
SMCWPPP Community Action Grant Final Report Checklist
	Check if enclosed


	Item



	 FORMCHECKBOX 

	Reports must be typed. Use separate sheets of paper as needed.  Provide enough information about your project to convey the project outcome and how you have achieved your goals


	 FORMCHECKBOX 

	Submit THREE HARD COPIES of your Report. Faxes and emails will not be accepted. 


	 FORMCHECKBOX 

	Did you obtain the appropriate permissions and/or permits for the project where applicable and provide a copy of these documents to SMCWPPP?


	 FORMCHECKBOX 

	Complete every field in Report Form.



	 FORMCHECKBOX 

	(if applicable to your project)All materials produced must include a credit statement reading, “This program/project was funded by a grant from San Mateo Countywide Water Pollution Prevention Program. (SMCWPPP)” Credit statements should be included in publications, presentations, conferences, workshops, signs, public service announcements, and other publicity pieces (e.g., TV, radio, website, and newspaper).



	 FORMCHECKBOX 

	Submit a complete Budget with Tasks and Milestones Spreadsheet (Exhibit B) And Reimbursement Request  (Exhibits A) to the Final Report (Excel spreadsheets)


San Mateo Countywide Water Pollution Prevention Program
COMMUNITY ACTION GRANT PROGRAM
PROJECT REPORT
Please complete the following report form.  Type the information below and use additional pages as needed.  Provide enough information about your group and your project so that we have a clear picture of what you accomplished and how. If you are having difficulties completing this form, please contact Elizabeth Claycomb, claycombe@ci.pacifica.ca.us, (650) 738-7361.  Incomplete reports will not be considered for reimbursement.

PROJECT NAME:
PROJECT SUMMARY AND OVERVIEW:
LOCATION OF PROJECT:

Name of creek or watershed:

Nearest city: 
Attach a map indicating exact location (applicants must include a map).
PROJECT DATES:

Start Date_____________


Completion Date____________
DESCRIBE YOUR PROJECT AND THE PROJECT RESULTS:
a.  Describe the problem or issue your project has addressed:
b.  Describe your target audience. Did you reach your target audience:
c.  Estimate the number of people that you reached with your project:

d.  What are the product(s) or result(s) of your project (e.g., mural, publications, art projects, creek guides, interpretive signs, demonstration garden)?
e.  What are the short-term and long-term benefits of this project to stormwater pollution prevention, the watershed, water quality, and your community?

f.  Describe your outreach strategy used to make your project known to the community/public (e.g., school functions, sharing with parent groups, fairs, newspaper, radio, television, web, presentations)?  

g.  Did you need legal permission (easement rights from a landowner) to be on the project site?    If applicable, please provide documentation.
h.  Did you need permits for this project (e.g., Dept. of Fish and Game, Army Corp of Engineers, Regional Board, or City/County permits)? If so, list the permits needed and provide documentation.
i.  How will the project be maintained in the long term? Do you have plans to continue this project after the grant period has concluded?
j.   How will your group benefit from this project?
DESCRIBE THE PEOPLE INVOLVED IN THE PROJECT:
a.  How many volunteers and/or students were actively involved?
b.  What skills or specialized equipment did your volunteers provide (e.g., engineer,
       artist, biologist, heavy equipment operator)?
c.  Did you work with other organizations/schools (e.g., scouts, church group, environmental organization)?  If so, list them:
d.  Did you need to recruit other volunteers to help you complete this project?  If so,
      please explain your recruitment process and outcome:

POST PROJECT EVALUATION:
a.  Who was responsible to see that the project was being properly carried out?
       (Please provide name & phone number if different from project director)
b.  How have you evaluated the success of the project (e.g., pre & post survey, number of attendees)?  Please provide any survey documentation that is available.
  c. Provide any additional information about your project you feel is important and 
 
      describe why.
REIMBURSEMENT REQUEST:

Costs and in-kind contribution:

  a. Itemize the cost of your supplies, services, equipment purchases/rental etc. as incurred in the Reimbursement Request Spreadsheet and attach to this Report as Exhibit A Attach your original Budget and Milestones Spreadsheet as Exhibit B
