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ANNUAL PROGRESS REPORT

for
Fiscal Year 2020-2021 

(Period from 7/1/20 – 6/30/21)
· Sections 1 & 2 and Attachments A*- D
Due: July 21, 2021 (Wednesday) by 4 pm
· Attachments E-I
Due: August 25, 2021 (Wednesday) by 4 pm
*Attachment A can also be submitted with Attachments E-I
United Way of the Greater Chippewa Valley

3603 N. Hastings Way, Suite 200
Eau Claire, WI  54703
Phone: 715-834-5043
www.uwgcv.org
Instructions

Who must submit an Annual Progress Report (APR)?

All agencies whose program(s) received funding from United Way of the Greater Chippewa Valley (UWGCV) during the past fiscal year (7/1/20-6/30/21) MUST complete and submit an Annual Progress Report by the established deadlines. Even if your agency’s program(s) only received funding for part of the year, the APR for 2020-2021 must be completed and submitted to UWGCV. UWGCV reserves the right to withhold funding if an agency does not submit the required documents by the established deadlines.
When is the Annual Progress Report due?

The Annual Progress Report for 2020-2021 has two deadlines:  

· Sections 1 & 2 and Attachments A*, B, C & D are due by 4 pm on Wednesday, July 21, 2021.  
· Attachments E, F, G, H & I (financial documents) are due by 4 pm on Wednesday, August 25, 2021.

· Submit Attachments E, F, G, H, & I only once for your AGENCY.
*Attachment A can also be submitted with Attachments E-I
How to Complete Each Section of the APR: 
· Complete Sections 1 AND 2 for EACH PROGRAM that receives grant funding from UWGCV. 
Note: When submitting materials for your Annual Progress Report by the designated deadlines, be sure to include a completed signature page.
	Date
	Time
	Meeting Link or Call in: 
Call-In Number (+1 689-206-0391) + Conference ID

	Wednesday, July 7, 2021
	2:00 – 4:00 pm
	Microsoft Teams / Conference ID: 117 875 427#

	Thursday, July 15, 2021
	9:00 – 11:00 am
	Microsoft Teams / Conference ID: 435 541 896#


2020-2021 APR Technical Assistance Training
Delivery of your Annual Progress Report:

· Email a copy of your APR (including spreadsheets provided and other attachments) to basicneeds@uwgcv.org with the subject line indicating “Annual Progress Report for 2020-2021”. The Annual Progress Report should be in Microsoft Word, Attachments A and D should be in Excel, and each of Attachments B, C, E, F, G, H & I should be an individual PDF.
AND
· Deliver or mail one paper copy, with original signatures, to the UWGCV office at the following address:
United Way of the Greater Chippewa Valley

3603 N. Hastings Way, Suite 200

Eau Claire, WI  54703
· Be sure to make and retain a copy of your Annual Progress Report (including all attachments) before sending it so you have those documents for your records!
If you have questions call the UWGCV office at 715-834-5043 or email basicneeds@uwgcv.org.
Review of Submitted Materials
Each Annual Progress Report will be reviewed by UWGCV staff and volunteers serving on the Advisory Council, Community Impact Committee, Finance Committee, and Board of Directors. If clarification is needed or if questions arise during the review, you may be contacted and additional follow-up materials may be requested. 

	For United Way Use
Date Received:  


Section 1 – Agency Information

 

Complete one copy for EACH PROGRAM.  

	
Agency Name:
	


	Main Office Information:

	Mailing Address:

(including city, state & zip)
	

	Street Address:

(including city, state & zip)
	

	Phone:
	
	Fax:
	

	Website:
	

	Chief Executive Officer:
	

	Chief Executive Officer’s Title:
(e.g., CEO, President, Director, etc.)
	

	Chief Executive Officer’s Email:
	


	Local Office Information (if different from above):

	Mailing Address:

(including city, state & zip)
	

	Street Address:

(including city, state & zip)
	

	Phone:
	
	Fax:
	

	Website:
	

	Local Key Decision Maker:
	

	Local Key Decision Maker’s Title:
	

	Local Key Decision Maker’s Email:
	


1. Please indicate your agency’s fiscal year.  
From: 


   to   
                                                                                         (xx-xx-xxxx)

(xx-xx-xxxx)

2. Have there been significant changes in your agency in the past year?                      YES   NO  
If “YES,” please explain. Use as much space as needed. 
 
3. Has your agency been placed on probation or have any special conditions              YES   NO                       

been applied to your funding? If “YES,” please explain what has been done 
to address the issues or fulfill the conditions. Use as much space as needed.  
4. Please indicate the percentage of your agency’s board meetings during the past 

fiscal year (7/1/20-6/30/21) which met quorum requirements, according to your bylaws:    _____ %  

Section 2 – Program Information 

Complete one copy for EACH PROGRAM.  
Agency: 



Program: 


  

Contact Person for Program:

	Name:
	

	Title:
	

	Phone:
	

	Email:
	


1. Have there been significant changes to your program in the past year?                 YES     NO
      If “YES,” please describe using as much space as needed.

2. Has your program been placed on probation or have any special conditions          YES     NO

been applied to your funding? If “YES,” please explain what has been done

to address the issues or fulfill the conditions. Use as much space as needed.
3. Since your application was submitted, have there been any changes in trends       YES     NO  
that are noteworthy and relative to your program? If “YES,” please explain 
using as much space as needed.

