Preface

The purpose of the final report is to provide the Cortland Auxiliary Services (CAS) Finance Committee with a written record of grant-related activities, accomplishments, and challenges that have been faced during the grant term. We use this report for grant management, results assessment, impact evaluation, and learning. When completing the final report, please include all significant accomplishments, challenges, and activities for the grant, as well as those for the entire grant period. 

The approval of future program grants will be contingent upon receipt of the prior year’s final report. 
Formatting
The completed report form is typically no more than 3 pages excluding appendices, attachments, and financial report templates.  Strive for brevity.
Please use U.S. letter page formatting (8.5 x 11.0 inches), 12-point font, and one-inch margins.
Submitting Your Final Report

Submit your report electronically at https://www.cortlandaux.com/asc-board-and-grant-info 
All reports must be submitted by Aug. 31.
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II. Project Final Results (no more than 3 pages)
Executive Summary 

In paragraphs or bullet points, please provide the following information:
· General Results: How did your project benefit the campus community? Describe the general results of the project, including where the project results were achieved as expected, where they were not, and the reasons for both. In addition, please describe any unexpected results and their significance.   How will the results you accomplished in the short term affect your efforts toward the long-term goals you identified in your proposal?  What other things – perhaps beyond your control – must take place to achieve a broader impact on the community or populations you want to reach?  
If your grant proposal contains some sort of quantifiable goal (for example, "to offer computer training to 150 students"), your report should address whether the program yielded the desired results. If you didn't meet your initial goals, offer an honest assessment about what you think went wrong or what led to your miscalculation.  You will not be penalized for identifying setbacks and challenges.
A grant report should also speak to a project's overall impact, highlight measurable, positive outcomes. Numbers help the finance committee to see exactly how many people the funding has helped.

In some cases, however, it might be difficult or impossible to accurately gauge a program's results. For example, if your organization's program is trying to prevent people from smoking, it may be too early to tell whether the program will be successful. In such cases, stress intermediate findings, such as what people learned about smoking and how their attitudes toward tobacco may have changed.

Similarly, arts organizations might have trouble accurately conveying a program's successes because they are not necessarily trying to solve a specific problem. An arts organization can help address this issue by including information such as how many people attended a concert and whether it received any positive critical reviews.

· Challenges: Discuss how you addressed both anticipated and unanticipated challenges in the course of the project
· Lessons Learned: What lessons have you learned during the course of this project that will help your organization and other organizations that may be involved in similar work?
· Testimonials
· Sustainability Plans: If you would likely want to continue or expand your project, meaning that you'll need to secure additional funding, outline an initial plan for sustaining the program. 
· Project Visibility: Discuss how you communicated your project to the campus or community and the type of outlets (e-mail, MyRedDragon, social media placements, internet placements, newspaper, radio spots, television spots) you used.
III. Final Budget Report (no more than 1page)
Budget Summary

Please attach a copy of the proposed vs. actual project budget.  Was it necessary for you to make any significant changes to the proposed project budget?  If so, please explain.
