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Annual Report Form Template
This form cannot be saved in progress, so ensure you have all responses and documents ready for entry and upload prior to beginning the reporting process. This template should help you in your preparations. Your financial report must use the Excel template provided here. All responses marked with a red box are required.
Project reports must be submitted annually, generally within one month following each twelve-month period for interim reports and within three months following the project's end date for final reports. Your project's specific reporting deadlines are included in your award letter. If you have questions about report dates or requirements, contact hiddencollections@clir.org.

Note: CLIR accepts reports ONLY through the webform.
Award reference number ■
This number appears in your original award letter. For grants awarded in 2008, 2009, and 2012, the award reference number is found at the top of the letter, with the prefix "CON-" followed by a three-digit number. For grants awarded in 2010 and 2011, the reference is found at the end of the letter under the signature block and is tagged with the label "Ref:" followed by an eight-digit number.

INSERT YOUR NUMBER HERE
Project title ■
INSERT YOUR TITLE HERE
Lead institution/organization ■
INSERT YOUR LEAD ORGANIZATION HERE
Project P.I.(s) ■
Enter the name(s) and title(s) of the project's current Principal Investigator (P.I.) or Investigators. If an original P.I. has left the project during this reporting period and a replacement P.I. has been approved by CLIR, reference this approval in the Project Personnel section below.

INSERT YOUR PRINCIPAL INVESTIGATOR(S)’ NAME(S) AND TITLE(S) HERE
Contact name and title ■
Provide the name and title of the person CLIR should contact with questions regarding this report.

INSERT CONTACT NAME AND TITLE HERE
Contact e-mail address ■
Provide the e-mail address for the person CLIR should contact with any questions regarding this report. This person will also receive a copy of this report, including all files uploaded, following submission.

INSERT CONTACT EMAIL ADDRESS HERE
Quantitative Section
Original Project Target

Enter the quantity of materials you proposed to catalog and/or process in your original proposal. Use the numbers and units of measurement that best represent your project as a whole.

Number ■
INSERT NUMBER HERE
Unit of Measurement ■
Select one.

linear feet

cubic feet

boxes

items
Material type ■
Select the one that best represents the majority of the materials in the project collection(s) overall. If you select "mixed or other materials," specify which types in the comments box, below.

book and/or serial titles 

manuscripts 

personal papers 

organizational records 

maps 

ephemera 

architectural drawings 

photographs 

audio recordings 

audiovisual recordings 

musical scores 

artworks 

artifacts 

mixed or other materials (specified below) 

Comments
If you selected "mixed or other materials," specify what you mean, or provide any additional information necessary to make your original cataloging and/or processing target(s) clear.

INSERT COMMENTS HERE (OPTIONAL)
Progress Toward Target
For the following two sections enter the amounts and kinds of materials that have been fully cataloged and/or processed. Use the numbers and units of measurement that best represent the progress you have made during the specified period.

Progress During Reporting Period

If this is your first report, this will be the same as your progress to date, below.

Number ■
INSERT NUMBER HERE
Unit of Measurement ■
Select one.

linear feet

cubic feet

boxes

items
Material type ■
Select the one that best represents the majority of the materials you have described during the reporting period. If you select "mixed or other materials," specify which types in the comments box, below.
book and/or serial titles 

manuscripts 

personal papers 

organizational records 

maps 

ephemera 

architectural drawings 

photographs 

audio recordings 

audiovisual recordings 

musical scores 

artworks 

artifacts 

mixed or other materials (specified below) 

Comments
If you selected "mixed or other materials," specify what you mean, or provide additional information necessary to describe your progress during this reporting period.

INSERT COMMENTS HERE (OPTIONAL)
Progress to Date

If this is your first report, this will be the same as your progress during the reporting period, above.

Number ■
INSERT NUMBER HERE
Unit of Measurement ■
Select one.

linear feet

cubic feet

boxes

items
Material type ■
Select the one that best represents the majority of the materials in the collection(s) you have described from the beginning of the project until now. If you select "mixed or other materials," specify which types in the comments box, below.
book and/or serial titles 

manuscripts 

personal papers 

organizational records 

maps 

ephemera 

architectural drawings 

photographs 

audio recordings 

audiovisual recordings 

musical scores 

artworks 

artifacts 

mixed or other materials (specified below) 

Comments
If you selected "mixed or other materials," specify what you mean, or provide additional information necessary to describe your progress to date.

INSERT COMMENTS HERE (OPTIONAL)
Other Progress

Outcomes other than cataloging or processing
If any of the following has occurred *as a direct result of your project,* check the relevant box. You may check multiple boxes. Select only those items that have already happened, not those items that are planned but have not yet happened.

