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Filling out Narrative Report and Guidelines
Scholars and Fellows submit an Interim narrative report every 6 months during their award term and a Final Narrative report at the end of the 2 year grant term.  As mentioned in the program policies, continued disbursement of funds is dependent on fulfilling all obligations, including submission of complete narrative and financial reports. The following information will guide you through the process.  Please contact us if you need further information.
1.  Are we required to use BAGNC Report Forms?
Yes.  We read every report therefore a uniform format allows us to systematically capture useful information.  Please use the attached check list to be certain all necessary documents are included in your report.
2.  When are narrative reports due?

· Interim narrative reports are due every 6 months and cover only the past 6 months of activity.  They are due on the anniversary of your award’s official start date. Example:  If your award started July 1, 2009, your first narrative report is due January 1, 2010, then again July 1, 2010 and January 1, 2011.
· Final narrative reports are due 30 days after the end of your award and cover the entire 2 year award term.  Following the example under interim narrative reports, the final report for someone beginning July 1, 2009 would be due July 31, 2011.  
3.  What should I include in the report?

We want to hear about your experience in meeting your stated goals including: activities undertaken to achieve your stated goals; presentations, lectures, posters, symposium; additional grants or scholarships you have received; meetings with experts or consultants in your field of research; as well as any challenges you encounter and how are you managing them.

4.  Are original signatures really needed?

Yes.  We are following guidelines set forth by program funders.  To meet the deadline, you are more than welcome to submit reports via email as long as the original, signed documents follow in the mail.  In fact, if you have a question as to whether the report is completed correctly, you may also email or fax prior to the deadline.

5.  To whom should the reports be submitted?

Please submit an electronic copy to Penny Roberts, Program Manager:  Penny_Roberts@aannet.org 
Send signed, original to:

ATTN:  Patricia Archbold, DNSc, RN, FAAN
American Academy of Nursing (AAN) BAGNC Coordinating Center

1000 Vermont Ave., N.W. Suite 910

Washington, DC 20005
Narrative Report Check List
The following documents are required elements for every Narrative Report*
(
The Summary Sheet is a one page brief on the prior six months’ work, activities, accomplishments, problems and plans for the upcoming six months. Both you and your mentor sign this sheet.  This form is available in Word format on the program’s website: www.geriatricnursing.org/scholars-fellows/guidelines_forms.asp
When sending electronic file please use the following naming convention for this document: Last name_narrative summary_date 
(
The Detailed Narrative section provides detailed accounting of these items identified in the summary sheet.  Include details on how you and your mentor worked together and how you addressed any problems encountered during the reporting period.  Limit this section to 5 pages, double spaced 12 point Arial font. 
When sending electronic file please use the following naming convention for this document: Last name_narrative detail_date 

(
The Mentor Letter provides constructive analysis of the scholar/fellow’s progress and plans for the next reporting period.
*Fellow’s Final Narrative Report:
(
Update CV; Fellows will include an update CV with their Final Narrative Report
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