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The Fund for the Improvement of Postsecondary Education

Final report guidelines 

for the 

Comprehensive Program

The purpose of your final report is to tell the story of your project, communicate the lessons learned, and whenever possible to provide data to back up your claims.   You should interpret your success and failures in relation to your project objectives, but you should also reflect on what lessons the field can learn from your project. 

I.  Why You Write a Final Report: The Question of Audiences
One of the criteria for awarding your project a grant was its potential for informing and benefiting not just you and your partners, but also others beyond the project staff and participating institutions.  Several key audiences for your report may include:

· People at any of the partner institutions who are interested in project results and the case you make for institutionalizing the project;

· People at other campuses or in other organizations that share the problems your project addressed;

· FIPSE staff eager to learn from your experience and integrate your findings into FIPSE’s ongoing policies, guidelines and activities; and, 

· Policy makers in state and federal legislatures, executive offices, educational associations, educational researchers, and the press, among others.

The first step in preparing the final report is to become clear about your audiences.  Your report should describe your project and its outcomes in terms that your audiences will find useful.

II.  Components of a Final Report
A.  Cover Sheet: 

The one page cover sheet contains information necessary for identifying your project.  Please follow the model provided on pages 5-6.

B.  Summaries
1.  Paragraph Summarizing the Project (Page One): In one paragraph (about 100 words), describe the basic activities and results of the project.  This information will be used as a post-grant description about completed FIPSE projects and for entry into the Educational Resources Information Center (ERIC).  Please include below the paragraph:

· Your name, address and telephone number

· Titles of project reports or products

2.  Executive Summary
Your three-page single-spaced Executive Summary contains the information both you and FIPSE are most likely to use, so write the summary in lay language without educational jargon.  Include the following information at the top of the page:

· Project title

· Grantee organization and address

· Name and telephone number of project director(s) or contact

Structure the Executive Summary parallel to that of the report itself by using the following headings:

A.
Project Overview

B.
Purpose

C.
Background and Origins

D.
Project Description

E.
Evaluation/Project Results

F.
Summary, Conclusions and Lessons Learned

C.  Body of Report
The main body of the report (not including the executive summary or appendices should be no more than 20 pages and should be organized under the same category headings that are explained below.

III.  How to Write the Final Report
All projects supported by FIPSE are, to some extent, ventures into the unknown.  Advance thought and careful planning can help, but there is no alternative to the actual experience.  Please report candidly on what happened, and reflect thoughtfully on why things turned out the way they did.  Even if you did not achieve all of your original purposes, the lessons you learned from experience are a valuable outcome of a discretionary grant, and they may help others endeavoring on similar ventures in the future.

A. Introductory Overview:  Please begin with a brief overview to help readers orient themselves to your project and what it was trying to accomplish.   How did your project start, what happened, who was served, and what were the outcomes?

B.  Problem: What problem did your project address?  Defining the problem(s) is essential for anyone trying to understand the approach you took, as well as the potential for adapting this approach in other settings.  Your understanding of the problem(s) has probably changed.  As you think about the project now, what have you learned about the problem addressed, and how have you redefined it?

C.  Background and Origins:  What were the origins of the project prior to funding?  Give your readers an understanding of the contexts in which the project operated and how these contexts affected the project’s successes and failures.  Give specifics about the targeted groups of learners, and the circumstances in place at the partner institutions.  What organizational policies had to change for the project to be undertaken?  What forms of organizational or outside support did you have at the outset, and how did this change during the time of the grant?  These specifics help potential adapters understand the contextual framework for change.

D.  Project Description:  Describe what happened in all major aspects of your project.  Pinpoint key assumptions and planning strategies that led you to select particular courses of action.  Give your reader an appreciation of the scale and intensity of your effort and the resources required.   Describe the internal or external relationships, structures, and policies that had to be established. Describe what obstacles or challenges arose.  Describe the courses you developed, the products you created, and the students you served.  Did your project achieve all of its original objectives, or was it necessary to change your original plan?  Finally, describe the impact, if any, that your project has had on other campuses or organizations..

