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2019 Arbor Week Celebration Grant Program

Final Report Guidelines / Template
Grant Recipient:    ___________________________________________________________________

Under the conditions set forth in the program guidelines for the 2019 Arbor Week Celebration awards, you are required to complete and submit a final report to California ReLeaf upon completion of your project. You will receive the remainder of your stipend after this report is submitted to and approved by California ReLeaf.  
Your final report consists of two parts:

1. Narrative.  The final report narrative should describe how the project progressed and how funds were utilized to achieve objectives.
2. Attachments.  Please provide supporting documents, including, but not limited to:
Photographs of the events and activities (digital images required as separate jpegs). List on a separate sheet and include in the jpeg filename your group’s name and date of the event. California ReLeaf may use the pictures in printed publications, eblasts, or on our website. Minimum of five (5) photos required.
News Media coverage materials that happened as a result of your project: PDFs of news articles and links to news coverage, especially if videos or audios. 

Printed and digital materials used in the project, e.g., brochures, fliers, and/or press releases. If the grant paid for the production of any materials, please include two hard copies of the completed work. 

Once completed, you must email a PDF of the full report (including all attachments) to California ReLeaf at cblain@californiareleaf.org.

Final Report Narrative: We encourage you to use the questions below as the framework for your report.

Please limit total narrative to no more than two pages.
A. Important Match Question:  Did any of your match (in-kind or cash) for the project come from Greenhouse Gas Reduction Fund (GGRF) grants? GGRF is sometimes known as Cap and Trade.   Yes ____   No ____

B. What did you accomplish? 

a. Provide a written description of your project accomplishments:
1. A few short paragraphs to describe the event. Please include dates and locations. 
2. Did you thank your sponsoring utility company during the opening welcome? Yes____ 
3. A few paragraphs that tell a small story that made the event special.

4. It would be great to have 2 or 3 quotes by attendees – elected officials, teachers, parents, youths.
b. Provide quantitative information:

1. Total number of events: _____
2. Total number of school children attending event(s) and/or educated about urban forests: ____
3. Total number of schools engaged:____
4. Overall attendance numbers at planting or tree-care events:____ 

5. Participants educated about urban forestry:____
6. Total number of volunteers:____
7. Total number of volunteer hours contributed to the project:____
8. Size and species of trees and plants were planted:____ 
9. Which elected officials, community leaders, and or city staff attended the event? Please provide Names & Titles, not just numbers
i. _______________________________________________________________

ii. _______________________________________________________________
iii. _______________________________________________________________
10. Which news media organizations attended the event? We recommend the community or neighborhood newspapers as being most likely to attend.
i. _____________________________________

ii. _____________________________________

iii. _____________________________________
11. Who was involved in the work, e.g., partner groups, school groups, civic organizations, etc.?
i. _____________________________________

ii. _____________________________________

iii. _____________________________________ 
12. Was any aspect of the project funded by Cap & Trade GGRF grants?  Yes  ____  No_____
C. How would you evaluate the project’s benefit to the community served? 
  
a. What do you believe made the project pertinent to meeting the needs of the community served?  
b. How did participants (i.e. residents, volunteers) respond to your project, and to what extent did the project result in community engagement?  
c. What elements of the project were tailored to meet specific needs within the community (i.e. focus on air and water quality, public health, jobs creation, shading)? 
D. Did you encounter any challenges? How did you solve them? Please elaborate as your experience and solutions may prove helpful to other groups.
Person completing report Name: _________________________________ Date: ___________________

