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SCIENCE TRANSFER PROGRAM completion report Instructions

1. This is the template form for end-of-project completion reports. 
2. The purpose of completion reports is to convey project outcomes.
3. Use 11 point font for body text of the report. Do not change font styles or sizes of the headings and subheadings of the form. 
4. Eliminate investigator instructions [contained in brackets] prior to submittal of report.

5. Eliminate this instructions page (page 1) prior to submittal of report.

6. Detailed instructions are embedded within each section of this report form. 
7. Reports must be submitted in electronic format to your contract administrator on or before the completion date. 
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[Author]2, [Co-Author]3, [Co-Author]4
2
[Author Contact Address]
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[Co-Author Contact Address (if different from author)]
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[Contact Address (if different from author or co-author)]
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1
Project completion reports of Commission-sponsored research are made available to the Commission’s Cooperators in the interest of rapid dissemination of information that may be useful in Great Lakes fishery management, research, or administration. The reader should be aware that project completion reports have not been through a peer-review process and that sponsorship of the project by the Commission does not necessarily imply that the findings or conclusions are endorsed by the Commission. Do not cite findings without permission of the author.
[Completion Report Template]

CONTACT INFORMATION:

[Provide an e-mail address and phone number for the corresponding author. The contact information, along with the completion report title and project summary, will be posted on the Great Lakes Fishery Commission website. We will not share the full completion report without author permission. Individuals interested in obtaining a copy of the full completion report will be instructed to contact the corresponding author to request a copy.]
Plain language summary:

[Provide a one paragraph project summary (no more than 300 words) describing the management issue, how you addressed it, and the project products and outcomes. The summary should be written in plain language and understandable by a general audience (see http://www.plainlanguage.gov/ for guidelines).]

Main messages:
[Main messages are brief statements that are clear, concise, memorable, actionable, and specific. Messages should be audience-focused and go beyond listing results of the project to interpret why those results are important to the audience, and what action should be taken as a result.]
Extended project summary:

[Numerically list objectives as stated in the project plan, describe the methods used to achieve each objective, and state outcomes obtained from addressing each objective. Address the success with which each original objective was met and indicate problems encountered en route to completion. If project objectives changed from the project proposal, discuss the rationale for changing the objectives. This section should be no longer than 1000 words.] 
EVALUATION/REACH AND IMPACT:

[In this section, please revisit the evaluation plan submitted with your project plan. Describe evaluation activities undertaken throughout the project and any changes made to the project based on the feedback received. Describe any end-of-project evaluation activities (e.g., post-workshop surveys) and their results. List any reach and impact metrics measured. Reach and impact metrics may include, but are not limited to:

· How many fishery managers did the project team interact with/reach?

· How many contacts were made with each participant/end-user?

· For how long did participants/end-users interact with the project team?

· To how many end-users was the product disseminated? 

· Were any new collaborations formed as a result of the project?

· Did any media coverage result from the project?

· Were any Sea Lamprey Control Board/Council of Lake Committees research priorities addressed? 

· Was information from the project included in any known policy or management briefs or other such documents?
Please list any other evidence of use or impact of the project’s results/products (e.g., personal communication).
Based on the results of your final evaluation, how would you change the project if you were to do it again?]
REFERENCES: 

[Provide complete citations of literature referenced in the report text in Canadian Journal of Fisheries and Aquatic Sciences (CJFAS) format.]

ACKNOWLEDGEMENTS: 
[Provide any acknowledgements here.]

DELIVERABLES: 

[It is critical to list all deliverables resulting from the current project to allow the Commission to track project outputs. This list should include all students trained, awards, data sets, database systems, patents, videos, press releases and interviews, public engagements, networking meetings, workshop reports, fact sheets, policy and management briefings, oral and poster presentations at conference or agency meetings, theses, and draft or published manuscripts. Deliverables should be listed as citations in CJFAS format where applicable.]

APPENDICES:

[Attach copies of project products (e.g., fact sheets, reports) and any other supporting materials.]

