FINAL REPORT OUTLINE FOR SUBCONTRACTS

Revised August 14, 2006

The project’s last quarterly report should be submitted as a separate report following the quarterly report outline.

An electronic copy of the final report should be submitted with the paper copy.  Electronic copies should be saved as a Microsoft Word document and submitted as an email attachment to the appropriate RML staff contact.

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. Indication of whether the project is part of a special funding initiative
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 Final Report

7. Date Submitted

NARRATIVE DESCRIPTION

1. Executive Summary:

Summarize the project’s major accomplishments.

2. Geographic region/number of counties:

List the geographic regions or all the counties that were impacted by the project.

3. 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.

4. 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/). 

In the final report, provide a summary of the training events and participants:

· Total number of sessions conducted as part of the project

· Total number of sessions in which half or more than half of participants were from minority populations

· Total number of participants in the project’s sessions

· Breakdown of participants by:

· Health care or service provider, with a subtotal for public health personnel 

· Health sciences library staff member

· Public/other library staff member

· Member of the general public

5. Training sites: 

Provide a brief description of training sites. 

6. 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.
7. 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.

URLs for all web-based training materials should also be sent the National Training Center and Clearinghouse (NTCC) for inclusion in the Educational Clearinghouse (http://nnlm.gov/train/).  Provide verification that this has been done or provide a date by which it is expected that URLs of web-based training materials will be sent to the NTCC’s Educational Clearinghouse.

8. Web sites: 

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

9. Document delivery and reference services:

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

10. 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.

11. Evaluation:

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

12. Problems or barriers encountered: 
Provide details on problems encountered in the areas of promotion/marketing; training; equipment/telecommunications; personnel/staffing; and web site development.
13. 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?

14. 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, etc.  

15. Recommendations for improvement:

Include suggestions for alternative methods, training materials, promotional materials, etc.

FOLLOW-UP QUESTIONS

If answers to the follow-up questions are contained elsewhere in your report, indicate where they are located.
1.
Were your original project goals and objectives met?  If not, why not?

2.
What significant lessons were learned which would be of interest or use to others conducting outreach projects?  Which strategies were the most effective in implementing the project?

3.
If you were to start all over again, what, if anything, would you change about your goals, project plans, etc.?

4. What advice or recommendations would you give to anyone considering a similar outreach effort?

5. Please describe plans for disseminating lessons learned and other information about the project, such as through a conference presentation or publication. In accordance with the NIH Public Access Policy (http://publicaccess.nih.gov), project directors are asked to submit voluntarily to the NIH manuscript submission (NIHMS) system (http://www.nihms.nih.gov) at PubMed Central (PMC) final manuscripts upon acceptance for publication. 
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