Project Quarterly Progress Report

 
All organizations receiving financial assistance pursuant to an agreement with the New York State Division of Criminal Justice Services' Office of Program Development and Funding (DCJS) must submit quarterly progress reports to DCJS in the format outlined herein.  Reports are due forty five  (45) days after the close of each quarter.  Failure to meet this obligation will result in rejection of fiscal vouchers and/or Budget Amendment requests.
Your final Progress Report must describe activities of the project during the proper quarter, as well as provide a summary of project accomplishments and performance over the entire life of the funding agreement with DCJS.

Note for Legislative/Equipment only projects:  Submit only one progress report marked Equipment Only/Final and a completed Inventory and Receiving Report after receipt and installation of equipment purchased through the agreement. 

	                Check here for Equipment Only                 or                  Final Report      


Project Identifying Information:
Reporting Period:    April-June       July-Sept       Oct-Dec        Jan-March     Year           
Name of Grantee:

 County (                             )

Implementing Agency:

Name of Person and Phone No. Completing Report.

Name: ______________________________

Phone: (____)  _____- _________

Fax:     (____)  _____ - _________

Project Title:

Program Type:

DCJS Number:

Contract Number: 

Contract Dates: From_______  to ________

Award Amount:

If you have any questions please contact        your DCJS Program Representative. 

Return Mailing Address

       NYS Division of Criminal Justice Services

       Office of Program Development and Funding                                 4 Tower Place

                    Albany, NY  12203-3702



Project Quarterly Progress Report Instructions

I - Introduction: 
The purpose of this report is to help DCJS understand and evaluate the accomplishments relating to the Goals, Objectives, Tasks and Performance Measures of your contract.   The report also helps DCJS determine what projects work effectively within a given program funding area, i.e., what types of crime prevention activities seem to attract more community participation and/or what type of law enforcement activities stem illegal drug trafficking more efficiently.  Regardless of the type of project, we need your feedback to determine what is working and how well.  Also, completion of the report is required to maintain compliance with your executed contract. 

II - What is DCJS looking for in reporting on Outcome Indicators (results)? 

Simply stated, outcome indicators should reflect what the grantee is accomplishing with respect to each project objective. The project goal, objective, task(s) and performance measures are attached for your convenience and appear as they do in your contract.  Refer to them when completing this report.  Each objective, task and performance measure must be addressed in the space provided following each objective.  The narrative should include which aspects of the tasks/performance measures were successful or unsuccessful, and why.  Spell out specific activities that were or were not accomplished, and why.  Also explain any modifications you needed to make with respect to any one objective or task.  Here again, be specific and explain why the deviation was necessary.

III - Quantitative Results:
This section is for reporting quantitative data for the current quarter, the last quarter and year to date.  This section should only reflect quantitative results (not narrative) for the reporting quarter, and the cumulative total from start to date.  This type of data would reflect number of arrests; quantity of drugs seized; how many people were trained, and so on. 

IV - Unanticipated Outcomes:
On the back page of each objective section is an area to report on unanticipated outcomes. Your response may be anecdotal in nature and should include what effects working toward an objective is having on the agency or community that the project is serving.  For example, it would be appropriate to report whether the funded project is having a positive or negative impact and/or creating a ripple effect in other areas of the agency or community.   You might illustrate that more work was generated in other areas of the agency, or that area agencies are working together more effectively, or that the downtown business area is seeing an increase in shoppers as an outcome of the funded program, and why.  In other words, look beyond just the numbers or just tasks when reporting on objectives each quarter.  

V - Mailing and Corrections
Mail the report to the address printed on the cover page.  If  you see any errors with respect to information appearing on the cover page cross out the incorrect information and write in the correct data.  Please be sure to type the name of the person completing the report in the space provided on the cover page.

NEW YORK STATE

DIVISION OF CRIMINAL JUSTICE SERVICES

OFFICE OF FUNDING & PROGRAM ASSISTANCE

QUARTERLY PROGRESS REPORT


I.  OBJECTIVE


II.  OUTCOME INDICATORS (For those tasks implemented this reporting period.)

                                                  IF NECESSARY, USE ADDITIONAL PAGES

III. QUANTITATIVE PERFORMANCE MEASURES
       MEASURE                      CURRENT QUARTER                  LAST QUARTER                  YR. TO DATE
IV.  UNANTICIPATED INDICATORS  (See Instruction Page)
Please indicate the date of last voucher                                       
Total amount spent                                       
Total amount vouchered                                         
