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Museum Interpretation Workshops

PROJECT FINAL REPORT FORM

	Museum Name:
	

	Mailing Address:
	

	Phone:
	
	Web/Email:
	


	Project Title:
	


Completion of this Project Report fulfils your organization’s commitment to provide visual and written documentation of the project process and final outcome, including the cost of time, facilities, and other resources contributed by museum staff, volunteers, and/or other partners. This Project Report is also an important document for your organization’s own records, and will be useful documentation for your planning or fundraising for similar projects in the future.

INSTRUCTIONS

To this completed and signed cover sheet, please attach the following materials:

· Completed summary of project time and materials. If you haven’t done so in some other way, use the attached logs to record your staff/volunteer time, and services/materials purchased or donated for the project.

· Exhibit Documentation: copy of your final Exhibit Planning Worksheet with attachments such as layout plan, final exhibit labels, educational self-guide, and any materials you may have produced for related public or education programs. If you have revised these since the site visit, please send final versions.

· Photos of your exhibit (“before and after” and during exhibit installation), as well as visitors or tours.

· Evaluation materials, including audience surveys or other project feedback, etc.  

· A separate narrative (at least one page) answering these questions to document your project and experience:

· Give a short summary of your exhibit project (Big Idea? Objects?)
· What are the project’s stated goals and objectives? Were they reached? If not, why not? 

· What successes and challenges did you have while carrying out the project? 

· Identify any differences in the way you put this exhibit together than others you have done. 

· Has your project helped you develop relationships or partnerships within your community or in the state?
· How have the materials and equipment provided by the workshop program been used?

· Do you have any next steps for this project? For example, will you revise it based on feedback? Will you plan related public or educational programs? Train other staff?

· Describe any long-term benefits from participating in the workshops and/or doing your project.

· In what ways would you change the workshops or how might the teaching team have better helped you?

This report is due by August 1, 2024.  When completed, make a copy for your records before submitting to: 
Megan van Frank, Utah Humanities, at vanfrank@utahhumanities.org 

I certify that the attached information comprising our final Project Report is true and correct:

	Name:
	
	Title:
	

	Signature:
	
	Date:
	


SUMMARY OF MUSEUM INTERPRETATION WORKSHOPS

PROJECT TIME & MATERIALS
	Museum NAME:
	

	MAILING Address:
	

	Phone:
	
	EMAIL:
	

	PROJECT TITLE:
	


MUSEUM STAFF / VOLUNTEER HOURS

please attach copies of log if relevant

	Total number of hours by staff/volunteers:
	
	Value:
	$



SERVICES & MATERIALS PURCHASED
please attach copies of log if relevant

	Total value of purchased services & materials:
	
	Value:
	$


SERVICES & MATERIALS DONATED

please attach copies of log if relevant
	Total value of donated services & materials:
	
	Value:
	$


	TOTAL COST OF PROJECT
	$


If relevant, please attach: 

· Museum Staff & Volunteer Hour Log

· Purchased Services & Materials Log

· Donated Services & Materials Log

MUSEUM FIELD SERVICES PROJECT – LOG OF MUSEUM STAFF & VOLUNTEER HOURS

	MUSEUM NAME:
	
	PROJECT TITLE:
	


	Date
	Staff / Volunteer Name
	# of Hours
	Hourly rate 
(professional rate or volunteer rate $30/hour) 
	Value $
(hours x rate)
	Project Activity

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	Total Hours:
	
	Total Value $
	
	


MUSEUM FIELD SERVICES PROJECT – LOG OF PURCHASED SERVICES & MATERIALS

	MUSEUM NAME:
	
	PROJECT TITLE:
	


	Date
	Vendor
	Service or Material Purchased
	Use in Project
	Value $

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	Total Value $
	


MUSEUM FIELD SERVICES PROJECT – LOG OF DONATED SERVICES & MATERIALS

	MUSEUM NAME:
	
	PROJECT TITLE:
	


	Date
	Donor
	Service or Material Donated
	Use in Project
	Value $

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	Total Value $
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