Methodological Guidelines for Preparing an ISTC Project Work Plan





I. General recommendations


The Work Plan is an integral part of the ISTC Project Agreement (Annex I to PA). Work Plan should contain detailed description of the planned R&D tasks, work schedule, and distribution of workload and responsibilities between the project participants. It will be used by the Center representatives to evaluate progress in project implementation.





The recipient institution is recommended to carefully prepare its Work Plan using clear and distinct language. The Work Plan should be an extended version of the initial project proposal with relative detailed elaboration. At the stage of the proposal review, the technical experts may recommend certain technical or administrative adjustments. Such recommendations should be reasonably taken into account while preparing the Work Plan (WP).


Style and volume


The document shall be written from the “third person”. i.e. “research will be conducted” instead of “we will conduct research”.





Having in mind a wide variety in the different projects structure and different levels of their complexity, it is not feasible to pose strict limits on the number of pages, etc., nevertheless, as a rule, the volume of the respective sections should be consistent with that of the initial proposal.





Tables, block-diagrams and graphs should be used whenever possible for clarification of the logical sequence and interlinks between the tasks. Table’s and diagram’s captions should contain an appropriate legend.


Document Formats


The WP is presented to the ISTC both in hard copy and in electronic form as either MS Word-95, MS Word-97, or RTF type of a document. All additional project information being not a generic part of the WP (collaborator’s letters, copies of articles, etc.) are recommended for separate submission without including them into the WP itself.





Additional technical recommendations for formatting the WP may be found in the Annex to this instruction.


II. Work Plan Structure


The WP structure is defined by the attached Model Work Plan, which should be followed while preparing the document. It should contain all the sections present in the Model WP. The section and subsection titles, table headings, and table columns headings shall be precisely the same as in the template. Tables shall not be split into several parts placed on different pages. Page headers and footers and also the page numbering mode shall not be changed.





The following detailed instructions provide guidelines for the each of the WP sections and subsections.


Section I. Summary Project Information


1. Project title


Full title of the project shall coincide with that of the proposal which was approved by the ISTC Governing Board. Any changes in the full title should be only possible through direct recommendation by the Board or by the ISTC Party(ies) financing the Project.





No other information (project number, financial data, etc.) should be placed in this section.


2. Project Manager


Designate a person who will be responsible for overall project oversight and who will be the primary contact point for all project issues. This person should be ready to devote at least 110 working days (50% of working time) each year to the project activities. Present the full last name, name, patronymic, scientific title (Dr., Prof., Acad.), official position, contact information (postal address, telephone, FAX, e-mail address).


3. Participating Institutions


Any person, governmental, intergovernmental or nongovernmental organization (including privately owned) may be an ISTC project participant. Organization which provides Project Manager shall be designated in the WP as a Leading Institution (see sec. 3.1); other participants are treated as Other Participating Institutions (see sec. 3.2).





A table for each participating institution shall be included separately.





A table head shall contain a short name of the organization which will be later used for reference in other sections throughout the WP text. The table shall also contain full official name of the institution. For governmental organizations, the responsible governmental agency (Ministry) is shown if applicable.





For each participating organization, a person authorized to take obligations on behalf of the institution (Project Agreement signatory authority) should be named. Position and title for this person and respective contact information (postal address, telephone, FAX, e-mail) are also to be mentioned in the table.


4. Foreign Collaborators/Partners


Each organization which had confirmed in writing its intention to collaborate on the project, should be described in the separate table under subsection 4.1. The table shall contain information on the organization name, its postal address, full name of a person responsible for collaboration on the project, his/her full name, position, title, and contact information (postal address, telephone, FAX, e-mail).





Subsection 4.2 contains tables with information for each organization which had expressed in writing its intention to fully or partially provide funds for the project. The information should include full organization name, its postal address, full name of a person authorized to take obligations on behalf of the organization (signatory), and also the name of a person responsible for direct communication with the ISTC and the project team. Contact info (address, phone, FAX, e-mail) should be included.





If there is no collaborators in the project, the tables are substituted by “None” in the text mode.


5. Project Duration


Number of months needed for project implementation.


6. Project Location and Equipment


For each organization participating in the project, list the specific buildings and room numbers for laboratory and office premises where the project activities are planned to be conducted. The major equipment and experimental facilities to be used in the project should also be described. Any needed changes in reconstruction of buildings or facilities shall be justified. All listed premises and equipment shall be accessible for conducting monitoring and audits by the Center representatives and financing Party(ies) in accordance with article 9 of the Agreement establishing the ISTC. The list of major equipment and premises should be exhaustive. 


