INSTRUCTIONS FOR COMPLETING PROJECT QUARTERLY REPORT

The following information must be completed on the form.  Please check for accuracy.

FIRST PAGE

Grant ID #:  Fill in your pre-assigned number for this project that includes grant identifier (this number will be on the grant award letter).

GRANTEE: The name of the agency/organization this funding was awarded to.

PROJECT NAME: The name of the project as it appears on the grant application.

REPORT NUMBER: What quarter this report is for. (ie. 1st quarter, 2nd quarter, 3rd quarter, 4th quarter)

REPORT PERIOD: Indicate the project dates for this report. (ie. July 1 thru September 30.)

FINAL REPORT: Check yes or no depending on if this is the last report for the project.

REQUEST FOR FUNDS: For the CCPBG only, our office automatically processes a first draw (25%) of the total for you.  Therefore, on your quarterly reports you will request the remaining 75%. Typically, grantees request 25% on the first, second, and third quarterly reports, and request no funds on the forth or final quarterly report.  For the State Formula and JABG programs, grantees typically request 25% of the total for reimbursement on each of the four quarterly reports.

TOTAL AWARD: Enter the total amount awarded this project.

PRIOR FUNDS RECEIVED: Enter the amount of funds received to date.

FUNDS REQUESTED: Enter the amount of funds being requested this report.

FUNDS REMAINING: Take total award and subtract the prior funds received and the funds requested to arrive at the balance forward.

NOTE: On the first page of the quarterly report submit one report for the total grant funding in this category, no matter how many projects are being funded. Then prepare the subsequent pages with the necessary information per project funded.  

SECOND PAGE
GRANTEE: The name of the agency/organization this funding was awarded to.

PROJECT NAME: The name of the project as it appears on the grant application.

REPORT NUMBER: What quarter this report is for. (ie. 1st quarter, 2nd quarter, 3rd quarter, 4th quarter)

REPORT PERIOD: Indicate the project dates for this report. (ie. July 1 thru September 30)

FINAL REPORT: Check yes or no depending on if this is the last report for the year.

PARTICIPANT INFORMATION: Please indicate to the best of your knowledge the number of individual youth in the following categories who received services or participated in activities. To the extent possible, these numbers should be non-duplicative. If you have any questions please call our office.

THIRD PAGE

GRANTEE: The name of the agency/organization this funding was awarded to.

PROJECT NAME: The name of the project as it appears on the grant application.

REPORT NUMBER: What quarter this report is for. (ie. 1st quarter, 2nd quarter, 3rd quarter, 4th quarter)

REPORT PERIOD: Indicate the project dates for this report. (ie. July 1 thru September 30)

FINAL REPORT: Check yes or no depending on if this is the last report for the project.

PROJECT DESCRIPTION:  Describe project in two to five sentences.

PROJECT OBJECTIVE: Please list the measurable objectives as stated in your grant application. If your objectives have changed, please state that here.

PROGRESS/OUTPUTS/OBSTACLES ENCOUNTERED: Please describe your progress in meeting the stated goals and objectives. You should have at least one output for each objective.  As you are aware, objectives are to be measurable. As much as possible, please provide actual statistics.  Is the project on schedule? Identify any obstacles/problems you may have encountered and briefly describe what you did to overcome them.  You may also indicate any technical assistance you believe will help you achieve the project goals and objectives.

OUTCOME MEASURES:  For each measurable objective and outputs that were achieved there should be an outcome.  What happened as the result of meeting the objectives and obtaining the outputs?

ACTIVITIES: Describe activities that have taken place during this reporting period and the number of participants in each activity.  Using the implementation steps from the grant application, are the activities occurring according to plan? To the best of your knowledge, please indicate activity completion date.

PROJECT EVALUATION: Project evaluation will be ongoing during each quarter of the project.  The FINAL PROJECT REPORT EVALUATION will be significantly more detailed.  Give specific information as to the effectiveness, ineffectiveness and/or validity of the project.   This section should be as detailed as possible and should include connection to goals, objectives, outputs, and outcomes of the project.  It will also include; who it works with, why use this methodology, how does it work, why does it work, cost effectiveness, where can it work, etc.?

FOR ASSISTANCE IN COMPLETING THIS REPORT, PLEASE CONTACT THE JUVENILE JUSTICE PROGRAMS OFFICE AT:

775-684-7290
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