E.  Evaluation/Project Results:  We understand that projects can have many different kinds of effects, and that these will vary from project to project.   Generally, though, we are always interested in the evidence you have about FIPSE’s central concern: what did students learn as a result of your project?  If your particular set of learners was teachers or faculty, what can you say from your data about their learning? 

There may, of course, be many other important measures of your project’s impact.  For example, did your project result in cost benefits and/or improved financial support from internal or external sources? Can you estimate the impact of your project on your own or other campuses? What evidence do you have of the project’s impact?

Evaluation is a critical part of your report.  What variables were examined and how?  Please present a data summary and display it graphically, unless not appropriate.  Link your conclusions about the success of the project and the quality of your outcomes to your evaluation evidence.

We are also interested in your plans for continuation and dissemination.  What are your plans at this time?  Also we would be interested in learning what major steps you will be taking to continue your work following the formal completion of your funding, and whether your evaluation activities will continue as well.

F.  Summary and Conclusions:  Overall, what insights have you gained as a result of the grant activity?  What would you recommend as advice to other practitioners who are interested in your project?  How did your ideas change as a result of “doing” the project?

If you have not already done so, please tell us about the practical and policy barriers you may have run into and needed to overcome, about the administrative or management hurdles you faced, and about the ways in which implementing new forms of distance education taught you about postsecondary faculty and institutional cultures.

What are the most important and generalizable conclusions that you can make about your efforts? What are the things that other educators most need to know before embarking upon similar ventures?

H.  Appendices:

1. We welcome as appendix material copies of important materials or resources generated during the time of the project, e.g., evaluation reports, course outlines, journal articles, books, CD-ROM’s, software, and other significant products.

2.  Has your project received any special recognition from others – e.g. awards, additional grants or other funding, invitations to speak or write, etc.?

3. We invite you to share some thoughts directly for FIPSE.  In 1-2 pages, feel free to address the following or other issues:

· What forms of assistance from FIPSE were helpful to you?  How can FIPSE more effectively work with projects?

· What should the FIPSE staff consider in reviewing future proposals in your area of interest?  What are emerging new directions?  What are key considerations, given your type of project?

· Other comments are invited.

IV.  Submission Procedures:   

No later than 90 days after the completion date for the project, you should submit 5 copies of your final report.  We recommend that you send them by registered or certified mail to:

Dora Marcus

Comprehensive Program Final Reports

U.S. Department of Education

1990 K Street. N.W.,  Room 8023

Washington, D.C. 20006-8544

(SAMPLE -- COVER SHEET)

COMPREHENSIVE PROGRAM FINAL REPORT

Date Submitted:_______________________

Lead Grantee Institution/Fiscal Agent (please indicate if the name of the grantee organization changed subsequent to the grant):

Georgia State University                                                                              Division of Developmental Studies                                                               University Plaza                                                                                        Atlanta, GA 30303

Grant Number:
P116B962430

Project Dates:
Starting Date: September 1, 1998

Ending Date:   August 31, 2001

Number of Months: 36

Project Director:
Katherine Stone

Division of Developmental Studies

Georgia State University

University Plaza

Atlanta, GA 30303

Telephone: (404) 658-3361

Email: kstone@GSU.edu

FIPSE Program Officer(s):  Preston Forbes

Grant Award:
Year 1

   $200,521

Year 2

   $220,812
Year 3

   $125,000

Total

   $546,333

Other Project Partners, if applicable. (Use additional pages if necessary.  Please include organization name, address and chief contact person):
Paperwork Burden Statement

According to the Paperwork Reduction Act of 1995, no persons are required to respond to a collection of information unless usch collection displays a valid OMB control number. The valid OMB control number for this information collection is 1840-XXX.  The time required to complete this information collection is estimated to average 20 hours.  If you have any comments concerning the accuracy of the time estimate(s) or suggestions for improving this form, please write to: Joseph Schubart, U.S. Department of Education, ROB-2, Room 4040, 7th and D Streets SW, Washington, D.C. 20202-4651.  If you have comments or concerns regarding the submission of your Final Report, write directly to: Joan Krejci Griggs, Comprehensive Program Coordinator, FIPSE, Rm 8082, 1990 K St. NW, Washington, D.C. 20006-8544.

