ANNEX C. FORMAT FOR THE PREPARATION OF 
ANNUAL REPORTS AND BRIEFINGS

Appendix 1

GROUP ANNUAL REPORT

At NAMRAD 2001, the Principals directed the Deputies to “Develop a new format for Group Annual Reports based on bullet-type presentation emphasizing strategy, successes, opportunities and issues, as well as instances wherein the Principals must be engaged.” The objective of this format change is to reduce the workload on the Executive Chairs and at the same time provide the Principals with exactly the sort of information that they need to make informed judgments about the Groups’ programs. The new format is to be employed by all Executive Chairs for their Annual Reports to NAMRAD 2002 and from then on. Questions and comments may be directed to the TTCP Washington Secretariat or Deputies. 

Note that parts 4 to 7 of the report must be in bullet format. The total length of parts 1 to 7 must not exceed 7 pages. Roadmaps and upcoming meetings are no longer part of the Annual Report. However, each Executive Chair must provide to the Secretariat:

· The Group Roadmap, in order that the Secretariat may assemble a Compendium of Group Roadmaps.

· The list of upcoming meetings of the Group and its Panels and Action Groups.
Group annual report structure.

1. Group Name:
…………………………………………..
2. Reporting Period:
1 August .... to 31 July ....
3. Strategy (1/2 to 1 page)
· Strategic objectives and directions.

4.  Progress (1-2 pages)
· Success stories from the past year.

· Major activities and progress over the past year.

5.  Future Program (1-2 pages)

· Technology trends and primary opportunities for TTCP collaboration

· Key activities planned for execution in the near term, with emphasis on the next year.  

6.  Issues and Concerns (1 page or less)  

· Problem areas worth drawing to the Principals’ attention.

7.  Request for Decisions and Guidance (1 page or less)

· Decisions, guidance or actions requested of the Principals.

ANNEX
Group Interactions

· Tables of inter- or extra-Group interactions.

Example Format of Intra-Group Interactions Table
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Example Format of Inter-Group Interactions Table
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Example Format of Extra-Group Interactions Table
	AER
	ABCA
	ASCC
	AUSCANNZUKUS

NAVAL C3
	CCEB
	NATO

(xxxx)
	Nation A
	Nation B
	
	

	TP1
	
	(
	
	
	
	(
	(
	
	

	TP2
	
	
	(
	
	(
	
	
	
	

	TP3
	
	(
	
	
	
	
	
	
	

	TP4
	
	
	
	(
	
	
	
	
	

	TP5
	
	(
	
	
	
	
	(
	
	

	AG1
	(
	
	
	
	
	
	
	
	

	AG2
	
	
	
	
	(
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


NOTES:
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Appendix 2

Level 3 Annual Report Format
for technical panel or action group

EXAMPLE ANNUAL REPORT

1. TP/AG Name and Designator:

2. Reporting Period:

3. Strategic Objectives and Directions:  The TP/AG’s statement of strategic objectives and directions drawn from the Group's strategic objectives and directions.
4. In-Year Progress:  In-year progress should be described with respect to the plan in the previous year's Annual Report: Show achievement of key milestones and deliverables, explaining how the progress is related to the TP/AG’s strategic objectives.
Identify highlights from the current year as candidates for inclusion in the Group annual report. Highlights are to be expressed in a language suitable for a general technical audience, not a technical specialist.

5. Proposed Program for Next Year:  Describe key elements from the proposed Tactical Plan identifying their relationship to the TP/AG’s strategic objectives.
6. Issues and Concerns:  Discuss subjects that the Executive Chairs and National Representatives should know about or should take action on.
Annex A –Tactical Plan:  The Tactical Plan consists of:
· a roadmap (Excel Gantt chart) showing key deliverables and identifying the elements of the Group's Strategic Plan to which they contribute.  Note that the Group should be able to create the Group-level roadmap by consolidating the roadmaps of its subordinate elements.  Appendix 3 shows an example of a Group roadmap.

· a complete, up-to-date collection of Terms of Reference and Task Proposal Summary Sheets for the TP/AG's subordinate activities (tasks, key technical areas, workshops, studies, etc.) proposed for the next 3 years.

