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Grantee Orientation Packet

2011 East Portland Action Plan (EPAP) Grants Program
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Part 1: Introduction
Congratulations on having your project selected by the East Portland Action Plan Grants Review Committee for funding in the 2011 cycle!

The purpose of this information is to help you keep your project on track, and document the results, for the final grant report.

EPAP Grant Manager/Advocate is here to help
The East Portland Action Plan Advocate and Grant Manager is lore wintergreen. She has the responsibility of supporting grantees during the time they prepare for their projects, put them on, and report on them.

If you have questions about any part of your project, or how you’ll report it, you’re always better off asking sooner, than later! If you get “stuck”, she may be able to refer you to resources to help you on your way.
Lore, Grant Manager/EPAP Advocate can be contacted in the following ways:

Location: 
East Portland Neighborhood Office 
1017 NE 117th 
Portland, Oregon 97220 

(between NE Halsey and NE Glisan Streets, at the foot of the “HAZELWOOD” water tower)
Phone: 503.823.4035

Email: lore.wintergreen@portlandoregon.gov 

· Make sure your e-mail system will accept messages from lore.wintergreen@portlandoregon.gov 
You will receive most communication from the Grant Manager/EPAP Advocate using the e-mail address you gave on your application. Make sure our messages don’t get routed into your SPAM Box!

Part 2:  Successful Grant Program Checklist 
As you begin your project
□ Payment

If your fiscal sponsor is not East Portland Neighbors, you can submit a request for advance payment, that includes the following information:


Request for Advance Payment (use this title)

Project Name

Amount 

Fiscal Agent Name

Fiscal Agent Address.

□ Plan now to take good photos
In your grant application, you agreed to supply at least one digital photograph of your project with your final report. If you need to borrow a camera, let your Grant Manager/EPAP Advocate know and arrangements will be made.
The best way to end up with the required photos is to take a lot of pictures along the way!  Usually, the person in charge of the project is too busy to take the photos – so it’s important that at least one person on your committee agree to serve as photographer.

Then, make sure to “rename” your digital photos, and save them in a (computer) file folder, so you’ll have plenty of images from which to choose when you’re preparing your final report (we welcome getting several photographs).

□ Plan for assessing your project’s success
In your organization, or committee, determine which criteria will be measures of your project’s success.

· What are your anticipated outcomes?

· What measurements can document the project’s outcomes?

· How many neighbors will be reached through the projects promotion?

· How many people attended the event(s)?

· Did this event promote cultural diversity? How?

· In what way will you track total volunteer hours required in the final report?

The more measures of success you supply with your final report, the stronger your project looks and the more likely you and EPAP will get funding in the future. Refer to the first two pages of your contract for the commitments that were taken from your application. 
□ Prepare to gather information needed to write your final report 
Many successful grantees agree: It’s much easier to gather data about your project – while it is being planned and executed – instead of trying to reconstruct it all from memory. Make a physical file folder; keep your receipts, committee meetings notes and other information in the folder.

□ If your fiscal sponsor is East Portland Neighbors, work with your partner Neighborhood Association and the East Portland Neighborhood Office Director. 

Submit the form required by East Portland Neighbors for fiscal sponsorship (See Appendix ‘A’ East Portland Neighbors Fiscal Sponsorship Agreement) as soon as you receive notification of grant award to: 

Richard Bixby, East Portland Neighborhood Office Director:

Location: 
East Portland Neighborhood Office 
1017 NE 117th 
Portland, Oregon 97220 

(between NE Halsey and NE Glisan Streets, at the foot of the “HAZELWOOD” water tower)
Phone: 503.823.4501
Email: Richard.bixby@portlandoregon.gov  

Stay in touch with the Neighborhood Association Chair, or designated committee person, and include them in on your project planning and execution. As volunteers, they are not required to provide personnel support. Make it easy for these neighborhood volunteers to assist you in creating a successful project.
Submit receipts (See Appendix ‘B’ Financial Reimbursement Form) for reimbursement to:

Richard Bixby, East Portland Neighborhood Office Director:

Location: 
East Portland Neighborhood Office 
1017 NE 117th 
Portland, Oregon 97220 

(between NE Halsey and NE Glisan Streets, at the foot of the “HAZELWOOD” water tower)
Phone: 503.823.4501
Email: Richard.bixby@portlandoregon.gov  

Part 3: Throughout Your Grant Project
□ Track any additional donations and partnerships.
You’ll need to list these on your final report.

