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FINAL REPORT INSTRUCTIONS – Read before beginning project
The Final Report is a very important part of the grant project.  It allows the Program to understand what it is doing well and where improvements should be made.  Grantees’ honest evaluations of their projects help the Program make suggestions to future applicants about designing successful projects.  The other vital function of the Final Reports is to provide statistics that will support future requests for funding for this grant program.  If you have any questions as you fill out your Final Report, contact the Maine State Archives, 287-5790. Please do not submit the Final Report in a binder, with tabs, etc.  Simple assembly with paper clips or staples is fine.

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

There are four elements to the Final Report:

1) The Final Report narrative

2) The Final Report Statistics (form enclosed)
3) The Final Report Budget (form enclosed).  Include copies of bills over $100.

4) First page of NUCMC form (instructions enclosed) and the first page of your Finding Aid. You are to complete the entire NUCMC form and submit it to NUCMC, but you only need to send us the first page.  If your project consists only of microfilming official town records, you do not need to fill out a NUCMC form or produce a Finding Aid. 

Final Report Narrative

The Final Report Narrative should stand on its own.  Someone should be able to read it and understand what happened without referring back to the application.  You should include:

Project Summary:  Give a brief description of the project as it was funded.

Project Activities:  Describe what happened during the course of the project.

Project Analysis:  Describe the results of the project and whether or not the project met its original goals.  As a help to the Program and to those who plan projects in the future, it would be very helpful if you look at your project with a critical eye.  If you had to do it again, what would you do differently?  Did something work better than you had expected?  Were there elements that weren't particularly successful?

The length of the narrative could range from one paragraph (e.g., for a microfilming project) to one or two pages.  Remember to append the first page of your NUCMC form and Finding Aid if required, and copies of any consultant reports that were produced as part of the grant project.  You do not need to include copies of reference materials supplied by the consultant.

Final Report Budget (Form enclosed)
This parallels your original proposal budget sheet, but gives actual costs for the project.  You do not need to use this form, as long as you follow the same format.  Please report any increases in the overall project budget, even if your organization is paying for the extra cost.  This is important, since it demonstrates community interest, commitment, and support for the grant program.  If your original budget had planned for 2@100 mile trips, and you made 3, put the larger number on your final budget form. You don't need to be too excessive about itemizing the budget -- you can round off numbers and use general categories (however, the entire grant amount written off as "Miscellaneous" would be too general!).  Please attach copies of bills for amounts over $100.
FINAL REPORT OUTCOME STATISTICS

Be as accurate as you can, estimating where necessary.  Be sure to complete all applicable categories for activities included in the grant project.  These "outcome" measures are important in documenting the impact of our grants.
Collection
For this report only, it is a set of at least 50 records that you identify as distinct.
Historical record    
Textual, image (photo, map), audio, video, etc., unless entered under another category, e.g., photo negatives.  Enter mixed formats as "historical records."

Archival container 
Box, folder, photo envelope or sleeve, interleaving with archival paper; (estimate 1,000 records or pages per cubic foot).

Conservation 
Humidify, flatten, repair, clean

------------------------------------------------------------------------------------------------------------------------------

Organization: _____________________________________________    Grant Number: __________

Number

of items Basic Institution Policies, Assessments, Training, UV filters

_______
Overall Collection Policy for the institution, created or updated 

_______
Mission statement for the institution, created or updated

_______
Person-hours of basic archival training (from consultants or workshops)

_______
General archival assessment (survey of general conditions, practices, volume of records, and recommendations for action)

_______
Historical records receiving a conservation assessment (A survey of specific conditions and recommendations for action for, e.g., 25 photos + 150 letters = 175 items)

_______
Volume of records protected by UV filters (measure in linear or cubic feet)

Historical Records Care, Collections Guides, Finding Aids

_______
Overall Collection Guide created for the institution

_______
Finding aids created for specific collections

_______
Historical records inventories for specific collections (e.g., an inventory of the Jones Collection of 25 photos + 150 letters + 17 maps = one inventory).

_______
Item-level (describing a single item) catalog records created

_______
Historical records (not included in * categories below) placed in archival containers 

_______
Historical records (not included in * categories below) receiving conservation treatment 

* Photographs

_______
Photo archival negatives created

_______
Photo images receiving conservation treatment 

_______
Photo negatives placed in archival containers 

_______
Photo prints placed in archival containers 

_______
Photo reference prints created

* Maps and Plans

_______
Maps or plans placed in archival containers 

_______
Maps or plans receiving conservation treatment

* Audiotapes, Videotapes, and Film  (One hour equivalents)
_______
Audio tapes created for reference  

_______
Audio tapes archivally remastered 

_______
Audio tapes placed in archival containers 

_______
Films placed in archival containers

_______
Video tapes placed in archival containers

_______
Feet of 16mm, black & white, silent motion picture film preserved

Microfilming, Photocopying, and Scanning

_______
Historical records images microfilmed

_______
Historical records photocopied for a reference set

_______
Historical records photocopied for preservation purposes (especially fragile items)

_______
Historical records or images scanned for a reference set
HISTORICAL COLLECTIONS GRANT: FINAL BUDGET

You do not have to use this sheet, as long as you follow this format. 

