Year-End Program Report  2011-14
Agency Name:  [insert name]
Program Name: [insert name]


United Way of Central New York 2011 – 2014 Community Program Fund

Year-End Program Report Form
Due on August 15* 
(if this day falls on a holiday or weekend, due on the next business day).

REPORTS MUST BE SUBMITTED WITH AN ORIGINAL SIGNED COPY OF THIS COVER SHEET

	Period covered:  July 1, [type here] – June 30, [type here]

	Agency Name: 
	 MACROBUTTON NoMacro [type here]

	Program Name: 
	 MACROBUTTON NoMacro [type here]

	Program Contact Person:** 
	 MACROBUTTON NoMacro [type here]

	Contact Telephone: 
	 MACROBUTTON NoMacro [type here]

	Contact E-Mail: 
	 MACROBUTTON NoMacro [type here]

	Alternative names under which the program receives funding:  MACROBUTTON NoMacro [type here]

	Number of program sites:  MACROBUTTON NoMacro [type here]

	Location(s) & Telephone numbers:  MACROBUTTON NoMacro [type here]


*Reports may be submitted electronically to United Way’s Community Impact Division at ciadmin@unitedway-cny.org; however, an original signed cover sheet must be received by the deadline at the United Way offices.  

** United Way will direct communications to the Program Contact identified. The agency bears responsibility for internal dissemination of information.

Please check here to indicate that necessary attachments using Community Program Fund Excel Workbooks (Available from United Way and on its website www.unitedway-cny.org) are included.  
· Output/Outcomes Reporting Worksheet
· Client Characteristics Form

· Program Actual Income Worksheet  (July 1 – June 30)

· Program Actual Expense Worksheet  (July 1 – June 30)

By signing below I affirm that I have reviewed and approved all sections of this report and that, to the best of my knowledge, this report is complete and accurate.

	Executive Director Signature / Date
	
	Board President Signature / Date


Please provide complete responses to the questions below.

	Program Overview


Please include the following attachments

- Output/Outcomes Reporting Worksheet

- Client Characteristics Form

Answers to the following questions should be based on the program logic-model. Please include a revised/updated Logic Model if significant changes have occurred.

· Describe any changes in the program target population over the past 12 months. These changes may reflect changes in the severity of need, be the result of community factors, and/or caused by other influences.

	 MACROBUTTON NoMacro [type here]


· Detail any significant changes in the listed programmatic inputs. Include changes in staff, community partners, necessary equipment, or other resources.

	 MACROBUTTON NoMacro [type here]


· Discuss any modifications to the selected methodology and listed activities as influenced by the changes described above, critical research analysis, or other community factors.

	 MACROBUTTON NoMacro [type here]


· Looking forward, discuss any anticipated program adjustments (potential shifts within the Logic Model) as a result of factors such as program growth/development, legislation, funding, collaborative efforts, and/or other community factors.

	 MACROBUTTON NoMacro [type here]


· Would the program consider hosting volunteers or donors for a site visit or on-site presentation? Which program sites are possible hosts?

	 MACROBUTTON NoMacro [type here]


	Program Outputs


Any changes to program outcomes, such as the addition or deletion of outcomes or rephrasing of outcomes, must be approved by Community Impact staff prior to any changes being made.  

Provide year-end Output data on the Output/Outcomes Reporting Worksheet which is part of the Community Program Fund Excel  Workbook.  You can find this on the United Way website at www.unitedway-cny.org in the Partners Toolbox Section.

· Enter the year-end output data into the Output/Outcomes worksheet. Please define the output unit.  The output unit is the phrase used to describe what’s being measured, such as # of children served.

· If program year-end output numbers differ from the negotiated year-end output numbers, 

· Explain what factors were considered when determining any revised attainment number(s) (i.e. changes in target population, inputs, methodology, and/or activities).

	 MACROBUTTON NoMacro [type here]


· Outline any program measures to address the anticipated variances. 

	 MACROBUTTON NoMacro [type here]


	Program Outcomes


Changes to program outcomes (i.e. the addition, deletion or the rephrasing of outcomes), must be approved by Community Impact staff prior to the changes being made.  

Provide year-end Outcomes data on the Output/Outcomes Reporting Worksheet which is part of the Community Program Fund Excel Workbook.  You can find this on the United Way website at www.unitedway-cny.org in the Partners Toolbox Section.

· Using the Output/Outcomes Excel Worksheet, review the list of program outcomes, indicators, targets, and attainments and enter the year-end attainment numbers. 
· Please add additional outcomes or indicators as appropriate.

· If actual year-end outcome attainment differs from the target attainment (greater or lesser than expected), 

· Describe how changes in target population, inputs, methodology, and/or activities have affected this attainment. Identify adjusted targets as appropriate.

	 MACROBUTTON NoMacro [type here]


· Explain what factors were considered when determining the new attainment number(s) and how the proposed number(s) were arrived at.  

	 MACROBUTTON NoMacro [type here]


· Outline measures used to address attainment variances and/or adjust outcome targets.

	 MACROBUTTON NoMacro [type here]


· Identify changes to outcomes or indicators and provide rationale for change.

	 MACROBUTTON NoMacro [type here]


	Program measurement methodology


· Describe program data collection and analysis. If this process was not completed as outlined in the application or negotiation form, describe any modifications to data collection and analysis methods, attaching data collection tools that reflect these changes.

	 MACROBUTTON NoMacro [type here]


	Program Funding Information


Using the Excel workbook available at www.unitedway-cny.org, please include the following attachments:

- Program Actual Income Worksheet  (July 1 – June 30)

- Program Actual Expense Worksheet  (July 1 – June 30)
· Discuss any deficits/surpluses between actual program income and actual program expense.

	 MACROBUTTON NoMacro [type here]


· Discuss any major changes or shifts in program income and expense during the past 12 months, including grants new/lost/expired.

	 MACROBUTTON NoMacro [type here]


	Program Lessons Learned


· Describe any program changes that occurred as a result of client feedback or outcomes measurement.  

	 MACROBUTTON NoMacro [type here]


· Describe any unintended program outcomes, including additional populations affected, program components that worked better than expected, and/or unexpected process or client issues.

	 MACROBUTTON NoMacro [type here]
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