4. Please provide a brief example (one paragraph success story) that demonstrates how your program and collaborative partners have worked together to create a positive impact on the community and/or your clientele. Individual clients do not need to be identified by name. Feel free to submit more than one example.
5. Please share at least THREE testimonials and/or quotes regarding how your program has been successful.  UWGCV may use these for marketing. You do not need to identify the individual, just specify relationship (e.g. client, community member).

6. Please describe how your program has maintained or strengthened relationships with your program’s collaborative partners. Have there been any challenges working with collaborative partners? Have you added any new collaborative partners? Please note any changes.
7. How has UWGCV supported your program (beyond funding) to be more successful?

8. How many potential clients do you believe were not served by your program during the past fiscal year (7/1/20-6/30/21) due to lack of adequate financial funding or other resources? Those individuals could be people who would qualify or be considered appropriate for this program, but were not served for various reasons. Briefly explain the circumstances or situation, as well as how you determined the number. Please indicate if your program developed a waiting list for clients.
9. Are there any gaps in service? If so, what are they?

10. Based on your experience and/or evaluation results, what changes (if any) have been made to your program?
11. Please describe how your program has contributed to the Bold Goal for the Basic Needs Initiative: Chippewa Valley residents will have access to food, shelter, and medical services in their time of need.
12. How has your program addressed inequities and disparities within the community? 
13. Were United Way funds used to match other grants?                 (YES     (NO

If YES, check the type:      (Government     (Private Foundation      (Other: _________________

What was the value of the grant that was matched?          $_____________________

14.  Is there anything else you would like to share about your program?

Please provide the following documents. Be sure to identify each attachment by letter.
Attachment A*:
    Program Profit & Loss Statement for fiscal year (7/1/20-6/30/21) showing “Program Budget” vs. 

 “Program Budget (Actual)” for EACH funded program.

Note: Fill out spreadsheet provided.—Return in Excel
* Attachment A can also be submitted with Attachments E-I
Attachment B:
    Organizational Chart for your Agency/Organization
Organizational Chart for your Program

Note: Send both charts in one document.—Return as PDF
Attachment C:
Board of Directors for your Agency/Organization (List or create a table that includes name, committee 

  assignments, length of board service, employment affiliation and contact information)
Advisory Board for your Program (List or create a table that includes name, committee assignments, length of 
  board service, employment affiliation and contact information) 

Note: Send both charts in one document.—Return as PDF
Attachment D:
Program Service Statistics, i.e., the number of UNDUPLICATED CLIENTS served by each program during the past   

         fiscal year (7/1/20-6/30/21)—Return in Excel    
Note: Fill out spreadsheet provided. The spreadsheet expands horizontally under six different headings—Gender, Age, Race, Ethnicity, Residency Area, and Annual Household Income. The totals for each of those headings should be the same. If you are unable to supply all data requested and/or numbers need to be entered as “Unknown,” please explain why that data is missing in the space labeled “Comments.”
Complete and sign this form, then submit it with the rest of your documentation for the 2020-2021 APR.

I have reviewed all of the content associated with Sections 1 & 2 and Attachments A*, B, C & D. To the best of my knowledge, all information provided about the agency and the program receiving funding from United Way of the Greater Chippewa Valley for this Annual Progress Report is true, correct, and complete.

*Attachment A can be submitted with Attachments E-I

Name of Agency/Organization


Name of Program Receiving Funding From United Way of the Greater Chippewa Valley

    

        














Signature, Chief Executive Officer

        



Date


Print Name of CEO
 
Please provide the following documents. Be sure to identify each attachment by letter.
Attachment A (If not already submitted):
q    Program Profit & Loss Statement for fiscal year (7/1/20-6/30/21) showing “Program Budget” vs. 

 “Program Budget (Actual)” for EACH funded program.

Note: Fill out spreadsheet provided.—Return in Excel

Attachment E: *Submit ONE for Agency 


Agency Profit & Loss Statement for past fiscal year (7/1/20-6/30/21) showing “Agency Budget” vs. 

  “Agency Budget (Actual)” for your agency. Return as PDF

Attachment F: *Submit ONE for Agency


Most recent Agency Balance Sheet. Return as PDF

Attachment G: *Submit ONE for Agency
  

Most recent audit for Agency (Not required for organizations with agency revenue <$300,000)—Return as PDF  

Note: If an audit is not required for your organization, you still need to return Attachment G as a document with a statement indicating that your agency’s annual budget is <$300,000—Return as PDF
Agencies must submit the following, based on annual revenues:

· Annual Revenues > $300,000: 
· If your organization received over $300,000 in revenue, a review by an independent certified public accountant is required.
· If your organization received over $500,000 in revenue, you must also submit an audited financial statement and the opinion of an independent certified public accountant on the audited financial statement.
· Please note: This requirement is based upon the WI Department of Financial Institutions’ guidelines.
Attachment H: *Submit ONE for Agency
Federal Tax Return for the most recently completed fiscal year (e.g. 990, 1040)—Return as PDF  
Attachment I: *Submit ONE for Agency
Narrative Questions for the Financial Review of APR 2020-2021—Return as PDF  
Complete and sign this form, then submit it with the rest of your documentation for the 2020-2021 APR. 
I have reviewed all of the financial documentation associated with Attachments A*, E, F, G, H & I. To the best of my knowledge, all information provided about the agency and the program receiving funding from United Way of the Greater Chippewa Valley for this Annual Progress Report is true, correct, and complete.
*If not already submitted
 
Name of Agency/Organization


Name of Program Receiving Funding From United Way of the Greater Chippewa Valley

    

        













Signature, Chief Executive Officer

        



Date

Print Name of CEO
By July 21, 2021 – 4 pm








By August 25, 2021 – 4 pm
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