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JISC Final Report Template

The Project Management Guidelines explain the purpose of final 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 final report.

Title Page

Project name/acronym, Final Report, author(s), contact person, date.

Table of Contents

List the topics covered and page numbers.

Acknowledgements

Note the name of the JISC programme, and that the project was funded by JISC.  The project may also want to list the project partners and acknowledge any person or organisation that was helpful during the project or in writing the report.

Executive Summary

Summarise highlights of the project (one page), including aims/objectives, overall approach, findings, achievements, and conclusions.  The full report may include technical terms, but try to keep the executive summary in plain English.

Background

Summarise the background to the project (and how it builds on previous work) and the need it for it (and why it’s important).

Aims and Objectives

List the aim and objectives agreed at the start of the project, and note if they changed during the project.

Methodology

Summarise the overall approach taken and why this approach was chosen over other options considered.  Then describe the methodology in more detail.  Depending on the project, this might include the methodology for research you carried out, technical design or development, evaluation, etc.  Finally, note any specific issues that had to be addressed by the methodology, e.g. standards, interoperability, scalability, etc.

Implementation

Describe how you planned and implemented the project work and the activities it involved.  Depending on the project, this might cover technical development, processes, how you conducted user studies, etc.  Include any problems or issues that arose and how you handled them, where readers can learn from your experience.  Tell the story of what you did rather than listing workpackages.

Outputs and Results

Explain the end result of the project work in an objective way.  Depending on the project, it might include research results, findings, evaluation results, data, etc.  If the project created something tangible like content, a portal, or software, describe it.  Engage the reader, and avoid a long list of deliverables.

Outcomes

In this section, assess the value of the project work.  List project achievements against the aims and objectives set.  Summarise project outcomes and their impact on the teaching, learning, or research communities.  Indicate who will benefit from the work, how, and why.  Also comment on what you learned that may be applicable to other projects, e.g. whether the methodology worked.

Conclusions

Briefly summarise any conclusions that can be drawn from the project work.

Implications

Consider the future implications of your work and how others can build on it.  What are the implications for other professionals in the field, for users, or for the community?  What new development work could be undertaken to build on your work or carry it further?

Recommendations (optional)

List any specific recommendations for the teaching, learning, or research communities.

References

List any references to the work of others you have cited (e.g. articles, reports, studies, standards), and any explanatory notes.  Provide URLs for any materials available on the web.

Appendixes (optional)

Include any appendixes that readers will find helpful to understand the work described or the results.  For example, include a questionnaire if you conducted a survey, or technical details that support technical development carried out.  A glossary of acronyms and technical terms is often helpful.
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