Questions to answer and ideas to consider:

The following is a general overview and does not encompass all of the services from varying organizations involved in this grant. As always, if there are specific questions or need to adapt it to your program: consult a nonprofit peer, consult someone with a business perspective, and if still having difficulty, consult the OFBCI GWIN-SF MicroGrant coordinator, Derek Trovillion.

Keep in mind:
Reports should be “client-centric” and provide quantitative information (data) for all who are served and qualitative data giving a narrative for any cases you can – especially the clients you can tell a story about regarding their situation as they transition “from needs to know-how.” Client Data Forms / online submission is step one and the rest of this is very necessary for follow through and context.

With the perspective of evaluating from day 1 until the end of the first month of programming:
What are the needs of your clients?
Identify ways to measure your organizations processes relevant to carrying out the proposed program.
Consider context regarding your organizations Strengths, Weaknesses, and Opportunities in providing to clients.
How can you best meet the needs of your clients given your organization’s strengths?
What role are your collaborative partners playing when carrying out this project?
Where are clients coming from? – referral program? Where from?
What are the duties of the staff?
If providing childcare, how can we be more involved in helping families establish self-sufficiency?
If providing childcare, how can we encourage parents (especially a positive father figure) to be involved?
If providing childcare, how can we beat the summer/out of school learning gap and do more than just occupy the kids and record the minimal data from parents?
(there will probably be others as well…)

Report about any relevant and necessary capacity-building:
- Payroll adjustments made to accommodate this new program
- Testing topics, Q’s for clients to measure their learning
- Evaluation methods to predict or overcome challenges
- Job descriptions and deliverable services of those involved in direct client assistance (ex: Caseworker Jenna Smith meets with clients for 2 hours on Wednesday evenings of our program, has found work based on referrals for 8/10 (80%) of our new clients
- Can you keep track of applications
- Employee Handbooks
           



Themes to plan and record as the program begins and continues:

Money: What have you spent money on? Save receipts, make invoices, record where expenses go and to whom they benefit, demonstrate direct impact upon client’s employment and personal, sustainable economics, break down the amount spent on average per unit of whatever it was spent on (including per person), etc…

- Invoices
- Receipts
- Wages – explaining how you determine them
Stick to your proposed budget items so program expenses and reimbursements may go smoothly.


Ex: $10,000 (Grant Amount) / 10 (clients at start of project) = $1,000 / person
How much does the average job trainee / employee cost to get started? 

Now a $10,000 grant / 20 clients = $500.00 / person.

This is a great example on how results matter. $500.00 cost to train 1 person is impressive. (of course, this doesn’t take into account any extra expenses or in-kind assistance, but still a great number)


Measurement: Dollars expended per client? Raw numbers of people involved with structure of project? Percentages of time spent on each area in the curriculum? Materials recycled or reused?

- Time – hours, days – agendas, break down into categories
- Results
- Data
- Surveys
- Evaluations
- Questionnaires
- Dollar Amounts


Management: Those serving in an official capacity for the organization – overseeing instructors, staff, consultants, etc. Administrative roles in this, particularly if grant funds some of these costs since it is often difficult to substantiate the importance of indirect roles, whereas hands-on roles may be broken down by measurements directly relating to time with clients.
How is this being done: on-site activity, classroom activity, etc? 

Manpower: The people involved such as clients, volunteers, or others participating outside of a paid staff position.
Are there distinctions among professionals involved with organization’s program? What about progression of clients to new roles (maybe they are now volunteers). Maybe children in a care program are given small responsibilities or assignments to help further the program? 

Materials: Account for tangible items required for the curriculum – tools, equipment, handbooks, informational sources, supplies, etc

Extras: Photos, Narratives

Timeline:
This can be both retrospectively and in a manner of prediction (please note when predicting or forecasting as opposed to data or events that have already occurred). Dates below are just a suggestion of when and how long. It is not necessary to do exactly what is below, but an easily readable structure / outline will be beneficial.

Week 1 starting on May 18?:

Benchmark: Ex: Identify four clients and secure them for program

Week 2 - starting on May 25:

Benchmark: Ex: Begin payments to increased staff time, record activity / results / measurements DAILY 

Week 3 - starting on June 1:

Benchmark: Ex: Begin payments to increased staff time, record activity / results / measurements DAILY

Week 4 – starting on June 8:

Benchmark: ???

Benchmark: Ex: Continue stipend payments. Identify three challenges & three strengths of program each day.

Week 5 – starting on June 15:

Benchmark: Track costs per client and time spent on program during the week. 

Week 6 – starting on June 22:    etc….
Benchmark: etc…
