Report Due Dates and Descriptions 


Emergency Shelter and Transitional Housing Semi-Annual Narrative Report:  Due February 15th and August 15th (or the first County business day following the 15th).

Description of Report:  

Include number of available beds and type of bed (single adult, HOH adult, child) and number of units and type of unit.  Also include occupancy rate during the period.
Program Activities: include meetings regularly attended, and networking, and other.
Goals and Outcomes:  List goals and outcomes.  What if anything would help to improve these outcomes?  

Community Outreach and Education:  Include location, topics, and number of attendees.
Support Groups:  Include number of groups held (also include other educational/information programming for participants), demographics, unduplicated count, and topics covered.
Services and Service Access Assistance:  Case management activities, information and referral, new resource development or partnerships, Interpretation/translation services (identify languages) available.  Also include additional agency services that complement or assist the participants (provide detail concerning how this resource is accessed and utilized by participants such as mental health, children’s programming, or parenting programming).
Volunteers: List recruitment (number of events and number of new recruited volunteers), volunteer activities, and any other volunteer information related to volunteers.
Partnership and Collaborations: list any new partnerships or collaborations developed during the reporting period.  Discuss existing relationships which have benefited the program.
List training opportunities offered for: participants, volunteers, and staff.  Include any changes to the program or in program staff during the past six months.  Identify service barriers and any efforts to reduce those barriers.  Share antidotal information regarding participant success (or failure).  Any other information that you believe would improve our understanding of your program and services.
Culturally Specific Services Semi-Annual Narrative Report:  Due no later than the 20th of each month following services.
Description of Report:
Program Activities: meetings regularly attended, networking, other.
Goals and Outcomes: list goals and outcomes.  What if anything would help to improve these outcomes?  

Community Outreach and Education: location and topics, number of attendees. 

Support Groups: number of groups held (also include other educational/information programming for participants), demographics, unduplicated count, topics covered.
Services and Service Access Assistance: case management activities, information and referral, new resource development or partnerships, interpretation/translation services (identify languages).
Additional Agency services that complement or assist the participants (provide detail concerning how this resource is accessed and utilized by participants such as mental health, children’s programming, or parenting programming).
Volunteers: recruitment (number of events and number of new recruited volunteers), volunteer activities, any other volunteer information.
Partnership and Collaborations: list any new partnerships or collaborations developed during the reporting period.  Discuss existing relationships which have benefited the program.
Training opportunities offered for: participants, volunteers, staff.
Any Changes to the Program or in Program Staff during the past six months.
Identify service barriers and any efforts to reduce those barriers.
Share antidotal information regarding participant success (or failure).
Any other information that you believe would improve our understanding of your program and services.
Monthly Invoice: Due No later than the 20th of each month following service delivery. 
Description:  The monthly invoice will include a summary of program expenditures within the DVCO approved budget.  All direct client assistance must be documented including Service Point ID, date of expenditure, amount of expenditure, purpose, and check or PO number.

Annual Expense Budget: Due no later than September 1st of each year 
Description: Full budget including all sources of income for service delivery in FY2008

Match Letter (on agency letterhead) No later than September 1st of each year 
Description: Source of match

Match Reports (County Form) February 15th and August 15th annually (or the first County Business day following the 15th)  
Description: Amount of match provided

Source of match

*If match goal not met, how will agency assure the match will be obtained?

Cultural Competency Plan: Due no later than December 31st of each year.

Description: Provide the most recent version of the agency Cultural Competency Plan and a letter from the Board of Directors indicating approval of the plan.

Service Point Data Entry: Due no later than the 7th of each month following services.  Data must be completed and as error free as possible.  Data should reflect goals and outcomes listed in this contract.  Contractor should run monthly reports to assure data quality and report errors or inconsistencies to this office.

Family Strengths: Due January 15th and July 15th annually (or the first County Business day following the 15th)  
Description: Respond to special request for supporting information/data for semi annual report to OVW   

HUD Annual Report: Due July 15th annually 
Description: Completed and corrected data in service point including all follow-ups and any additional information requested by DVCO to complete the Annual Progress Report

