City of Charlottesville and County of Albemarle

Instructions for Completion of Progress Report

Effective with the FY10 funding application process, the City of Charlottesville and Albemarle County have changed the process for applications.  Programs which receive more than $10,000 annually from either locality and have been rated Solid or Exemplary for at least the last two consecutive years may elect to submit a full application every two years if they are not requesting more than a cost of living adjustment.   Programs which receive less than $10,000 annually from both localities and have been rated Solid or Exemplary for at least the last two consecutive years may elect to submit a full application every four years if they are not requesting more than a cost of living adjustment.   Programs selecting a multi-year option will be required to submit a progress report during the year(s) an application is not required.  During the transition period, programs selecting this option will be assigned to submit a full application for either FY11 or FY12.  Simply because an agency requests a specified amount as a “cost of living adjustment” that does not guarantee that the agency will be awarded that amount – the City and County will determine what will be the cost of living adjustment.  The United Way-Thomas Jefferson Area will continue to require an annual application

Progress Reports for City of Charlottesville and/or County of Albemarle are due Tuesday, October 13, 2009 at 4:00 p.m.  Only programs that have been notified by the Charlottesville/Albemarle Commission on Children and Families of their eligibility to submit a Progress Report rather than a full application may submit a Progress Report.  Four copies of the City/County funding renewal progress reports should be submitted to:

The Charlottesville/Albemarle Commission on Children and Families

Suite C

Albemarle County Office Building- Fifth Street

1600 Fifth Street, Extended

Charlottesville, Virginia  22902

Telephone:  434-872-4545

The Progress Report consists of three parts:

1. Progress Report Cover Sheet

2. Program Outcome Measures

3. Abbreviated Budget Form

1. The Cover Sheet requests basic information about the agency and asks for information about any signifigant programatic,  organizational, or fiscal changes for the program(s) for which renewal funding is being requested.  This form should be signed by the Agency Director and the Volunteer Chair.

2. The Program Outcome Measures Forms are required: 
Report the projected and actual number of anticipated* beneficiaries for FY10.  Complete for each projected outcome.  There are two separate spreadsheets, one to report on discontinued outcome measures and one to report ongoing or new outcome measures.  Do not include discontinued and new/ongoing outcomes on the same spreadsheet.*
· All outcomes selected must be included in the logic model.  Language used in the outcome measurement section to identify outcomes should be identical to language in the logic model.*

· Provide a maximum of 5 Outcomes with 3 Indicators each, and a minimum of 2 Outcomes with 1 Indicator each.

· In the section labeled “Outcome”, note the outcome projected for FY10 from your FY10 application.

· In the section labeled “Indicators”:

· In the first column, list the FY10 projected indicators as presented in your FY10 application.

· In the second column, list the FY08 projected outcomes from your FY10 application.

· In the third column, list the FY08 actual results (showing numbers and percentages of beneficiaries).

· In the fourth column, list the FY09 projected outcomes from your FY10 application.

· In the fifth column, list the FY09 actual results (showing numbers and percentages of beneficiaries).

· In the sixth column, list the FY10 projected outcomes from your FY10 application.

· In the seventh column, list any changes in the FY10 projected outcomes.

· In the eighth column, list the FY11 projected outcomes.

· All indicators should be reported as both a number (#) and percentage (%) of beneficiaries.*

· Please note that the Outcomes and Indicators have been numbered for ease in referencing.  You do not have to use all five Outcome spaces or all three Indicator spaces – you may delete any spaces you are not using, or add more as necessary (i.e., in the discontinued outcomes section).

· In the section labeled “Comments”, you may provide information about changes in projected outcomes, mitigating circumstances, or other data that may be helpful to the review team.  This cell will expand to accommodate longer comments.*  If there are no comments, you may leave this section blank or write “not applicable”.

· If an outcome is discontinued, please provide an explanation in the Comments box.*

· For applicants addressing a priority area, at least one projected outcome and indicator must be directly related to the priority area.  Please clearly note in the Comments section which outcome/indicator is serving this purpose. This outcome may not be in addition to the maximum of 5 Outcomes.

3.  The Abbrevieated Budget Form requests basic information about revenues and expenses for the last two fiscal years and projections for FY10 and FY11.  Do not include capital or reserve fund revenues or expenses in the operating budget.  Capital and reserve revenues and expenses should be recorded in the space provided on the Total Agency Budget sheet.