□ Track the number of hours you and volunteers spend on the project.
This information helps highlight the value provided by the volunteers who participated – whether for one hour or 100 and adds value to the investment in your project.

□ Typeset and print funding information on all promotional materials
“This program is made possible, in part by a grant from the East Portland Action Plan.” (Don’t actually print the “” marks!) OR include the EPAP logo (your Grant Manager has provided this to you electronically, and can do so again if needed):
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□ Keep receipts to document your expenses for reimbursement
If your fiscal sponsor is East Portland Neighbors, make sure the reimbursement request is routed to Richard Bixby at the EPNO office.

□ Especially if East Portland Neighbors is your fiscal sponsor, continue to stay involved with your Neighborhood Association partner(s)
Keep your partner organization informed of your project’s process. If the grant is awarded to a Neighborhood Association, keep your neighbor-members informed, and try to find new ways to involve them in the project.

□ Promptly notify your Grant Manager/EPAP Advocate regarding:

· Any change in the scope or nature of the grant project

· Any change in project leadership
· Any change in contact information (e-mail or phone number).

Part 4: Completing your Grant Evaluation Report 
After your project has been completed:
□ Grant Funds must be encumbered by June 30, 2011
This means that by June 30th, you have made the “Request for Advance Payment” OR if your fiscal sponsor is East Portland Neighbors, you have submitted the necessary form (See Appendix ‘B’ East Portland NeighborsFinancial Reimbursement Form).

□ Promptly Submit Final Evaluation Report and Project Accounting Invoice 
You must complete your Final Evaluation Reportand Project Accounting Invoice (See Appendix ‘C’ Evaluation Report Form and Appendix ‘D’ Project Accounting Invoice) by December 31, 2011. It is easiest for you if you do this when you complete your project, instead of waiting for the due date.
The Final Evaluation Report (See Appendix ‘C’ Evaluation Report Form) must be submitted in an electronic word processing format. MicroSoft WORD is preferred; but any “.rtf” computer document is acceptable. Limit the narrative about your project to no more than two pages (12-point font, 1’’ margins).

Use the Project Accounting Invoice form (See Appendix ‘D’ Project Accounting Invoice) to document how you spent the grant funds.

□ Answer all three questions completely, but briefly, on the Final Evaluation Report
The feedback we get from you about your projects verifies the importance of your contribution and helps strengthen the importance of funding your project and the East Portland Action Plan Grants program.

□ Submit your digital photos on a CDr or DVDr disk

DO NOT INCORPORATE (EMBED) PHOTOS IN THE MS WORD DOCUMENT!  While interesting, a “PowerPoint presentation will not replace this requirement.

 
Each project must provide at least one photograph: The photographs are to be delivered in high-resolution “JPEG” format.  Grantees may, additionally, submit an edited video or PowerPoing with their report, but not as a substitute for electronic photographic images.

□ Include printed samples with your Evaluation Report
This includes one each of any samples of any outreach materials you developed and used (e.g. flyers, posters, etc.).
□ Label all Evaluation Report materials with the date 2011 and your project’s name
We want to make sure your project is appropriately documented.
Appendix A

EAST PORTLAND NEIGHBORS


FISCAL SPONSORSHIP AGREEMENT

ADDENDUM A

PROJECT INFORMATION

Requesting Neighborhood:  

 




Project Information: 
Name 













Estimated Start Date  











Estimated End Date  











Estimated Dollar Budget  










Estimated In-Kind Donations  






Project Mission:



































Project Description:















































Primary Project Personnel and Contact Numbers:



















Declaration:

I have read the terms of the Fiscal Sponsorship Agreement and agree to be bound by its terms.  I understand that if any portion of the Project Disbursements are used in a manner inconsistent with EPN’s purposes and objectives, funding of the Project will cease immediately and the 




 Neighborhood Association shall immediately reimburse EPN for any funds held by the 


 Neighborhood Association or used in a manner inconsistent with EPN’s purposes and objectives.

Signed by Neighborhood Chairperson               
Date

If, as of the signing of this Addendum A, it is anticipated that the Project will have less than $500 in receipts or contributions, the Project may be approved by the EPN President without obtaining the express advance approval of the EPN Board. 

If, as of the signing of this Addendum A, it is anticipated that the Project will have more than $500 in receipts or contributions, the Project shall be approved by the EPN Board, and this Addendum A shall be accompanied by minutes from the Neighborhood authorizing the Project.