Section II. Specific Information


1. Introduction and Overview


Provide brief review on the project tasks and its importance. Special attention should be paid to the description of the main project task to be solved by the project and its influence on the progress in the addressed science and/or technology area.





Briefly describe competence of the project participants in the respective area(s) confirmed by relative references to published papers. 


2. Expected Results and Their Application


Define the category to which the proposed research belongs in terms of development stage: fundamental study, applied study, development, or demonstration.


Describe the expected results in accordance with the defined category. Explain how the results may change state of the art in the area after successful project completion. Describe scientific, economical, industrial, commercial, and other potential applications for project results. To the extent possible, express potential benefits in the quantitative parameters.





The following basic principles may be used for elaborating on potential project results, depending on the R&D category:


Fundamental research


What new knowledge is expected to be obtained in course of the project implementation, and what is its influence on the subsequent developments in the addressed area? What are the long term consequences of the project success in future investigations in the field? Describe future prospective for the project team.


Applied research


What are the industrial technologies interested in the research? What are the main application areas? Whether the  project address creation of a new technology or improving the existing one? In case of improving existing technology, describe project results influence on the characteristics of existing analogues (economical, ecological, reliability, new customer’s features, etc.). Do authors assume the development phase to follow the research stage? Do they suppose to perform such a development themselves, or to transfer results to industry or other research (development) entities?


Development


Define the major development outcome – either a new technology or a new product (material, device, system). Point out the potential users and describe how the respective needs are satisfied currently. Propose the possible scenario for technology implementation or product manufacturing at the industrial level. Describe intentions of the participants towards protection of the intellectual property rights. Outline business plan perspective.


Demonstration


Describe the commercial potential of the developed product and possible scenarios for technology implementation or product manufacturing at the industrial scale. Estimate the potential market for the development using comparison with either existing analogues or other developments with similar goals. Present the provisional business plan and approaches to the IPR protection, including filing patents, plans for licensing agreements and financial benefits resulting from IPR exploitation.


3. Meeting ISTC Goals and Objectives


Explain project contribution into achieving the ISTC main goals:


to provide those CIS scientists and specialists who was involved in weapons development with opportunities to redirect  their skills onto the peaceful applications;


to facilitate integration of the CIS scientists into the international scientific community.


to support fundamental and applied research and technologies development in peaceful applications, especially in areas of environment protection, energy production, and nuclear safety;


to assist in solving technical problems of the national and international significance (other than abovementioned);


to support transition to market economy addressing civilian needs.


4. Scope of Activities


Describe the overall volume of activity. Analyze the scope of work in terms of clearly specified separate tasks. Describe each task contribution into the overall project goal and their inter-relations. In case of different entities participation in the project, describe their participation in each of the tasks. Present (if needed) block-schemes, charts and diagrams for structuring information, and clarification of interlinks between the major and supplemental tasks, and any parallel activities.





For each task point out the following:


brief and clear task description with major milestones;


organizations participating in the task implementation;


expected deliverables such as publications, reports, design drawings, models, samples, testing protocols, etc.


5. Role of Foreign Collaborators/Partners


The contribution of each collaborator/partner to the WP realization should be illustrated. If there are organizations providing additional financing for the project, their role in project activities should be described separately.


6. Technical Approach and Methodology


Describe scientific and technical approaches and basic methods which will be used for accomplishing the project goals.





For each task briefly describe methodology, experimental and theoretical models, calculation methods, etc.


7. Technical Schedule


Present quarterly schedule for realization of the project tasks and providing respective deliverables. Estimate the workload (in man-days units) for each three months period of the project implementation starting with the official commencement date. The number of columns in the table is defined by the number of full or partial quarters in accordance with the declared project duration. It is possible either to list only major tasks or to include the subtasks also, leaving only overall workload for each subtask for all quarters. Point out the resulting deliverable for project milestones (see example provided in the attached  WP template)


Note: for each task in the first column its name should start with “Task #” (use task number instead of #). Listing subtasks in the first column does not require numbering.


8. Personnel Commitments


8.1. Individual participants


For each participating organization there should be from one to four tables in the format prescribed by the template, depending on the variety of personnel categories participating in the project from each organization. List the names of participants according to the following categorization and point out their functions in the project, time planned for working in the project, and required amount of grants. The basic principles referred to establishing daily rates in relation to the overall project workload may be clarified at the ISTC secretariat.


