Final Report Guidelines For Outreach Express Awards  

Please submit your final report within 30 days after the end of the performance period. An electronic copy of the final report should be submitted in MS Word format or PDF. No paper copy is necessary unless you are sending attachments that you are not able to send electronically. Please include only those sections from the narrative description that apply to your project. 
COVER SHEET
The cover sheet for the report (which should be on a separate page from the actual report) should include:

1. Title of the Project

2. Identification of the type of award (i.e. Outreach Express Award)
3. Name of Institution

4. Location of Institution

5. Name, Mailing and E-Mail Addresses, Voice and Fax Numbers, of Person Submitting Report

6. Inclusive Dates of Project Period
7. Date Submitted

NARRATIVE DESCRIPTION

1. Summary/Introduction:

Summarize your accomplishments as they relate to the goals and objectives of the project.
2. Collaborations/Partnerships:  

Include names and types of organizations with which there was collaboration at any time during the project.  Provide the current status of the partnerships, challenges encountered, and lessons learned.

3. Training:  

Within two weeks of any training or demonstration session, complete a record of the event in the online outreach activity reporting system (https://staff.nnlm.gov/extra/). 

4. Training sites: 

Provide a brief description of training sites. 

5. Exhibits: 
List all the exhibits connected with the projects (if applicable).  Include the meeting name, dates, location, estimated number of contacts made, demonstrations given and general impressions of success.
6. Resource materials:

Provide a brief description of any materials that were developed for training or for promotion/marketing (include newspaper announcements, brochures, etc.).  Include copies of materials developed.  If web-based resources were developed, please provide the URL for the site where the materials are located.

7. Web sites: 

Detail the current status of web sites created as part of the project.  Include URL, plans for future maintenance, and impact.

8. Document delivery and reference services:

If document delivery services and reference services were provided, please provide appropriate statistics.

9. Approaches and interventions used: 

Describe the specific steps or activities used in the following areas: identifying and scheduling sessions; promotion/marketing; training; personnel/staffing; web site development.

10. Evaluation:

How was the project evaluated? What results were achieved based on the objectives of the project?

11. Lessons learned: 
Summarize any lessons learned from the project. Describe what worked well and what changes might have made the project more successful.
12. Continuation plans:  
Report on how you plan to continue the project.  Will all or some of the project’s activities continue?  Who will provide the funding and staffing to do so?

13. Impact:
Include information on the perceived and actual impact of the project on the library, institution, or consortium.  This can include the effect of the project on the library’s image, increased utilization of the library, or other impacts.
