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Executive Summary

The following text is a generic guideline for the authors to produce the
Executive Summary section. This text marked in purple should be deleted
before submitting for internal review.

Please follow these guidelines:

Length: please limit it to 1 page (2 pages in exceptional cases).
ALL deliverables must have conclusions

Goal: The Executive summary is not an “introduction” to the deliverable.
The main goal of this section is to provide readers with a whole picture of
the document (i.e. the Abstract section from the papers), so that they can
understand the content of the deliverable at once without further reading.

e Self-contained: If there is any input coming from other deliverables, it
must be mentioned here.

e Motivation for the reader (Recommended: 1-10 lines):

What is the reason for being for this deliverable? Which challenges
does it address?

What will the reader learn from it?
e Main results and findings (Recommended: 5 to 50 lines):
What are the main results achieved?
How does it contribute to the MULTIPULM context?
e Short conclusions (Recommended: 1to 10 lines):
Key takeaway messages
e Style:
Please use a formal and practical writing style without jargon.
Do not use “We" when writing the Executive Summary.
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1 Introduction

1.1 Purpose of the document

The objective of this subsection is to explain the objective of the document in
alignment with the DoA and the project roadmap.

1.2 Relation to other project work

The objective of this subsection is to describe how the present document
relates to the DoA, the project roadmap, as well as to other existing
deliverables. This section could be the end of the document (before references)
if you see fit.

1.3 Structure of the document

The objective of this subsection is to present readers/reviewers with the
structure of the document, while presenting an insight before the core.

This document is structured into X major chapters.

Chapter 2 presents...
Chapter 3 presents...

Version: 01 Page: 9 of 20
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2 Title Styles

Add your text here.

21 Title2.1

Add your text here.

2.2 Title2.2

Add your text here.
2.2.1 Title2.2.1
Add your text here.
2.2.2 Title2.2.2
Add your text here.
2.2.2.1 Title 2.2.2.1
Add your text here.
2.2.2.2 Title 2.2.2.2

Add your text here.

22221111 Title 2.2.2.2.1
Add your text here.
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3 Managing the formats of the template

This section includes format examples to follow - please delete these examples
when starting the deliverable.

Template Colour palette:

Primary Ch... Primary Co... White Primary Me... #e58385 #45adb4 #ea2e39

This is the colour used for this template. The colour should change when
adapting the template to each project, to respect each graphical identity (logo).

This is an example of text: Lorem ipsum dolor sit amet, consectetuer adipiscing
elit, sed diam nonummy nibh euismod tincidunt ut laoreet dolore magna aliquam
erat volutpat. Ut wisi enim ad minim veniam, quis nostrud exerci tation
ullamcorper suscipit lobortis nisl ut aliquip ex ea commodo consequat.

3.1 How to manage Tables

This is an example of a table:
e Captions are always on top.

e Check that the table header repeats at the top of each page if the page
breaks across pages.

e Update the list of tables at the beginning of the document. Check that the
numbering sequence is correct.

Table 1: Table title

Header 1 Header 2 Header 3

How to change the colour of the default table for the template:
1. Insert any table
2. Select the default table and, with the right button, modify

Version: 01 Page: 11 of 20
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3. Modify the colour of the
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3.2 How to manage Figures

This is an example of a Figure:
e Captions are always at the bottom.
e Update the list of figures at the beginning of the document. Check that
the numbering sequence is correct.

e Always use the automatic numbering format for figures as provided in the
caption of the figure below

Figure 1: Figure title

Figure source: [1] - [Please include a cross-reference here of the external
image source in case of copyrighted images]
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3.3 How toinsert a Landscape page

Insert a new section twice: Layout/Breaks/Next Page (the page must be a
section itself. An “extra" blank page will be created)

Click on the Header and the Footer of the page you want to be landscape and
unselect LINK TO THE PREVIOUS.

