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Tips for filling out your 2013 Annual Report

Time Period
Please report on activities during the 2013 calendar year.

Extent of answers
Please keep your answers as brief as possible. A paragraph or two at most for each item should suffice… unless you really want to share!

Volunteers
Please provide your best estimate of the number of volunteers in calendar year 2013, if you do not have actual numbers. “Volunteers” may refer to any unpaid individuals who carry out the work of the organization. This may include board members, committee members, office volunteers, or volunteers who serve at an event or other activity, such as a leader of a block club or garden club.

When counting “volunteers” please count each person once, even if they volunteer for several activities. So, one person volunteering several times would count as one volunteer. 

Participants
“Participants” are people other than volunteers counted above who participate in other ways. This would be individuals who otherwise attend a meeting or event of the organization. This may also include gardeners in the community garden or take advantage of your neighborhood home loan program. This would not count people who receive newsletters or other publications.

When counting “participants,” unlike volunteers, individuals might be counted several times… e.g., you estimate 500 people attended the festival in the park, and 200 came to the annual dinner. There may be some overlap, but count as 700. As above, please provide your best estimate.

Highlights
For your organization highlights, please think about examples of work that you want to share with other neighborhood organizations. What programs or projects did you manage in 2013 that others could learn from? If you can, please provide photos or samples of work.

Direct Contact
Think “face to face.” Someone the organization interacted with directly, through door-knocking, meetings, or perhaps over the phone, as individuals. This would not include people contacted through mass mailing or emails.

Print or electronic publications
How many people regularly receive their print or electronic communications? Please provide a best estimate.

Questions
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1. Stakeholder Involvement
Reviewing your CPP activities in 2013, Please provide information about:
· What outreach and engagement activities did you carry out in 2013?


· How did you reach out to and involve under-represented communities in 2013?


· Did you find any strategies to be particularly successful? Why?



· What did not work so well? Why?


· How many people did you reach through direct contact (door knocking, meetings, one-on-ones, etc.)?


· How many individuals volunteered in organization activities?


· How many individuals participated in your organization’s activities?


· How many people receive your print publications?


· How many people receive your electronic communications?


2. 2013 Highlights
Please describe one or two major highlights, and if possible, please include digital photos or illustrations:
· What was the issue or opportunity the neighborhood was facing?
· Who was impacted?
· What steps did you take to address the issue or opportunity?
· What was the outcome?



3. 2013 Accomplishments
Please provide information about your other accomplishments in 2013:
· What were your organization’s major accomplishments?
· How were individuals in your community directly impacted by your work?



4. Housing
What percentage of time did your organization spend on housing-related activities?














5. Financial Reports
Please provide an income and expense report for your organization for the year. (Please include all funding sources).
In addition to your annual report, please take time to describe your interactions with City departments and other jurisdictions.

1. Impact
What interactions with City departments occupied a major part of your time? What worked well? What could be improved?



On a scale of 1 to5, with 1 being poor and 5 being excellent, how would you rate your overall experience with your interactions with the City? _________
2. City Communications – effectiveness
Is the information that you receive from the City understandable and useful?



On a scale of 1 to 5, with 1 being poor and 5 being excellent, how would you rate overall communications from the City? _________
3. City Communications – timeliness
Do you receive adequate notice of City activities in your neighborhood? If not, did your organization inform somebody at the City of this?  Did the City respond in a positive manner?  Please explain.



On a scale of 1 to5, with 1 being poor and 5 being excellent, how would you rate the timeliness of communications from the City? _________
4. City Departments
How can City departments improve the way in which they function in your neighborhood?


5. City Assistance 
How can the Neighborhood and Community Relations Department improve the assistance it provides to your organization as a community participation group?


On a scale of 1 to5, with 1 being poor and 5 being excellent, how would you rate the assistance provided to your neighborhood by NCR? _________
6. Other comments?
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