
[image: image1]

[image: image1]
	APPLICANT’s NAME
	

	EDISON ID
	

	AGENCY NAME
	

	PROJECT NAME
	State the name of the project.

	PROJECT PURPOSE/GOAL AND OVERVIEW
	Provide a one (1) paragraph “Executive Summary” that clearly states:

1. A brief overview of the project.

2. Describe what goal(s) the project were. Restate the original purpose of this project.

3. Summarize whether that goal and purpose was achieved. If yes, give global summary of results and outcomes. If no, provide global summary of the barriers encountered and lesson learned.
4. If this is a project designed to impact an aspect of state government, clearly summarize how the project is related to one or more of the Governor’s Priorities and degree of success the project achieved in impacting this particular area of state government.

	PROJECT SPONSOR - NAMES

	List the names of all individuals who were supporters of the project. Make sure to highlight any unexpected developments in this area and any lessons learned. 

	STAKEHOLDERS/TARGET AUDIENCE

	Describe the target audience/stakeholders that the project had an impact on. If there was any change in the original target audience highlight that, and explain the shift from the approve LOI to the Summary Report.

	COLLABORATORS
	Summarize the agencies, people or groups that you worked with in order to successfully complete this project, describe their role, and summarize any lessons learned about developing collaborative relationships. For example, what worked and what didn’t work in developing these relationships? What future strategies can you recommend to others?

	IMPACT OF PROJECT AND KEY PROJECT DELIVERABLES
	Describe the impact the successful implementation of this project had on the above described Stakeholder/Target Audience.

Explain how the project “Payed It Forward” by answering the following questions:

1. Summarizing the problem the project solved or addressed.

2. If applicable, describing the state government business practice/process the project improved and how.
3. If applicable, describing the community concern, service or practice the project improved and how.

4. Summarize the end product or result of the project.
5. Summarize the Key Project Deliverables. Where they achieved as outlined in the LOI? If not, please highlight any changes and summarize what led to the change. Describe any barriers encountered. Summarize any lesson learned.

	PROJECT APPROACH/WORKPLAN FOR PROJECT

	Key point for this section of the report – The purpose of this section is to answer the question, “Did you follow your work plan as outlined in your LOI?” If not, please highlight the changes and explain why the changes occurred, barriers encountered, and lesson learned.

Summarize the high-level objectives accomplished by the project. Be sure to highlight any changes from what was proposed in the LOI to what is being reported in the Final Summary Report.
For each objective listed, please provide the following summary information:

1. Activities that were undertaken to accomplish the objective.
2. If applicable, the results of any data that was collected in order to track progress on and evaluate the success of the Objective.
3. Timeline - if there was any significant variation from the LOI timeline please highlight the change and summarize why it occurred. 
4. Summarize the deliverables/products that came from the activities and/or each objective. These were the interim deliverables that lead to the Key Project Deliverable(s) described above. Where they accomplished? Where there any changes? If yes, highlight the changes and describe why the changes occurred. 

	SUSTAINABILITY PLAN
	Summarize how the Sustainability Plan has been implemented, any changes to the plan from what was submitted in the LOI, and how what you accomplished will be continued if you are no longer involved.

	EVALUATION PLAN

	Describe the results of the activities outlined in your LOI designed to track and evaluate progress and performance.

Describe what data was collected to determine if the project goal(s) were being successfully achieved. Describe the data that shows successful completion of the project.
Explain how the data was collected, analyzed , and used to track progress and completion of the project.
Items to consider:
1. Summarize any data that you collected to track things like trainings, letters written, web site hits, meetings, etc. 

2. Summarize any evaluative data you collected that captures the changes your project made in a person’s knowledge or skills, or attitudes, or an increase in production or service. For example, if a leadership training was developed and piloted, provide evaluation data from the people who participated in the pilot training.

	PROJECT LEADER AND ROLE(S)
	As the project leader summarize your major roles and responsibilities.

	COMMUNICATIONS PLAN
	Summarize the communication strategies used and their effectiveness.

	SUBMIT SUMMARY REPORT TO THE LEADERSHIP EMAIL INBOX
	The address is - Leadership.Council@tn.gov 


PAY IT FORWARD PROJECT FINAL SUMMARY REPORT
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