Click on the Header and the Footer of the NEXT page you want to be landscape
and unselect LINK TO THE PREVIOUS.

H ©- l\ = 20171229 PROJECT_MAME_Deliverable template v1.6 (003).docx [Read-Only] - Waord Table Tools eader & Footer T. Palomares Fernandez, Susana

File Home Insert Design Layout References Mailings ENET View Developer ACROBAT Design Layout Q Tell me what you want to d

[14 Previous [] Different First Page + Header from Tap: 1cm :
OOk B & & = - ., B8
= [ Different Odd & Even Pages

- : i Next "t Footer from Bottom: |1.25cm -
Header Footer Page Date & Document Quick Pictures Online Goto ey . Close Header
o +  MNumber~ Time Info+ Parts~+ Pictures Foater . Link to Previous Show Document Text Insert Alignment Tab ) B
Header & Footer Insert Navigation Options Position Close
L ‘2-|-1-|-§-|-1-|-2-|-3-Linktoprwhus RIS L RISt RIS R RS e PR C I IRS RIS SRR - AR ST T
» Link to the previous section to
B continue using the same header or
N footer.
Turn this feature off to create a [INSERT YOUR PROJECT LOGO HERE]
different header or footer for the O

- current section.

[THeader Section3- 1 inwert & lansnace nace: T

1. Delete the "extra” blank page
2. Change the layout to landscape: Layout/Orientation/Landscape
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3.4 How to create References

3.4.1 Cross-reference

Go to the Reference section and add your reference following the
provided model and style.

Place your cursor in the main text where the cross-reference should be
inserted.

Click Insert | Cross-reference. A Cross-reference' A dialogue box will
appear.

Click the Reference type drop-down and select the type of object you
want to provide a cross-reference to

Click the Insert reference to drop-down and select the information to be
displayed in the cross-reference field

Available headings, captions or footnotes will appear. Select the item you
wish to reference

Click Insert

Cross-reference ? *

v |Heaam: text i v

Insert as hyperlink Include above/below

Separate numbers with

mhirh haadinmn
IHow to Insert, Format and Update Cross-References in Word
‘Work with Cross-Reference Fields in Microsoft Word
Inserting a cross-reference to a built-in heading
Inserting a cross-reference to a bookmark
Showing or hiding field codes
Understanding cross-reference field codes

Formatting cross-references
Updating cross-references

Insert Cancel

This is an example of cross-reference: Figure 1.

All external references (Reference chapter) must be cross-linked in the text. [2]
[3] [4] [5] With automatic fields generated from “Citations & Bibliography” =
“Manage Sources”.

to:
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This is an example of a footnote: Text?.

2 Footnote MUST be used only for additional clarification on the text provided. Not for references on links or
documentation used (please use the references instead).
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4 Conclusions

The following text is a guideline to provide conclusions — please delete this
section before sending for internal review.

Please follow these guidelines:

Version:

ALL deliverables must have conclusions (only in exceptional cases can it
be avoided — management reports).

Include the main conclusions reached in this document (challenges
addressed and not addressed).

If applicable, include the main results.

Include information concerning the tasks/deliverables that require input
from this document (i.e. the results of this document will be used as input
in the following deliverables...).

Include the following steps to take in the project to follow up on the work
presented in this deliverable, and in alignment with the project roadmap.

01 Page: 17 of 20
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References

[11Web Site Title (i.e. WITDOM). [Onlinel. web url (i.e.
http://www.witdom.eu/deliverables)

[2]First Name Initials Surname, "Title (i.e. The power of peers)," vol. Volume
(i.e. 2), no. Issue and pages (i.e. 2 - 57-63), Year of publication (i.e. 2002).
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This section contains the references that underpin your claims, along with the
deliverable.

Here you can find the format to follow for references and some examples.
References must be used by means of a cross-reference. See example added
in section 3. Remove these lines from your deliverable. Reference style “IEEE
Reference Order”.
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Annexes

Add your text here.
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