
QUARTERLY REPORT OUTLINE FOR SUBCONTRACTS

Revised June 16, 2008
Note: An electronic copy of the quarterly 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 (which should be on a separate page from the actual report) should include:

1. Title of the Project

2. Name of Institution

3. Location of Institution

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

5. Number and Inclusive Dates of Quarterly Report

6. Date Submitted

NARRATIVE DESCRIPTION
1. Executive summary. Please provide a brief, one-paragraph narrative summarizing major accomplishments made during the quarter.
2. Description of Progress toward the Project's Major Objectives

a. Administrative/Planning Activities

b. Collaborations/Partnerships

c. Publicity/Marketing Activities

d. Product/Resource Development Activities

e. Site Visits (Include number and description of the sites and target population)

f. Outreach Activities.  Include total number of training or demonstration sessions in the quarter, total number of sessions in which half or more than half of participants were from minority populations, total number of participants for the quarter, and a breakdown of the count of participants by: 

i. Health care or service provider, with a subtotal for public health personnel
ii. Health sciences library staff member

iii. Public/other library staff member

iv. Member of the general public

g. Web site development activities

h. Exhibits. Include a Tally Sheet for each exhibit where NLM resources are promoted and briefly list the exhibits here.
3.
Loansome Doc/Document Delivery Activities

4.
Evaluation Activities
5. Problems/Corrective Actions (including significant changes made in implementation of the project)
6. Lessons Learned/Significant Feedback
7. Projected Activities for Next Quarter
8. Reports of Training/Demonstration Sessions and/or Exhibit Reports. 

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/).

Complete and include in the quarterly report an exhibit report and budget sheet following the attached outlines.

APPENDIX

Include copies of: communications, materials produced, evaluation tools/instruments used or developed, press releases, advertisements, articles for newsletters, etc. 

If journal articles are prepared with full or partial support from the subcontract, project directors are asked to comply with the NIH Public Access Policy (http://publicaccess.nih.gov). This policy asks project directors 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.
NN/LM – GMR 

Tally Sheet for Contacts at Exhibits

Convention/Meeting Name:  _____________________________________
Sponsoring Organization (if different):  ________________________________
Location (city/state): __________________    Exhibiting Group________________

Date(s) of exhibit: _______________
Exhibit Hours: _________________

Number of event attendees/registrants _______   Number of other Exhibits ______

Formal presentation or class given (Y/N) _______

1) Visitors & Non-Demos Contacts (Total: _______):

2) NLM Systems Demos (PubMed/MedlinePlus/ToxNet) (Total: _______):

3) Non-NLM Internet Demos (AIDSinfo/Library webpage) (Total: _______):
* * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * 

On top sheet only:               Presentation/Class given (Y/N): _______
EXHIBIT Total visitors to booth (add 1-3 from all tally sheets): _______

EXHIBIT Total NLM Systems Demos (#2 from all tally sheets): _______

Comments on/Suggestions for NLM Databases (include other types of comments on the reverse side):


Your Initials ______

INSTRUCTIONS FOR RECORDING CONTACT INFORMATION

BASIC INFO:
Write the date/exhibit hours/your initials on each sheet.  Recommended: at least one sheet per day.  Totals need only be written on the first sheet.
Visitors & Non-Demos Contacts:


Use only one hash mark for each booth visitor.  System demonstrations are counted as a single event regardless of the number of people watching or the number of resources covered.  That is, one demonstration may be for five people and may cover multiple resources.  In this last case, count the demonstration as one demo (the one on which the most time is spent) and four visitors/contacts.  When showing multiple databases, select the category in which you spent the most time.  
Note: Visitors/contacts are counted only if there has been a meaningful interchange with the visitor (including watching a demo).  Interchanges such as greetings and thanks that do not mention NLM, its resources or services are not counted as visits. Just passing out pens alone does not constitute a "meaningful" exchange. However, distributing promotional products such as pens etc. when used to introduce visitors to NLM resources as a preface to asking visitors to participate in a demo is appropriate to count as a visit/contact. Someone who takes a promotional product or brochure and leaves without an interchange with an exhibit staff person is not counted as a visitor. 

NLM Systems Demos (PubMed/MedlinePlus/ToxNet): Make a single hash mark for all the NLM-related databases, PubMed, MedlinePlus, SIS systems, etc.,  demonstrations you conduct – regardless of attendance (again, if four watch the demo, mark one demo and three visitors).

Non-NLM Internet Demos (AIDSinfo/Library webpage): Put a hash mark here for all other web demonstrations you conduct, including other NIH databases like AidsInfo and your library webpage and resources.  

COMMENTS/SUGGESTIONS


Record the comments of the conference attendees regarding NLM databases, both positive and negative.  NLM is interested in user feedback – especially recommendations for changes and any problems! Feel free to add your own comments as well and continue on additional sheets.  You may also demonstrate where visitors can go to contact NLM online with comments and recommendations. 

* * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * 

Additional Comments (including additional notes/problems regarding this exhibit):
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