Category I –  scientific and technical staff previously involved in weapons development and having higher education. It is supposed that to the extent possible, they will work in the ISTC project(s) in a full time mode. In case of partial involvement, this category should include those specialists who plan to work in the project either not less than 10% of the overall project duration or not less than half of the time during any separate quarter within the project duration (the working year is defined as 220 working days). List the scientific title, date of birth and previous experience in the defense R&D. For the description of such experience, exclusively the respective ISTC codes should be used (the same codes as in the Instruction for Proposal Preparation). 


Category II – scientific and technical staff with higher education, but having no previous weapon-related experience. This category should work in the project at the same conditions as for the Category I staff. Point out the scientific title(s).


Category III – supporting staff, working in the project (in terms of the work time) at the same conditions as the staff of the first two categories.


Category IV – staff planning to work in the project for less than 10% of the overall project duration and also for not more than half of the working time in any arbitrary quarter within the project term. This category may include both supporting staff and also the qualified consultants occasionally attracted to the project activities. For this category, only their function(s) in the project should be mentioned and an approximate number of persons to be attracted within such function. The overall amount of grants planned for this category should not exceed 10% of the overall grants sum planned for the project.





In case if an individual participant is involved in several ISTC projects, the overall number of working days (in all projects) shall not exceed 220 days for any arbitrary taken one year period. The time worked in excess of the established limit will not be paid for by the Center and the respective expenditures should be covered from the participating institution resources.





The leading authorities of the participating institutions should not, as a rule, be involved in any project for more than 10% of their working time. Any exceptions from this rule should be fully justified.





Note: for each participating organization the group of tables should be preceded by the heading containing short name of the organization; structure and headings for each table shall be in the exact match with the template format. Using Arabic numbers instead of Roman is not allowed. In absence of the certain category, the corresponding table(s) should be omitted.


8.2. Managerial responsibilities


Present the diagram reflecting the organizational structure of the project and show the administrative reporting lines for the staff involved. It is also possible to present this information in the table format. 


9. Financial Information


Present one table for aggregated project budget including expenditures of all participating institutions and also the analogue tables for each separate participating organization. If only one organization participates in the project (the Leading Institute), then only the Table 1 shall be included.





The project budget shall be presented in the US dollars, using USD equivalent if necessary.





The project expenses may not include any profit and any elements of profit; any taxes including profit tax, VAT, income tax, local taxes, and any other tariffs, payments, custom fees, import taxes, commission fees, and any other similar fees or dues.





All the project expenses are subdivided into two financial flows – Flow 1, controlled by the participating institution and Flow 2, controlled directly by the ISTC. The following conditions should be applied for planning expenditures under the Flow 1:


the participating institution had opened (or guarantees to open in accordance with the article 5.1. of the Project Agreement) a dedicated hard currency and ruble (or other national currency) accounts in a bank which allow to perform ISTC funds accounting separately from the rest of the institution accounts;


the participating institution had delegated all the rights on allotting funds from these accounts on each individual project to the respective Project Manager (to the project sub-manager in non-leading institution);


the participating institution is familiar with basic provisions of the ISTC “Financial Regulations” and ISTC “Financial and Procurement Rules and Procedures”, and agrees to accept responsibility to follow the main principles  of the financial authority separation and principles of assuring fair competition.


in exceptional cases, the ISTC may consider paying quarterly advances in amounts not exceeding $2,000 in ruble equivalent from the Center’s cash desk for governmentally funded institutions which have difficulties in opening dedicated ruble accounts.





All the expenses should be categorized by following items (the basic principles on  sharing between budget items may be clarified at the ISTC secretariat).





Individual grant payments:


For each participating institution present expenses distribution between staff categories as defined above in the section “personal Commitments”. All these expenses should be planned through the Flow 2.





Equipment:


For each institution show the expenses related to the purchase or rental of equipment, including also any expenses on necessary reconstruction of existing experimental facilities. Transportation costs for the purchased equipment (including imported items), should be accounted for in the item “Other Direct Costs”.





Materials:


For each institute show the planned expenses for materials and other consumables needed for project implementation.





Bank Fees:


The actual volume of bank fees depend on the actual number of bank transactions in course of the project. This figure may be adjusted at a later stage, however, the recommended value is about 1% of the overall number of financial flows.





