify)

	A11
	WWW page
	
	

	A12
	Other (specify)
	
	


Annex 3. Target groups

	Participant / end user profile

	Code
	Sector
	Code
	Category

	D1
	Preschool
	E1
	Teachers

	D2
	Primary education
	E2
	Head teachers

	D3
	Secondary education
	E3
	Advisors / inspectors

	D4
	Technical / vocational educ.
	E4
	Pupils / students

	D5
	Higher education
	E5
	Language assistants

	D6
	In-service teacher education
	E6
	Initial teacher educators

	D7
	Initial teacher education
	E7
	In-service teacher educators

	D8
	Special education
	E8
	Individuals / general public

	D9
	Adult education
	E9
	Users of other Community programmes (specifyFORMTEXT)

	D10
	Youth
	E10
	University academic staff

	D11
	Regional authority
	E11
	University managers / administrators

	D12
	National authority
	E12
	Academic associations

	D13
	Other (specify)
	E13
	Professional associations

	
	
	E14
	Public sector third parties

	
	
	E15
	Private sector third parties

	
	
	E16
	Other (specify)
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