Cash Match: Cash your organization provided for the project.

In-Kind Match: In-kind services your organization gave as part of the matching requirement. 

Total Project Costs:  Total final budget for your project.

Remember to attach copies of bills for amounts over $100.

Organization: _________________________________________________

	
	
	TOTAL

Project Costs
	=
	Cash Match
	+
	In-Kind Match
	+
	 Grant Funds

	A.
	Personnel

Name; time x rate 
	
	
	
	
	
	
	
	

	
	
	
	
	=
	
	
	
	
	

	
	
	
	
	=
	
	
	
	
	

	
	
	
	
	=
	
	
	
	
	

	
	
	
	
	=
	
	
	
	
	

	B.
	Travel -- Destination; distance x $.38; other travel expenses (specify)
	
	
	
	
	
	
	
	

	
	
	
	
	=
	
	
	
	
	

	
	
	
	
	=
	
	
	
	
	

	
	
	
	
	=
	
	
	
	
	

	
	
	
	
	=
	
	
	
	
	

	D.
	Supplies and materials -- items, cost
	
	
	
	
	
	
	
	

	
	
	
	
	=
	
	
	
	
	

	
	
	
	
	=
	
	
	
	
	

	
	
	
	
	=
	
	
	
	
	

	
	
	
	
	=
	
	
	
	
	

	
	
	
	
	=
	
	
	
	
	

	E.
	Services (telephone, postage, printing, etc.)
	
	
	
	
	
	
	
	

	
	
	
	
	=
	
	
	
	
	

	
	
	
	
	=
	
	
	
	
	

	
	
	
	
	=
	
	
	
	
	

	
	
	
	
	=
	
	
	
	
	

	F.
	Microfilming
	
	
	
	
	
	
	
	

	
	
	
	
	=
	
	
	
	
	

	
	
	
	
	=
	
	
	
	
	

	F.
	Other costs (specify)
	
	
	
	
	
	
	
	

	
	
	
	
	=
	
	
	
	
	

	
	
	
	
	=
	
	
	
	
	

	
	
	
	
	=
	
	
	
	
	

	
	
	
	
	=
	
	
	
	
	

	
	TOTAL
	
	
	=
	
	
	
	
	


HISTORICAL COLLECTIONS GRANT: NUCMC INSTRUCTIONS
In the past, the grant program has required grantees to fill out a “Historical Records Collections in Maine” Data Sheet so we could gather information about collections in Maine and make it available to researchers.  We had always intended to enter some of that information into the National Union Catalog of Manuscript Collections (NUCMC; pronounced “nuck-muck”) database, making it easily available to researchers world-wide.  NUCMC now allows repositories to enter their information directly.  You can still submit a paper copy if you prefer.

1) Use the yellow booklet “Describing Your Archival Collections” to see what information will be required.  There are several blank “Historical Records Collections in Maine” data sheets enclosed for you to take notes on.  Although the wording may be slightly different than that of the official NUCMC form, the questions for the two forms parallel each other and can be used interchangeably.

2) Go to http://www.loc.gov/coll/nucmc/  That will take you to the NUCMC home page (printout of home page on reverse) On the left of the home page, under “Information and Forms,” you can get general information about NUCMC.  You then have a choice of several ways to get your data to NUCMC.

	Choose Your Preferred Method
	

	a) Enter Online

OR
	Click on “Cataloging data sheets: Web fill-in form”

Fill out the information (you need to do it in a single session, so have all the information on hand).  

Print out the first page to send in with your Final Report. 

	b) Download an electronic version of the form, fill it out, and e-mail or mail it to NUCMC

OR
	Click on “Cataloging data sheets: WordPerfect” or “Microsoft Word” to download the form in either Word Perfect or Microsoft Word.

Fill out the form at your leisure, and e-mail or snail mail it to NUCMC.  The e-mail address is on the form; the snail mail address is below. 

Print out the first page to send in with your Final Report.


	c) Do everything on paper, with no computer involvement.
	Fill out the “Historical Records Collections in Maine” data sheet (enclosed) and send it to 

NUCMC Coordinator

Library of Congress

Cooperative and Instructional Programs Division

101 Independence Avenue, SE, stop 4230

Washington, DC  20540-4230
Print out the first page to send in with your Final Report.


If you have any questions at all or are having trouble filling out the form, call the Maine State Archives, 287-5790.