Other Direct Costs:


For each participating institution present such costs as communication fees and energy supply which may be directly referred to the project activities; costs associated with providing computer services; accounting services, preparing reports and publications; security measures required for the project; and also paying for sub-contracts. This item should also include costs for custom clearance of the equipment either imported from abroad or provided in-kind by the collaborator(s)/partner (approximately $300 for each operation), and costs associated with transportation of such equipment including local transportation (if needed). Besides the above, this article should account for expenses needed for installation and further servicing of the obtained equipment.





The special attention should be paid for expenses at customs clearance (up to $300 for each shipment), and also expenses needed for exporting project deliverables (in case if the project tasks assume delivery of any goods abroad). Export expenses may include not only fees for customs clearance, but also expenses linked to non-tariff measures of export control, such as obtaining export licenses, additional safety certificates, etc.





It should be taken into account that such expenses as electricity bills, telecommunication fees, external services will be accepted by the Center as allowable costs only under the documental confirmation of their direct link to the project tasks. In cases of indirect (pooled) rendering of such expenses from the project budget, the Center will keep the right to consider them unallowable and to refuse respective compensation.





Mobile Phone usage on ISTC Projects is allowed  only upon written permission of the SPM. Expenses incurred during the exploitation of mobile phones (for each number) can be accepted for payment upon submission of an invoice, and detailed listings of phone calls attributing phone numbers to project related contacts, but must not exceed $100 per quarter.  Expenses in access of $100 per quarter per each phone will not be accepted.  If a detailed listing of phone calls attributing phone numbers to project related contacts is not provided, the allowable maximum amount per quarter will be $50.00.





Private vehicle usage on ISTC Projects is generally not allowed, any exceptions should be authorized in advance by the project SPM. In cases when private vehicle usage is allowed, the participants must provide statement detailing business trip route, (date, purpose, destination, kilometers) and a petrol bill for that date. Petrol cost compensation may not in any case exceed 0.2 l/km





While planning significant expenditures (more than $10,000) to be paid for local commercial sub-contactors, the recipient should confirm in writing its familiarity with the principles of competitive bidding through the tendering procedures used by the ISTC and its obligation to follow these principles. For the subcontracts exceeding $25,000 and paid through Flow 1, the recipient shall assume ISTC staff participation in the tendering procedures.





Travel:


For each institution present the planned expenses for project participants travels both within CIS and abroad. The ISTC travel regulations assume that travel expenses during the trips inside the CIS should be governed by the rules being in effect in the institution at the date of the trip, while international travels will be guided by the rule used for the ISTC staff. Consultations on the actual per diem rates and allowable accommodation expenses may be received at the ISTC secretariat.





Overheads:


The project budget may assume reservation of up to 10% of direct project costs excluding  equipment and travel costs, as project overheads.





Payments under this item are made after completion of all project closure procedures assumed by the Project Agreement and are designated for partial compensation to the participating institution of its actual expenditures on infrastructure support, covering of communication, communal and other expenses which can not be directly linked to a project. The full coverage of this type of expenses is considered by the Center as an in-kind contribution of the recipient in the project and is not evaluated in financial terms.





In order to provide additional stimulus for in-time completion of project closure procedures after finishing actual work on project tasks, the Center retains as overhead payment at least three (3) per cents of direct project cost (excluding travel and equipment costs) irrespective to the overheads amount planned by the recipient. Therefore, the planned sum for the overheads in the project budget should be in the range between 3 and 10 per cent from the overall project costs, excluding equipment and travel costs and overheads themselves.





Note: the format and table headings shall be exactly the same as in the WP template. If the project duration is less than 3 years, the extra columns from the table should be deleted. The number of rows in the tables shall not be changed. The tables are numbered in accordance with the institutions numbering i.e. Table 1-2 (Leading institution), Table 1-3 (first supporting institution), table 1-4 (second supporting institution), etc.





Financial tables format is subject to changes by the ISTC; recipient(s) will be duly informed by the secretariat on such changes.


10. Equipment and Materials Summary


The due dates at which the goods and services will be provided by the Center in accordance with article 4 of the Project Agreement shall be established in the Work Plan and also listed by items in the Equipment and Material Tables based on the templates provided in the WP template.





Each table is a list of either equipment or materials required for project implementation which is to be provided by either the Center or by the recipient itself. 





The tables on equipment and materials purchased by the Center and the recipient are filled as separate tables.





