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MANDATORY

Final Report Checklist

Please complete electronically and email with your final report.

* Your report will not be accepted by NCVER if this completed checklist is not submitted *
Part one: Project details

(please complete details)

	Project No: 
	NR

	Project Title:
	

	Contact name:
	

	Email address:
	


Part two: The final report 

(please answer yes/no or comments if applicable)

	1. Have all previous review comments been considered?  If not, please explain the reasons why (attach a more detailed response if appropriate).

	

	2. Does your standard report meet the style guidelines shown in the Author’s guide for NCVER research reports?


· Are there key messages?

· Is the executive summary a 3 page stand alone document that is clear and concise?
	

	3. Have you had an editor and/or other readers proofread your report?
	

	4. Have you supplied all graphic images on separate files?
	

	SUPPORT DOCUMENTS
	

	5.
Are you submitting support documents with your standard report that you wish to 
have available to readers on the web? Please specify (eg case studies, description of 
methodology, detailed analysis, literature review)
IMPORTANT: If yes:

· Please ensure documents have been edited and proofread. The support document(s) will not be proofread or edited by NCVER. NCVER will convert them to a pdf version. Once converted to pdf amendments will not be possible.
	

	SURVEYS
	

	6.
If your project included a survey have you provided NCVER with:


a)  a technical report on the survey methodology


b)
a clean and fully labelled unit record file from the survey together with a users’ guide. 
For more information refer to the services agreement.
	


Part three: Publication information
	1. Please provide a 100 word summary of your research
The blurb should include: an introductory context sentence where necessary (for example, a technical report discussing recognition of prior learning would need a context sentence where others discussing more well-known topics may be self-explanatory); the aim of the study; and two or three of the main findings. The blurb should be clear and jargon-free, for anyone to understand.
	

	2. a)  What is the order of authors for publication (please provide first name and last name for each) 


b)  If not in 
alphabetical order, have 
all authors agreed to the order as 
indicated here.
	

	3. Web-links – is this report/project mentioned on any other website?  If so, please provide details.
	

	4. Please provide contact details of people you think should receive notification that the report has been published.  
	


Part four: Evaluation of project processes and activities
	Evaluation Criteria
	Researcher Comments
	NCVER Comments

	Methodology used
How well did the methodology work for the aims and objectives?

	
	

	Timeline
Was the project manageable within the timeframe? Were milestones met as stated, or exceeded? Why?

	
	

	Staffing & resources

Was the project manageable within the allocated staffing and other resources identified/allocated?

	
	

	Record keeping

Were adequate records created and kept to document the research? What issues, if any, arose in relation to record keeping?
	
	

	Contractual issues or other factors of significance

Were there any contract issues or other factors (e.g. competing demands, delays in receipt of data etc) that impacted significantly on the project?
	
	

	What in the project went well?
	
	

	What could have been done better?
	
	

	Quality of Project Outcomes

Were there any issues related to the quality and standard of the final products? 
	
	

	
	Researcher Completion Only

	Project impact

What is the likely impact on policy or practice?
	

	What impact has the research had already? 
	

	What sorts of things could be considered to increase impact and add value?
	

	In what way do the outcomes contribute to the body of existing knowledge?
	

	Have you produced any papers/articles on this project? (If yes, please provide details)
	


Completed by:





Date: 

Reminder:  A financial statement of income and expenditure and a certificate certifying that all funding received was expended for the purposes of the project and in accord with the contract, is required within two months of the end of the funding period.
Important note:  This checklist is a guide only and does not override any clauses or items of the NCVER services agreement.
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