I. 2010-2011 SWNI Small Grants Program

If you have any questions, problems or if you just want to discuss ideas please contact me at payal@swni.org, call at 503-823-4592 or make an appointment to come in and see me. As the Outreach Coordinator for Southwest Neighborhoods, Inc (SWNI) and the grant manager for the Office of Neighborhood Involvement Neighborhood Small Grants Program for SWNI my job is to provide you with the support you will need to finish your project and to collect the information that is vital in keeping the program going. 

For all financial related inquiries regarding your grant please contact Sylvia Bogert at Sylvia@swni.org or call 503-823-4592.
II. 2010-2011 GRANT WINNERS CHECK LIST

· Identify at least one dedicated photographer for your event. We need 3 electronically saved photos! These photos must be in focus, labeled properly and given to us electronically.
Please title your images and save them electronically in the following way 

[Organization or Neighborhood Association_Event_Year] 
	#
	Photo title (as saved on CD)
	Date
	Descriptive Sentence

	1
	MaplewoodNA_NNO_2010
	6/08/10
	This image shows the community members talking to Mayor Sam Adams about building a Library during the NNO picnic


· How are you going to measure the success of your event? You must include ONE method to measure the success of your project. If you are unsure, please ask me.

· Collect stories from individuals that come to your event. 

· Those responsible for the final report have been identified, signed the agreement letter and have the information they need to properly prepare for the final report.
· Make sure that the email account you wrote on your grant application can accept emails from payal@swni.org..

· Be sure to identify the Office of Neighborhood Involvement Neighborhood Small Grants Program as a funder for your project/event in all promotional material. Logos available from SWNI Office.
· Organize and keep all receipts. Anyone responsible for purchasing items for your events must be informed to keep the ORIGINAL receipts. 
· Final Report: Typed, in Word format template provided and saved electronically!

· Please title your final report properly. Use the final report Word template that was given to you. We must be given an electronic copy for your report to be considered complete.

· The Final Report Template is at www.swni.org/grants and is attached at the bottom of the page.

· Did you answer ALL OF THE QUESTIONS?

· Please number your pages, Times New Romanfont style, 12-point font, 1-in margins.

*If you have any questions regarding any part of grant process please contact me. If you run into any complications please let me know so that I can help you. It’s best to keep in touch with me so that I can help you as problems arise.
III. FINAL REPORT INSTRUCTIONS 

1. You must use the final report Word document template provided. Place your answers underneath the questions.
2. Items in parentheses should be filled in with YOUR information. Incomplete final reports for the 2010-2011 cycle will disqualify you from being awarded future grants and/or disbursement of funds. 

3. Your final report should address explicitly the specific aims you stated in your proposal (i.e. if your project aimed to address crime prevention techniques, you must discuss each activity, what you did, the outcome, roadblocks and any quantitative or qualitative methods of measuring success). Don’t forget to include 3-5 photos (saved electronically).

4. Include your budget or revised budget and ALL corresponding receipts. 
5. Format

a. INFORMATION MUST BE TYPED. Please copy all information and pictures on to a CD. We require originals of all deliverables.

b. Please number your pages, 12-point font, 1-inch margins.
Your Organization or Neighborhood Association)

(The Title of Your Project)

(Name of Individual Completing Final Report)

(Contact Information for Individual Completing Final Report)

(Award Amount)

(Date Sent)

I. Introduction

1. Please describe in (500 words or less) what your goal was for 2010 SWNI small grant project. Who was the focus and how did you determine the need?

2. What was your defined outcome? (3-5 sentences). 

3. Did your goals change during the process of your project? If so how?

4. What roadblocks did you encounter if any? How did you overcome them?

5. Did you receive any other grants during the 2010-2011 grant cycle? Please specify from where and how much. 

6. Have you received funds from the SWNI Small Grant Program before? Please specify the years and project titles.

II. Measuring Success

7. Please specify what measures you chose and why you chose them 

a. Data showing the number of people attending your event, the number of new people, the number of people who heard about your event from your flier, survey data or some other form of measure. Please include numbers, data tables, graphs, etc. 

b. If you collected qualitative information (i.e. stories) please include them in this section. 

III. Capacity and Sustainability

8. Project self-sustainability for the future.

a. What efforts did you make to establish self-sustainability of your project in the future? 
b. How will you use these additional funds (to reduce your dependency on SWNI Small Grants Program, to expand your project without increasing your dependency on SWNI Small Grants Program)? 

9. SWNI wants to organize a training workshop for future grant applicants. We want past grant winners to present their projects for 10 minutes. Would you participate in a meeting and talk about the successes and set backs of your project with other grant winners and future grant applicants? 
If not, why?

10. How has your project encouraged participation (i.e. more volunteers, increased visibility, more participation in neighborhood meetings, increase neighborhood activity in a renovated community space, improved access to education or skills)? Please be specific.

11. Were there new organizing or outreach skills/strategies acquired by members of your organization as a result of this project?  
12. What was the most effective outreach strategy you used to get people involved?

IV. Partnerships

13. Were any new partnerships created as a result of this project? Please list and describe the role of the partners.

V. Engaging under-represented groups

14. Were there any underrepresented groups/organizations you’ve traditionally not worked with before but did so as a result of this project?  Please list those organizations and their contact information.

15. For non-Neighborhood Association groups: As a result of this project, was there any ongoing participation with any Neighborhood Association? i.e. did representatives from your organization attend neighborhood association meetings ,become a member, volunteer, or stay in contact with a neighborhood association?  
Please describe.

16. For Neighborhood Associations: As a result of this project, was there any ongoing participation with any community-based organizations other than Neighborhood Associations?   i.e. did representatives from your organization attend other organization’s meetings , become a member, volunteer, or stay in contact with other organizations?  
Please describe.      

IV. Deliverables

17. Insert your Photo Descriptions. At least 3 pictures (titled and placed on the CD provided) that best show the outcome/activities of your project. 

18. A copy of all deliverables: fliers, postcards, copies of web pages (if the purpose of the project was to create or improve communication through websites), etc…. We want to see what you did and how you did it.

V. Financial Information

19. All financial information related to this project. The expense summary should include:

i. All receipts

ii. Donations (i.e. gift certificates, give away prizes for raffles, etc…)

iii. Number of volunteers and volunteer hours

iv. In kind donations by participants, project leaders and partners
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