While distributing future material&equipment expenses between financial Flows 1&2, the following guidelines should apply:





Mainly through Flow 1:


miscellaneous office supplies and consumables purchased from local companies in small batches not exceeding $100 equivalent;


miscellaneous laboratory supplies and materials offered by local companies and for which the published price-lists are available;


the significant amounts of chemicals, gaseous substances and construction materials in cases when a recipient institution has regular, stable, and long term relations with the local suppliers of such materials; if such expenditures are actually planned by the institution, the corresponding justification should be placed in the narrative part of the WP.


all items needed for providing personal comfort and workstations ergonomics and which are widely represented at the local market (office furniture, individual communication means, fans, conditioners, etc.). For this category it is important to strictly plan such expenses in advance, i.e. the ISTC will generally refuse in sanctioning such purchases outside of the initially planned budget (during budget corrections, while adjusting the content of technical tasks, etc.);


stand along items (small batches up to $2500) of standard computer and office equipment in those cases when there are suppliers recommended by the ISTC at the recipient territory (having frame agreements with the Center) and the equipment is purchased at prices not exceeding those proposed by such suppliers. If such expenditures are planned for the project, the current lists of such companies may be consulted at the ISTC Procurement Office.


any significant (more than $50,000) purchases are not allowed through Flow 1.


Mainly through Flow 2:


all purchases (without exclusion) assuming import from abroad;


unique laboratory equipment, large batches of computer and office equipment, and also any standard equipment with additional requirements to specifications, integration, mounting or installation;


any one-time purchases exceeding $2500 equivalent.


Be careful while filling the material and equipment tables for items to be provided in-kind by the Center, as far as signing the Project Agreement, the Center is then obligated to provide respective supplies in time, and therefore needs complete information on the schedule, specifications and available resources. Sometimes, extensive consultations may be needed at this stage and which may significantly delay the stage of the WP development. The following recommendations will significantly improve and expedite the process and will facilitate efficient implementation of the procurement schedule:


for standard equipment such as PC’s, copiers and other office equipment, and also for materials without specific requirements to purity, composition or configuration, the description should be limited to the required quantities, explication of major parameters, limitations on upper cost level and/or by the reference to either the closest commercial analogue or the price list known to you. The Center staff will then be responsible for optimization of specific purchases taking into account the technical progress in specifications, price dynamics, and principles of economy.


for the scientific equipment, special materials or unique products, the specifications should on the contrary be exhaustive. This is especially important for purchases planned for the initial stage of the project. Pay attention on the fact that prices available from catalogues published abroad may not always be achievable in practice as far as they depend on the existence of local representations, import algorithms, licensing restrictions, etc. Be ready for extensive consultations with ISTC Procurement Office specialists.


take a note that the procurement schedule placed in the WP does not assume its automated implementation – each purchase will be initiated only after receiving the Request for Procurement through your Senior Project Manager (SPM). The complicated and multi-component requests may require significant (sometimes up to several months) time until actual arrival to the project site. The majority of requests, in particular those dealing with standard equipment are processed by the Center in no more than one or two weeks. 


While purchasing standard equipment, especially from suppliers outside Moscow, it is recommended to consider brands most widely spread in the region. In such cases the equipment is usually readily available at the local warehouses and may be shipped to the recipient immediately after placing the ISTC order. While choosing more exotic (for your region) brands, you should be ready for up to several weeks delays in actual delivery. Such preferences may be feasible only in cases if the specific characteristics are really crucial for achieving the project results.


If the WP assumes in-kind shipments of the equipment and/or materials without financial expenses from the project budget (i.e. collaborator’s contribution), such shipments should be also included in the tables, however, only by identifying the quantity and approximate price, and putting “Provided in-kind by collaborator” in the upper row of the table, and “Free of charge” in the field “Total”.





Note: Table formats and headings shall be exactly the same as in the template. Don’t forget to place the project number in the second row of each table and short institution name in each table heading. Don’t split the tables 2, 2-2, 3, and 3-1 into several tables even if the table appears to be too long and does not fit a page – use only automated MS Word table layout formatting.


If a participating institution does not need equipment and/or materials, this institution should not be included in the tables.


The quarters numbering should be done with Arabic figures. Several quarter numbers may be used for one table item (for instance: 2,9), quarter ranges are also allowable (for instance: 3-5 is equivalent  for 3,4,5). The corresponding assumption means that overall cost is uniformly distributed between the quarters. If you need uneven distribution of costs between the quarters, then one and the same piece of equipment/material should be placed in a table as different items. The total cost of materials and equipment for each quarter shall correspond to that in the financial tables (section 9).


The formats of the procurement tables are subject to review by the Center, the recipients will be duly informed on such changes.


