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Format for Final Narrative Report

	

	Project Number


	Project Title


	Library


	Type of Library


	Project Director


	Phone


	

	Address


	City


	State


	Zip Code


	Email


	Web Site



	Amount Awarded – LSTA
	Refer to the LSTA amount awarded from the contract


	Total Project Cost


	

	Value of In–kind Contribution
	Include any additional funds used by the library for the completion of the project that can be easily calculated.  These may include additional cash match used for the project, personnel time allocated for the project, travel, or other costs borne by the library which you feel were necessary to implement the project.  Provide a simple breakdown of the amount and its use.


	Cash Match
	Refer to the local cash amount from the contract


	Federal


	Refer to the LSTA amount from the contract


	Number of Persons Served 


	The number of persons who actually used the services under the project or who benefited directly from them. This number should not include the total population of the service area or the potential population to be reached. Each person should be counted only once even though s/he may have used the service multiple times

	Check if State–wide Project
	Statewide projects are those that have a statewide impact and which have partners/members across the state.  




Project Description

Purpose

· Restate the goals and/or objectives of the project.  This section should succinctly state the intention of the project…”We did what, for whom and for what purpose”.  
Activities/Methods

· Provide a statement on the activities undertaken to meet the objectives of the project.  Explain how the project was carried out.  For example, how many workshops were conducted?  How was the service promoted?  How were digital items cataloged and made accessible?  Note any difficulties you encountered and activities you would have done differently. This information will be shared with future applicants undertaking a similar project.
Outputs

· Outputs are the quantitative evaluation of the project.  Outputs show the measures of services provided.  Here you would indicate what you purchased and the quantity, number of persons attending workshops, number of persons trained, hits on a website, etc.  

Outcomes

· Outcomes are the qualitative evaluation of the project.  Outcomes show changes in knowledge, skills, attitudes and behavior.  Here you would indicate increased use of electronic resources, changed attitude toward the library, increased interest in reading, ability to complete a resume. Any evidence that shows the impact the project is having on the targeted population should be included and discussed in depth.  A description of the methods used to gather outcome information should be included.  Examples include user surveys, pre- and post-tests, or focus groups.  
Other Results

· Provide any additional results from the project.  These results could be directly related to the project or could be a benefit or impact that the project had on other library services and/or the community. 

Length of Project

· Refer to the contract for project start and end dates.
Anecdotal Information

· Provide one or two anecdotes or client stories which demonstrate the success of the project and which show change and benefits to the target population.
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