EXHIBIT “C”

Instructions for the Final Report
One final report is required to be submitted.  The final report is an annual report that should outline the accomplishments of your program activity during the twelve-month reporting period of 7/1/11 through 6/30/12.  This report is due on July 6, 2012.  The final report should include the following information.

I.
Services
Include description of specific services the agency is providing with Community Development Block Grant funds.

II.
Location
Include location or locations of facilities where services or activities are being provided.

III.
Clientele
Provide brief description of the clientele being served.  (For example, are they homeless, handicapped, elderly, abused, unemployed, etc.?)

IV.
Accomplishments
Outline accomplishments and activities in quantitative form during the reporting period.  (For example, number of meals served, number of families or persons provided housing, number of persons counseled, number of persons provided public information packets, number of participants registered in a particular program, etc.)  This information should correspond with the units of service the agency specified in its Contract – Exhibit “A”.

V.
Expenditures
Provide a summary of expenditures during the reporting period.  List expenses separately by item/category, such as, salaries, (indicate title of staff position), benefits, utilities, travel, supplies, and/or materials, etc.

VI.
Outcome Measures

Provide detailed information as to how this program makes a difference in the lives of the clients served by your agency.  Focus on changes in your clients’ lives rather than on individuals served, units disbursed, etc., and cite specific examples.  Did you meet your short- and long-term goals and how?  What tools did you use to measure these goals?  Please explain outputs and outcomes in relation to your performance targets.  Also, please identify ways the program could be changed to improve service to the community.

