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FINAL REPORT INSTRUCTIONS – Read before beginning project

The Final Report is important to the grant project. It allows the Program to understand what works well and where improvements could be made. Grantees’ candid evaluations of their projects help the Program make suggestions to applicants about designing projects to be successful. A Final Report provides statistics that will support future requests for Program funding. If you have questions as you fill out the Final Report, contact the Maine State Archives, 287-5790. Please do not submit the Final Report in a binder; simple assembly with paper clips or staples is fine.


It is important that you submit your Final Report by the listed deadline.


The Report elements include:

1.) A project narrative

2.) Project statistics (form enclosed)

3.) Project budget (Please include copies of expenditures of over $100)

4.) The first page of any Project Finding Aid.

Narrative


The Narrative should be clear so it can be read and understood without referring to the application. Narrative length can vary from a single paragraph to one or two pages. Please append any consultant reports produced as part of the Project. The Narrative should include:


Project Summary – A brief description of the Project as funded


Project Activities – What happened during the Project


Project Analysis – Results and assessment of whether the Project met its goals. 


To aid the Program, please review your Project with a critical eye. If you had to do it again, what might you do differently? Did something work better than expected? Were there elements that were less successful than anticipated?

Budget


Although structured from your proposed budget, the Final Report is for the Project’s actual costs. Please include any increases in the overall Project budget, even if your organization is paying for the extra costs. This inclusion demonstrates community commitment, interest and support for the program. You may use general categories and you may round off numbers as appropriate.
Outcome Statistics


Be accurate, estimate only when necessary, and enter all applicable activity categories included in the Project.  The outcome measures document the impact of our grants.
