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1 <Executive summary>

1.1 Summary of key issues, results, conclusions, most significant recommendations, and general plan for the future of the project or programme of work. 

2 <Background>

2.1 Context for why the project was required.

2.2 Baseline measurements/data of the target group.

2.3 Benchmarks of similar projects or programmes of work (if any available).

3 <The project>

3.1 Aims, objectives and target outcomes.

3.2 Activities of the project.

4 <Evaluation and research methodology>

4.1 Methods used to collect research data for monitoring and evaluating the success of the project (referring to evaluation plan)
5 <Summary of results>

5.1 Summary of outputs (the finished products resulting from your activity – number of participants in an event, number of events delivered, number of leaflets distributed etc)
5.2 Summary of outcomes and impacts (the tangible results or the effects of your work on your target audience – for example, percentage of participants who registered to vote at the end of the session, improved canvass return rate).  These are by definition more difficult to measure.  
5.3 Summary of publicity received for the organisation (if applicable).

6 <Expenditures & resources>

6.1 Actual expenditure figures compared to budgeted figures with explanations for any variances.

6.2 Project management review and assessment.

7 <Conclusions>

7.1 Overall assessment of outcomes achieved compared to the original plan.

7.2 Unforeseen benefits or drawbacks resulting from the project.

7.3 Overall impact.

8 <Recommendations>

8.1 Lessons learned.

8.2 Good practice.

8.3 Recommendations for future projects.

9 <Future vision>

9.1 Continuity planning.

9.2 Future monitoring.
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