Annex B - Meetings Planned:  

Annex C – Bibliography:  Bibliographical references to all TTCP publications completed in the reporting year.  Include in the bibliography all Task Outcome Reports for tasks and major milestones completed in the reporting period.
Annex D - Group Interaction Efforts Table:  Present the TP/AG input to the Group intra-, inter-, and extra-Group interaction tables.
Appendix 3

example of roadmap (gantt chart)
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Mission Thrusts

AG14

Precision Strike

AG16

Ship Point Defence

AG17

Non-Lethal Weapons

AG18

Small Unit Operations

AG19

Land Mine Disposal Technologies

AG20

Weapons for Littoral Warfare

AG21

Novel Energetic Materials

Defence Technology Drivers

Performance

Cost

Safety

Interoperability

Environmental Impact

Precision Strike

Ship Point Defence

Non-Lethal Weapons

Small Unit Operations

Land Mine Disposal

Littoral Warfare

Novel Energetic Materials

TP1

Terminal Effects

V/L Mobile Land Targets

V/L Fixed Land Targets

Concrete Material and Structural Modelling for Prediction of 

Terminal Effects against Hard Targets

V/L Sea Targets

Terminal Effects Phenomena in the Littoral Zone

Simulation of Underwater Explosion Effects

V/L Air Targets

Modelling of Air Target Vulnerability/Lethality for Ship Point Defence

Personnel Vulnerability

Protection of Armoured Vehicles & Occupants from Landmine Blast 

Effects

Development of Lower Leg Physical Model for Enhanced Soldier 

Survivability against Landmines

KTA 1-38

Development of Thoracic Physical Models for Behind Armour Blunt 

Trauma Assessment

KE & CE Penetrating Warheads

Blast & Fragmentation Warheads

Demolition Technology

Hydrocodes
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Launch & Flight Dynamics

Isolated Weapon Aerodynamics

Alternative Control Technology for Guided Weapons

KTA 2-19

Application of CFD to the Prediction of Complex Missile 

Configurations

Carriage & Release of Stores

CFD Techniques for Stores, Carriage & Release

Accelerated Development of Theoretical  Trajectory Prediction 

Techniques Using Flight Measurements

Launch Dynamics

Hypersonic Aerodynamics & Heating

System, Flight Test & Computational Analysis of Hypervelocity 

Manoeuvring Projectiles

TP4
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Performance Modelling of Future Missile Propulsion Systems

Environmental Aspects

Protocol for EM Contaminated Site Characterisation

Gun Propulsion

Hazard Assessment
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Appendix 4

EXECUTIVE CHAIR BRIEFING TO THE PRINCIPALS

The annual NAMRAD meeting presents a Group Executive Chair with his best, and often his only, opportunity to show the Principals how productive his Group has been and to explain the exciting prospects for the proposed program. Although objectivity should never be compromised, the Executive Chair should make certain that the Principals come away with a full appreciation for the significance of the results achieved and of the research planned.  Models, charts, video clips all can aid in creating an appreciation for the work of the Group. An Executive Chair should try to make a dynamic, interesting presentation so that his message will get across and so it will be remembered. In particular, he should avoid explanations that can be appreciated only by the technologists who did the research. The time allotted for a Group briefing at the NAMRAD meeting is typically fifty minutes.

There is no fixed structure for the Group annual briefing to the Principals. It should be tailored to the circumstances of the Group. The following outline is not prescriptive, but it might be helpful as a starting point and as a reminder of what is likely to be important:

Group objectives and strategic plan

Strategic objective (what the Group is trying to accomplish, in general)

Grand strategy or approach (how the Group is going about it)

Group structure as it relates to the strategic plan

Strategic achievements (mainly during the past year) 

Major assignments completed (results, significance, and payoff) 

On-going efforts (key milestones reached, expectations and difficulties, especially any problem that the Principals can solve)

Way ahead for the Group

Changes to Strategic Plan, if any

Group-level plans, e.g. a workshop involving a Third Party

Tactical Plan (high level, summary roadmap with key milestones to be reached in the coming year)

Changes to Level 3 structure or assignments

Group self-assessment

How well the Group has done over-all relative to what was planned 

How effective the Level 2 executives were in managing Group activities

How the Level 3 elements are rated by the Group executives

What things were done very well and what could have been done better
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