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As part of the terms for the Mid-Capacity Assistance Program, your organization is required to submit Update Reports 6 and 18 months into your award period, a Mid-Term Report one year into the award period and a Final Report within 30 days of your award completion date. The guidelines for each report are provided below. 
Update Reports are required 6 and 18 months into your award period and require the following: 

1. Cover Page: Include on a cover page your organization name, contact person, mailing address, e-mail address, phone number, and project number.
2. Narrative Summary: Please write a brief narrative of one to two pages that describes your experiences thus far under the Mid-Capacity Assistance Program. Please address the following questions in your report:
· What have you been able to achieve thus far with Mid-Capacity Assistance Program funds? Does this differ from what you initially expected to achieve? If so, why?

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

· What are your greatest technical and/or organizational needs? How are you planning to meet these needs?
· What is the most important thing you have learned to date through your Mid-Capacity Assistance Program award?

3. Financial Report: A signed, updated budget should be included with the report. Please account for how all funds were used. Show your expenditures to date using the enclosed budget form. Any changes of more than 10% in any budget category must be approved by the NFF in writing in advance. 
A Mid-Term Report is required one-year into the award period. Progress and expenditures reported in the Mid-Term report are used to determine the extent of remaining award funds that will be disbursed. 

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

2. Narrative Summary: Please write a narrative of three to five pages that describes your experiences thus far under the Mid-Capacity Assistance Program. Please address the following questions in your report:

· What progress have you made towards the indicators and means of measurement that you agreed upon with NFF staff shortly after the beginning of your award period? Is this what you expected? If not, why?
· What have you been able to achieve on-the-ground since the beginning of the award period? How are you leveraging your conservation successes to ensure greater impact?

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

· What are your greatest technical and/or organizational needs? How are you planning to meet these needs?

3. Financial Report: A signed, updated budget should be included with the report. Please account for how all funds were used. Show your expenditures to date using the enclosed budget form. If you wish to make any changes to your projected year-two budget of more than 10% in any category, please request approval from the NFF in a separate letter. 

4. In-Kind Documentation: All in-kind support generated through this award should be documented using the enclosed template letter.  Please include copies of all In-kind documentation along with the midterm report.
5. Press: Include any news clippings, images and/or articles that relate to your Mid-Capacity Assistance Program Award.

A Final Report is required 30 days after the end of the award period and should contain the following: 

1. Final Report Cover Sheet: Please complete the enclosed sheet to document on-the-ground conservation successes achieved through the Mid-Capacity Assistance Program. 
2. Narrative Summary: Please write a narrative of four to seven pages that describes your experiences thus far under the Mid-Capacity Assistance Program. Please address the following questions in your report:

· Briefly describe how the Mid-Capacity Assistance Program funds were used and what you were able to achieve with the award funds. Have you been able to achieve the changes in your organization that you initially desired? Why or why not? What you have been able to achieve on-the-ground since the beginning of the award period?
· What progress did you make towards the indicators and means of measurement that you agreed upon with NFF staff shortly after the beginning of your award period? Is this what you expected? If not, why?

· What is the single most important step that you were able to take as a result of participation in the Mid-Capacity Assistance Program? What will your next steps be?

· Are you thinking any differently about the integration of ecology, community and economy than you were at the beginning of the award period? Briefly explain why or why not?

· Briefly summarize your greatest technical and organizational needs at the time of application? Have those needs been met through participation in the Mid-Capacity Assistance Program? Have your needs changed? 

· Describe your relationship with the U.S. Forest Service? How has it changed over the last two years?

· Using the Stages of Organizational Development tool included in your award packet, and engaging Board members, leadership and staff, assess what stages your organization is in for each category. Compare this to the responses you included when you initially submitted your proposal. How have they changed? 

· Briefly describe the steps you have taken to ensure that diverse interests have remained engaged and are benefiting from the organization.
· Do you have suggestions for how the NFF can improve the program? If so, what are they?

3. Financial Report: A signed, updated budget should be included with the report. Please account for how all funds were used. Show your expenditures to date using the enclosed budget form. Any changes of more than 10% in any budget category must have been approved by the NFF in writing in advance. 
4. In-Kind Documentation: All in-kind support generated through this award should be documented using the enclosed template letter.  Please include copies of documentation for all In-kind contributions with the final report.
5. Press and Publicity: Include any news clippings, images and/or articles that relate to your Mid-Capacity Assistance Program Award.

6. Publications: Include copies of any publications or deliverables that relate to your Mid-Capacity Assistance Program Award.
Please submit one hard copy and one electronic copy of each report to the following address:

Chelsea Pennick

National Forest Foundation

Building 27, Suite 3

Fort Missoula Rd.

Missoula, MT 59804

cpennick@nationalforests.org
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