Approved, subject to reporting requirements below:

EPN President/Officer



Date

Reports

Date
Quarterly Reports









Annual Reports









Final Report:









Appendix B
2011 PORTLAND NEIGHBORHOOD SMALL GRANTS PROGRAM

FINANCIAL REIMBURSEMENT FORM

Project Name:



_____________________________________________

Project Contact Name:


_____________________________________________

Contact information (phone; email)
_____________________________________________

	Date
	Where Purchased
	Item/Service Purchased
	Amount

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	Total reimbursement, this report:
	


· Please attach receipts!

Paid on ____/____/____
 Appendix C
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2010-11 Grants Program

EVALUATION REPORT FORM

Project Name: __________________________________________



Project Contact Name: ________________________________________


Contact information (phone; email):_____________________________________
Sponsor Agency: 










Action Plan Item(s) addressed:
































Grant award amount: $_________________

The information you provide in this evaluation will be used by the East Portland Action Plan (EPAP) to “tell the story” of your project and show the value of the East Portland Action Plan Grant program.

Send us your completed report in electronic format, if possible (e.g. in MS Word on a CD or by email). Limit the narrative about your project to no more than two pages (12-point font, 1’’ margins) and the description of how you spent the grant funds to no more than one page.

To help us “tell the story” of your project, include at least one digital photograph (in addition, you can submit a short video of your project activities in electronic format), and samples of any outreach materials you developed and used (e.g. flyers, posters, etc.). Clearly title or label all photographs and project materials with the title of your project and grant cycle year (e.g. 2009). Include the names of any people in the photographs and a sentence telling us what’s happening in the photograph. You are also required to provide Action Plan updates on the East Portland Action Plan webpage under each of the Action items you identified in your proposal and above: www.eastportlandactionplan.org/updates 
Return your completed form, outreach samples, pictures, and video to the East Portland Action Plan: lore.wintergreen@portlandoregon.gov  by December 31, 2011. 

If you have questions about filling out this form, please contact the East Portland Action Plan Advocate, lore wintergreen: 503.823.4035 or lore.wintergreen@portlandoregon.gov .

TELL US THE STORY OF YOUR PROJECT 

Describe the successes and challenges of your project in the following areas: 

· addressing an Action Plan item,

· building community, 

· attracting new and diverse membership, 

· building leadership for your organization, 

· encouraging your membership and leaders to stay involved in your organization, and 

· building new, or strengthening existing, partnerships with other organizations or groups. 

Tell us about the types of activities you hosted and how many people participated. 

PLEASE BRIEFLY DESCRIBE HOW YOU SPENT YOUR GRANT MONEY. What kind of in-kind contributions did you receive? How many hours did volunteers contribute to the project?

Thank you for sharing the story of your project with us!

EAST PORTLAND ACTION PLAN
www.eastportlandactionplan.org
East Portland Neighborhood Office     1017 NE 117th Ave.     Portland, OR 97220

503.823.4035 or lore.wintergreen@portlandoregon.gov
Appendix D

Project Accounting Invoice
	Item
	Actual Cost
	Leveraged Funds and/or Grants*
	Donated Services & Time**
	Volunteer Hours

	Personnel

(Direct project management, contracting for special services, volunteer time**, etc.)

	
	
	
	

	Promotional Materials/Printing

(Flyers, brochures, advertisements, etc.)

	
	
	
	

	Event Related Expenses

(Renting table/chairs, reserving space, food, paper cups, etc)

	
	
	
	

	Permitting & Fees

(Reserving park space, noise variances, capping meters, street closures, etc.)

	
	
	
	

	Participant Support

(Travel costs, stipends, etc)

	
	
	
	

	Project Materials

(Wood, paints, flowers, bags, etc—the materials needed to complete the project.)

	
	
	
	

	Additional Expenses


	
	
	
	

	Subtotals
	
	
	
	

	Administration***

(Fiscal sponsorship, administrative project management, accounting)
	
	
	
	

	TOTALS
	
	
	
	


*
Leveraged Funds includes additional dollars supporting this project—for example, additional grants or direct support from your organization.

**
Donated services and time can include estimated dollar amount of in-kind donations and/or general volunteer hours at $17 per hour. For professional or skilled volunteer work, visit www.bls.gov/oes/current/oes_or.htm to identify a median per hour volunteer rate.

***
Administration cannot exceed 10% of the project related request. Talk to your fiscal sponsor about administration costs as you develop your budget. 
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