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JISC Completion Report Template (2005)
The Project Management Guidelines explain the purpose of completion reports.

Fill in the information for the header, e.g. project acronym, version, and date.

Prepare a cover sheet using the cover sheet template and attach to the completion report.
Project Sign-off
1. Project Outputs

Have all project deliverables been submitted to JISC and accepted?  Please list any outstanding issues and how they will be addressed.
Have all core project documents been submitted to JISC and accepted?  List any outstanding issues and how they will be addressed.
2. Intellectual Property Rights
Confirm that there are no IPR issues that will prevent project outputs from being made available to the teaching, learning, and research communities when the project ends.
Confirm that all necessary permissions for third-party IPR have been granted and attach any applicable permissions or licenses.
Explain any outstanding IPR issues and how these will be resolved.
3. Project Staff
List all project staff at the end of the project (noting FTEs), and summarise career development opportunities offered.

4. Dissemination Plan

List the dissemination that has been done (or is being done) about project findings and outcomes, e.g. journal articles, conference presentations.  For each, note the URL on the project or other web site.

List any publicity the project has received, e.g. press coverage, awards.

5. Exit Plan

Explain what arrangements have been made to archive/preserve project outputs and/or make them available to the community when the project ends.  List any outstanding issues and how they will be addressed.
Confirm that the lead institution will continue to host your project web site for 3 years after the project ends and assist JISC in archiving it subsequently.

6. Sustainability Plan

Explain if any project outputs will be further developed after the project ends, who will take them forward, and how.  If so, have you written a business plan?

7. Budget

Use the budget template and attach the final budget statement as Appendix A.  Briefly explain if overall project expenditure, or expenditure in any area, exceeded or fell short of the funding awarded.

Did the project seek/receive funds from other sources, and how these funds were used?

Lessons Learned
8. Aims and Objectives

At the end of the project, do you feel you achieved the aims and objectives set at the start?  Note any objectives that changed during the project and why.

Do you feel the project fulfilled the need originally envisaged, or perhaps a new need?
9. Overall Approach

If you could start again, what would you have done differently?  What lessons would you pass on to other JISC development projects?
10. Project Outcomes

Summarise key project outcomes and impacts on the teaching, learning, or research communities briefly (as bullet points).
Summarise the main lessons learned that you would pass on to the community briefly (as bullet points).

Have there been any unexpected outcomes or opportunities?

11. Stakeholders

Who are the likely beneficiaries of project outcomes in the community, and how will they benefit?

12. Project Partners

What lessons about working with project partners and subcontractors would you pass on to other JISC development projects?
What other institutions, organisations, or projects did you collaborate with, and was this productive?

13. Project Management

What lessons about project planning or project management would you pass on to other JISC development projects?

14. Programme Support

What influence did other projects, the programme, or the programme manager have on the project, either positive or negative?

Are there areas where you would like to have had more support from the programme manager or the programme generally?
15. Future Work
Have any issues emerged from the project which merit further investigation or future development work by JISC or other organisations?

Appendixes

Appendix A.  Final Budget
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