CICEET Final Report FAQ and Guide

CICEET’s mission is to get useful technologies developed and into the hands of intended users to address coastal management problems.  We define technology as the results of a CICEET project including hardware, software, methods, protocols and/or knowledge that can be utilized to assist coastal managers. Please read through the following FAQ and guide and contact us if you have questions (contact info listed under “Who should I contact if I have a question?”).

Why do we ask for a final report?
Your final report provides information we use to evaluate the results of the project. Final reports also provide information useful for evaluating the effectiveness of our RFPs and our program. 

Coastal resource managers can read your report to determine whether the technology you developed can help them address a problem they face or add value to their work.    

Please note: We will post your report on our website unless you mark the top of the title page “confidential” in 14-point, red font. If you are filing for a patent, disclosure issues may be a factor in determining whether your report should remain confidential.  If you have questions about this please contact your institution’s Office of Technology Transfer or Intellectual Property.

Who should I contact if I have a question?

Please direct questions to Cindy Tufts: 603.862.3676/ cindy.tufts@unh.edu
When is it due and what will happen if I miss the deadline?

Final reports are due 90 days after the completion date of your project. 

If your report is late or incomplete, we will withhold payment of project invoices.  In addition, failure to submit completed reports on time will reflect poorly on proposals you submit to CICEET in the future. 

What do I have to submit?
1) One unbound hard copy using the format described below.  

2) One electronic copy identical to the hard copy saved as a PDF file. 

3) Three copies (preferably in electronic format) of any project deliverable (CD, manual, curriculum, protocol etc.)

How do I submit the final report?

Please mail the hard copy to:

Cindy Tufts

CICEET

Gregg Hall, Room 130

35 Colovos Rd.

Durham, NH  03824

Please e-mail the PDF of your report as an attachment to:

cindy.tufts@unh.edu
How should I format the report?

Please format your report as follows:

Font:  # 12 Times 

Spacing:  Single 

Margins: 1” all around. If you use color images, please submit a color copy.

All individual tables, maps, charts, and images must be sized to fit on an 8.5” x 11” page.
Title page 

You must use the format and layout provided by CICEET.   Include the NOAA grant number that funded your project on the title page.  If you do not have the number, please call or e-mail Cindy Tufts (603.862.3676/cindy.tufts@unh.edu).

What is the page limit?

The entire report should not exceed 28 pages, plus Literature Cited and appendices. There are individual page limits for the Expanded Executive Summary and Key Findings, and Abstract. If you need more space for data and results please include them in an appendix.
What information must be included in the final report?

Please use the following table of contents (descriptions for each heading follow). 

1. Expanded Executive Summary and Key Findings (three page limit)

2. Project Development

· Abstract (one page limit)

· Introduction

· Objectives

· Methods

· Results Discussion

3. State of the technology

· Demonstration

· Application

4. Next Steps

5. Literature Cited

1. EXPANDED EXECUTIVE SUMMARY AND KEY FINDINGS (three page limit)

Please be brief and concise in addressing the following questions. 

· What is the coastal resource issue the project sought to address?

· Describe the technology. 

· How does it address the problem?

· What is the geographic reach of the technology?

·  Is it transferable to other locations?

· How is it an improvement over existing technologies?

· What is the current stage of development (bench, lab, field, prototype)? 

· Describe any technical and/or non-technical barriers to application.

· Describe/ name the intended users of the technology (both those who were involved in the project and those you expect to use the tool outside the project)? 

Key Findings

The purpose of this section is to directly compare your technology or approach to existing methods. Please format in a bulleted list as follows.

Compare the performance of the technology or approach to existing methods in terms of the following:

· Applicability to a priority coastal issue

· Cost

· Maintenance requirements 

· Accuracy 

· Speed 

· Ease of use

· User capacity requirements (supplies, skills, hardware)

2. PROJECT DEVELOPMENT

Abstract: (one page limit) Summarize the project. Include a problem statement, project rationale, objectives, methods and results.  Include a brief statement on the management implications of the project results. 

Introduction: Describe the problem or management issue addressed by the project. Why is a new approach or additional information needed?

Objectives: State the overall goal of the project and the specific objectives related to that goal.

Methods: Briefly describe the technical and non-technical methods used to achieve project outcomes.

· Technical methods: Please describe the methods used to develop the technology or approach.

· Evaluation methods: Please describe methods used to evaluate success of the project. 

· Collaboration methods: Please describe methods for collaboration within the team and with stakeholders/intended users outside the team.

· Knowledge dissemination methods: Please describe methods for disseminating knowledge about the project to stakeholders. Please describe the target audiences you sought to reach and the deliverables resulting form the project.  Please include links to deliverables if applicable

Results discussion: Summarize the project results. Relate the results to the goals and objectives and clearly identify the deliverables. Use text, tables and/or figures to present project results. How do the results compare to existing methods/technologies currently used to address the management issue or problem? Discuss the effectiveness of the methods described above for the technical, collaborative, evaluative and knowledge dissemination aspects of the project. If applicable, how did collaboration with stakeholders/intended users shape the project?

3. STATE OF THE TECHNOLOGY


Identify and describe the state of the technology at the end of the project (lab, bench, field scale etc).  If applicable please describe any patents, copyrights, licensing agreements or partnerships resulting from the project.

Demonstration: Has the technology undergone demonstration (technology is utilized and evaluated in the field without any attempt to alter or control real world conditions)? Please describe demonstration event(s).  If the technology is at the demonstration stage but has not yet undergone demonstration, please describe conditions under which demonstration could occur.

Application: If applicable, please describe the application of the technology by intended (or unintended) users.  How did they learn about the technology? Please describe your role in the application. Please identify the individual(s) and/or groups of users involved (coastal managers, scientists, the public, etc.), including contact information. Describe the circumstances of your interaction with them.

4. NEXT STEPS

Please briefly describe next steps for the application of this technology.   Will you and your team pursue these steps?  If so, how?

5. LITERATURE CITED  

Use standard format, for example:

Ford, S.E. and H.H. Haskin.  1982.  History and epizootiology of Haplosporidium nelsoni (MSX), and oyster pathogen in Delaware Bay, 1957-1980.  Journal of Invertebrate Pathology 40: 118-141.  
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