UTRC Project Closeout Procedures

Draft March 6, 2008
	
	Steps by Principal Investigator
	Steps by UTRC Staff

	1.
	Send draft report to project sponsor for review and approval
	

	2.
	Once approved, add final touches to report: USDOT 1700 form, disclaimer, acknowledgements, executive summary, etc., and send completed deliverable in editable format to UTRC for review.
	Review document for format and completeness; if a UTRC-sponsored project, also send out for peer review.  UTRC will prepare the cover page for submission to USDOT and national libraries.

	3.
	Projects for NJDOT: create a Tech Brief according to NJDOT specifications and complete an Implementation Follow-Up Survey.
	

	4.
	Draft 500-word UTRC Research Brief (with key findings and project images if any).  
	Edit and format research brief and post to UTRC website.

	5.
	
	Update UTRC website: mark project as completed, upload final deliverables, rewrite project description based on Research Brief and/or Executive Summary

	6.
	Prepare list of agency staff who should receive notifications/hard copies of final report.
	Print hard copies; mail to required libraries and agency contacts, plus additional contacts suggested by the P.I.

	7. 
	
	Update Research In Progress database

	8.
	Send final invoices to UTRC
	Review and forward invoices to RF-CUNY

	9.
	
	Send announcement to TRB E-Newsletter

	10.
	
	If appropriate, work with university public relations staff to prepare press release

	11.
	
	Adapt Research Brief into article for UTRC Research News