10.1. Equipment Summary


Table 2 (form PR-1E) contains the list of equipment provided to the recipient in-kind i.e. as non-financial contribution by the ISTC (Flow 2). Table 2-1 contains equipment items to be purchased by the recipient (Flow 1).


10.2. Materials Summary


Table 3 (Form PR-1M) contains the list of materials provided in-kind by the Center (Flow 2). Table 3-1 contains the list of materials to be purchased by the recipient (Flow 1).





For non-itemized materials the table shall contain the description of measurement units – only numbers shall be present in the column “Quantity”.





For each recipient institution the comments may be included in the tables (for instance to memorize the purchase goal or mentioning the expenses category. Such inserted strings shall not be numbered and shall not contain text anywhere except the third column.


10.3. Single Equipment/Materials Items


According to the established practice, the ISTC will supply equipment and materials most closely corresponding to the specifications required for achieving project results, however, in case of justified need for procuring the specific make of the concrete provider, such a requirement may be taken into account. Each item in the table requiring such a specific treatment should be marked “X” and for each of such items a separate table shall be added in section 10.3 (Form PR-2E).





10.4. Other Direct Costs Summary


Table 4 (Form PR-1OD of 3/04) contains list of other direct costs paid by the Center. Other direct costs paid by the recipient should be reflected in table 4-1. Other direct costs indicated in each item should be categorized according to financial tables, i.e.


5.1. Technological Energy


5.2. Communications


5.3. Subcontracts/Seminars


5.4. Logistics/Customs


5.5. Other








�
ANNEX: Documents formatting





In accordance with the ISTC procedures, the Work Plan shall be presented in the electronic form using either  MS Word-95, MS Word-97 or RTF formats. Additional files in formats used while WP preparing (MS Excel tables, charts, diagrams, etc.) may be also provided. All additional information which is not directly related to the WP (collaborator’s letters, copies of publications, etc.) should not be included into the WP, but rather submitted as separate files.





Following the rules recommended in this annex will significantly expedite WP processing.





All sections, subsections and tables names should be exactly as those from the WP template. If any of the sections (subsections) does not contain any information it should not be omitted – just place “None” instead of its content.





It is strongly recommended not to change sections structure used in the template – do not insert or delete MS Word sections breaks.





Avoid situations when text is directly adjacent to the “section break” – leave at least one empty string before and after a section break.





Table formats shall be in exact match with those of the template. Don’t split one table into several parts (for instance to control paging). Use “dot” (not “comma”) for decimal point while entering numbers; comma may be used for clarity to separate three digit groups (12,345,678.50 is an example of right formatting). Don’t use font “Symbol” for entering numbers.





The general formatting should be as simple as possible. Only standard fonts compatible with Unicode should be used. Supplemental fonts using single byte coding are not allowed. The recommended font is “Times New Roman”.


The WP template assumes using “Normal” style throughout the text, and styles “Heading” (1-4) are reserved for names of sections and tables. Introduction of styles variety is not recommended. It is also recommended to avoid whenever possible inserting special symbols through Insert|Symbol – it’s better either to use CharacterMap utility (part of any Windows package) or “alt” mode input with numerical keypad. This mainly refer to the accented symbols used in many European languages.





Graphics may be inserted into the text through Insert | Picture | From File. In Word-97 it may be useful to switch off option “Float over text” in order not to create floating frames. The high resolution and full-color graphics is not recommended for the sake of minimizing file sizes. Do not use MS Word graphics which is visible only in a “page layout” view and may be lost while re-formatting a document, it’s better either to prepare chart in a graphics editor as a Windows metafile (WMF) or to insert external file as MS Word “picture object”. Such objects are visible in any mode and are not usually changed while re-formatting.





The following MS Word features should be avoided whenever possible – footnotes, endnotes, bookmarks, references, Auto text, and other fields. Hypertext references are not allowed (especially in the e-mail addresses). To avoid automated transformation of an address into hypertext reference, choose Tools | AutoCorrect in main menu, open bookmark AutoFormat As You Type, and switch off option Internet and network paths with hyperlinks in the list Replace as you type. 





As far as not all MS Word-2000 are compatible with earlier MS Word versions, documents prepared in Word-2000 should better be saved in the RTF format. If you don’t observe any changes while opening such a document, then only compatible features were actually used. Pay special attention on not using tables inside other tables.





If you have any difficulties in customizing MS Word, address your institution information support service, or consult the ISTC Information Technologies Group via img@istc.ru 
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