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Guidelines for Innovations Fund Final Reports

Projects are required to complete a final project report for submission to the Innovations Team and the HEFCE/DfEE.  The final report will allow the project to report on the overall progress it has made during its period of funding and to report on specific areas such as communication and evaluation.

The report will be used by the HEFCE and the Innovations Team to draw out the learning and best practice from the programme as a whole in order to inform future HEFCE/DfEE initiatives.

The final report should be drafted during the final two months of the project whilst contracted staff are still in post.  Drafts should be submitted to the Innovations National Co-ordinator for review at least one month before the end of the project and then finalised by the completion date of the project.  A final financial statement should be prepared and submitted within two months of the completion date of the project.  The report should be written for any audience who previously knew nothing about the project.

Three unbound copies of the final report and final financial statement should be submitted to:

The Projects Officer

Innovations Team

Centre for Higher Education Practice

The Open University

Walton Hall

Milton Keynes MK7 6AA

The Innovations Team will forward a copy of the final report to the HEFCE.

If you have any queries about the final reporting procedure or if you would like more information, please contact the Innovations Team (ss-innovationsteam@open.ac.uk).

1.0 Format for Final Report

The following sections should be included as part of your report:

Covering page

Project Number:

Project Title:

Project Website:

Completion Date:

Lead Organisation:

Name of Project Director:

Address:

Telephone:

Email:

If the main contact for enquiries once the project has finished is different, these should be detailed as well.

1.1
Aims of the project

Please describe the overall aims of the project.  If they have changed during the course of the project, you should describe the current aims and explain the reasons for any changes.

1.2
Objectives

Please outline the original objectives of the project and comment on the outcomes, detailing any variations from the original objectives and the reasons for variation.

1.3
Communication/Dissemination

Please supply a brief (typically one page) account and critique of the strategy, successes and lessons learned in the communication/dissemination of the project.

1.4
Evaluation

Please comment on the evaluation of the project with regards to:


a)
The quality of any materials produced.


b)
Effectiveness and impact of the outcomes of the project.


c)
Lessons learnt of value to future HEFCE initiatives.


d)
Brief summary of any external evaluation.


Please provide a brief summary of any external evaluation undertaken and append three copies of any evaluation reports you have received.

1.5
Continuation Strategy and Associated Activities

Please comment on the following, as applicable:

· Will you be undertaking further project activities, including funded initiatives beyond the life of the project?

· How will end-users gain access to the learning and expertise which has resulted from the project?

· What networking and/or information arrangements have been put in place for those interested in the work of the project?

1.6
Declaration

The following declaration should be attached and signed at the end of the report:

I certify on behalf of the lead organisation that the attached progress report and the information contained therein is correct.

Project Name:

Project Number:

Head of Organisation or Nominated Deputy

Name (print)

Signed








Date

Project Director

Name (print)

Signed








Date

2.0
Final Financial Statement

Each project is required to submit three copies of a final financial statement within two months of the completion date of the project using the grid in Annex A.

2.1
Declaration

The following declaration should be attached and signed at the end of the financial statement:

I certify on behalf of the lead organisation that the attached final financial statement and the information contained therein is correct, and that the funds allocated have been applied to the purpose for which they were made available.

Project Name:

Project Number:

Head of Organisation or Nominated Deputy

Name (print)

Signed








Date

Project Director

Name (print)

Signed








Date

ANNEX A

Innovations Fund Final Financial Statement





HEFCE/DfEE Project Funding – Expenditure for Year One to 30 June 2001











Lead Organisation:





Project Name:






Planned expenditure of HEFCE/DfEE funding (£)
Actual expenditure of HEFCE/DfEE funding (£)
Underspend (-) / Overspend (+)
Reason for variation

Staff





Travel and subsistence





Dissemination





Equipment





Other costs

(please detail)











Total





Innovations Fund Final Financial Statement





HEFCE/DfEE Project Funding – Expenditure for 1 July 2001 to Project finish date











Lead Organisation:





Project Name:






Planned expenditure of HEFCE/DfEE funding (£)
Actual expenditure of HEFCE/DfEE funding (£)
Underspend (-) / Overspend (+)
Reason for variation

Staff





Travel and subsistence





Dissemination





Equipment





Other costs

(please detail)











Total
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