   Learning and Teaching Grants   
Report Pro Forma

Please use the following outline when preparing interim reports for funded UniSA L&T grant projects. 
UniSA interim reports should be kept brief – two pages maximum.

Final project reports may also be guided by this pro forma. A final report should be approximately 4 -6 pages in length, and include a complete summary of the project, its aims, implementation, outcomes and achievements.
1. State the name(s) of the project team leader(s) and Employee ID number(s)

2. State (a) the title of the project, (b) anticipated completion date,  (c) total amount of grant, and (d) amount of funds still to be allocated to project.

3. In one sentence, summarise the original anticipated outcomes. Note if there has been any alteration to the anticipated outcomes as a result of the project implementation (see #5 below).

4. Outline the principal accomplishments to date. What is/are the milestone(s) just completed. How have they been achieved and the grant funding received acquitted.

5.  If circumstances have changed re the project implementation, state them, and briefly identify the problems encountered and the measures taken to overcome same.
6. List any highlights, or challenging and surprising aspects of the project. Note if there have been any unexpected outcomes to date.

7. Summarise engaged dissemination activities undertaken thus far.

8. If applicable, conclude by requesting the release of funds (state amount as budgeted in the grant application) for the next stage of the project.
Reports should be sent as an email attachment in the first instance to: Teaching.awards.grants@unisa.edu.au  
