- NATIONAL  ReporT GUIDELINES

FOREST Community Assistance Program

FOUNDATION

Your Community Assistance Program (CAP) award from the National Forest Foundation (NFF) requires the
submission of an update report 12 months into the award period, and a final report one-month after the end of
your award period. Both reports should contain the following components:

Cover Page Include on a cover page your organization name, contact person, mailing address, e-mail address,
phone number, and NFF project number.

Narrative
For Update Reports, please write a brief narrative of 1-2 pages that describes your experiences one year into
your CAP award period. Please address the following questions in your report:

* What progress have you made towards the organizational goals stated in your CAP proposal? Do you
feel that your goals can be achieved in the timeline you initially proposed? Why or why not?

* What are the biggest obstacles you have encountered in thus far? What are you doing to address them?

* What are currently your greatest technical and/or organizational needs? How are you hoping to meet
these needs?

* What is the most important thing you have learned because of the CAP award?

For Final Reports, please write a concise narrative of 4-6 pages that describes your experiences as a result of
obtaining the CAP award. Please address the following questions in your report:

* What did you set out to accomplish with the use of NFF CAP funds? Do you feel like you are achieving
your goals?

* What were your greatest technical and organizational needs at the time of application? Have those
needs been met through participation in CAP? Have your needs changed?

* Has your organization’s mission shifted in focus? Does it have stronger community participation?
Have you had the opportunity to work more closely with the Forest Service?

* What is the single most important step that you were able to take as a result of participating in CAP?
What will your next steps be?

* How have you been able to share your success with the surrounding community?
* What are the positive and negative lessons that you will take away from this experience?
*  Which tools have you found most (and least) helpful through CAP?

* Do you have suggestions that you believe other new organizations and programs might benefit from?
Do you have suggestions for how the NFF can improve the program?



Financial Report A signed, completed copy of the enclosed CAP Financial Report form should be included
with each report you submit, to show an accounting of how NFF funds were used. Please provide copies of all
corresponding receipts, invoices, timesheets, and event announcements. Please remember that any major
changes must be requested and approved by the NFF in writing in advance.

Press Please include any news clippings, images and/or articles that relate to your CAP award.