· new professional hire at participating institution(s)
· new paraprofessional hire at participating institution(s)
· hiring and training new student workers
· new cataloging/processing standards or procedures for participating institution(s)
· new training methods or materials for participating institution(s)
· new method for project management (i.e. tracking productivity, facilitating communications, keeping metrics, etc.)
· new blog
· new website
· new guide for researchers
· new use of social media for participating institution(s)
· new course at an academic institution
· new assignment for a course at an academic institution
· new exhibit (online or in person)
· presentation at a professional (library, archive, museum, or information technology) conference
· presentation at an academic (i.e. subject-themed) conference
· news article about the project for an outlet based at my institution
· news article about the project for an external outlet
· new conference, symposium, or workshop related to the project
· new grant application(s)
· new publication arising from research using the project collection(s) (such as a book or book chapter, peer-reviewed journal article, magazine essay)
· new digitization project involving project collection(s)
· other outcome or outcomes (specified below)
Comments
If you checked "other outcome or outcomes," briefly describe what you mean. Consider only outcomes that have already occurred and do not include the cataloging and processing work you have reported above.

INSERT COMMENTS HERE (OPTIONAL)
Narrative Section
Goals and objectives ■
Briefly describe project goals or objectives *not* summarized in the quantitative section, above. Explain any changes or additions to your original goals or objectives, focusing on changes or additions made during the reporting period.

INSERT GOALS AND OBJECTIVES HERE
Outcomes and deliverables ■
Describe anticipated outcomes, deliverables, and benefits of the project *other than* the cataloging and processing output recorded in the quantitative section, above. Address outcomes and benefits for your institution, for library/archive/museum professionals, for scholars, for students, and for the general public. Note especially any outcomes, deliverables, or benefits that have arisen unexpectedly during the reporting period.

DESCRIBE ANTICIPATED OUTCOMES AND DELIVERABLES HERE
Other accomplishments or promising developments
Describe any other accomplishments *not* mentioned above. For example, you might describe improvements in cataloging or processing rates or other project metrics, training you have completed or provided to others, new discoveries about or uses for your project collections, or new collaborative partnerships developed during the course of the reporting period.

DESCRIBE OTHER ACCOMPLISHMENTS/DEVELOPMENTS HERE
Challenges ■
Discuss any challenges or setbacks you have experienced since the last reporting period, whether expected or unexpected. What strategies have proven successful in addressing these challenges? If your project has gone relatively smoothly, what tools, strategies, practices or people have been responsible for this success?

DISCUSS CHALLENGES HERE
Project personnel ■
List the individuals who have made significant contributions to the project and briefly describe the role that each has played during the reporting period. Have there been any board membership, management or project staffing changes during this period? If so, also describe those changes, noting whether any of these changes have had or will have an impact on the project.

LIST PERSONNEL AND NOTE ANY CHANGES HERE
Presentations and publications ■
Provide citations and/or URLs for any publicly accessible project-related conference presentations, exhibits, course materials, publications, blog posts, websites, news articles, or other public outcomes not previously reported. For items that are not publicly accessible or events that were not recorded, you may upload copies of flyers, slides, web page screen shots, etc., below.

LIST CITATIONS/URLS HERE
Additional documentation
Upload copies of any important project-related publications or documentation (e.g. photographs, slides, flyers, etc.) that are not publicly accessible. In particular, CLIR would welcome any processing manuals, worksheets, or training materials you have produced that you are willing to share with others. All documents should be combined into one file in PDF format prior to upload.

The maximum file size for this attachment is 6 megabytes; if your combined documentation exceeds this size, contact hiddencollections@clir.org in order to arrange to send your materials separately.
PREPARE ADDITIONAL DOCUMENTATION, IF APPLICABLE
Future plans ■
Describe your plans for the remainder of the project, as well as any related activities you hope to undertake once the project has concluded.

DESCRIBE FUTURE PLANS HERE
Financial narrative ■
Comment on actual grant expenditures during the reporting period as they relate to the proposed budget. You must address each budget category and include a detailed explanation of any variance of 10% or more between projected and actual spending.

DISCUSS EXPENDITURES HERE
Financial Report ■
Financial reports must be submitted using CLIR's financial reporting template.

The maximum file size for this attachment is 1.5 megabytes.
Financial reports must include the following elements:

1. The original signature of an institutional financial officer and date of the signature;

2. The amount of accrued interest income;

3. The original amount of the award;

4. A column showing the same categories that appeared in the approved proposal budget;

5. A column showing the expected budget for the reporting period;

6. An accounting of expenditures during the reporting period of both the grant funds and interest earned;

7. A column showing the variance between the budgeted and actual expenses during the reporting period;

8. A column showing the expected budget for the overall project;

9. An accounting of expenditures during the overall project of both the grant funds and interest earned.

PREPARE FINANCIAL REPORT AS INSTRUCTED
[For Final Reports Only]

Complete this section only if this is your final project report.

Final project assessment
In a few paragraphs, give an overall assessment of your project, including whether it has met or exceeded original expectations, what have been the most significant outcomes and challenges, and what have been the most valuable lessons learned. In what ways (if any) has this project changed your institution's (or institutions') practices related to cataloging, processing, researcher support, or outreach to the users of your collections?

INSERT ASSESSMENT HERE, IF APPLICABLE
