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Final Report Narrative Questions


www.cbtrust.org / 410-974-2941
Complete the final report narrative questions below. After completing your narrative questions, save this document on your computer, and then submit the document via your Chesapeake Bay Trust account. You can access your account using this link  https://chesapeakebaytrust.us-1.smartsimple.com/s_Login.jsp.

1. Awardee Information

Organization Name: 
Project Leader:

Award Number: 

Date:

2. Project summary

Describe the status of the network and project results achieved thus far including but not limited to:

a. Who: The number of network members who played a key role in the collaborative work and what their specific role(s) entailed.
b. Why: 
i. External: Describe the purpose and shared goal of your OLNI network.

ii. Internal: To the best of your ability or consult with fellow network members, list the reasons active network members participated in the network. Why did they see it as a valuable use of their time? Describe the reasons inactive network members did not participate in the network. 
c. What: Describe in detail the work that was done as a network (e.g. professional development trainings, Meaningful Watershed Educational Experiences, environmental literacy plan, etc.).
d. How: Describe how the network functions.

i. Communication:

i. How often did the network meet throughout the two-year award period (an estimate is fine)?

ii. Will the network continue to meet and collaborate after the award period? If so, how often?
iii. Is there network member(s) who will serve in a coordinator role as the Chesapeake Bay Foundation participation ends?
ii. Governance:

i. Which organization(s) served in a leadership role for the network?

ii. How are decisions made?

iii. Is there a shared agreed upon document outlining the purpose, membership, and decision-making processes of the network?

iii. Sustainability:

i. What are the biggest challenges in the network continuing to collaborate and advance environmental literacy at the district level?

ii. What is needed for the network to continue to collaborate and be effective after the award period?
iii. If the network continues to meet after the grant period, what are the key priorities moving forward?

While not all metrics will be relevant to network efforts currently please provide estimates of as many metrics as you are able to do at this time. Note: it may be easiest to create an anonymous survey using Google Forms, SurveyMonkey, or other platform to obtain these answers.
	Metric
	#

	Defined network purpose, plan, and agreement.
	

	# of network members
	

	# of organizations serving in a leadership role for the network
	

	# of non-traditional organizations represented in the network 
	

	# of organizations with 1 or more formal partnerships in place with other network members
	

	% of meetings in which three or more network members participate 
	

	# of network members who report satisfaction with network membership 
	

	# of network members who feel they are achieving more together than they could alone
	

	# of network members who believe they have the resources, skills, and connections needed to advance their shared goals.
	

	# of network operations in place to ensure accountability and effective decision-making. 
	

	# of organizations that make decisions of how to focus their work in the context of other network members’ work
	

	# school districts with systems in place to ensure professional development for teachers and administrators
	

	# of school districts with embedded systemic MWEEs
	


3. Evaluation and lessons learned.
a. Discuss how success was measured and the results of the collaborative projects that were implemented during the award period. Do not be afraid to include failures. Failures and challenges can be just as important to growth and progress as the wins.
b. Discuss the greatest successes (include answers to both the network and projects).

c. Discuss the greatest challenges, including the lessons learned, and potential roadblocks to future progress (include answers to both the network and projects). 
d. How will the collaborative projects that were developed over the past two years be sustained in the future? Be honest, we know sustainability is one of the biggest challenges for grant-funded projects.
4. Feedback and comments about OLNI

a. We are continuously looking at how to improve the training, resources, and support offered through OLNI. Please provide feedback on what were the most valuable aspects of participating in OLNI, what were the least valuable, and what we could change to make OLNI better.
5. Final Project Deliverables

a. Provide all final products (e.g., photos, environmental literacy models (ELMs), environmental literacy plans, governance documents etc.) and any other additional deliverables.

Budget Expenses: Submit your Expenses Worksheet of the Financial Management Spreadsheet and accounting of expenditures in the online system to report expenses in which a final report is required. The submission must:

· provide the Expenses Worksheet that reports each expense (in Column B)

· provide a pdf of the accounting of expenditures to date, including all invoices, receipts, and/or an accounting of personnel costs, such as copies of timesheets (if personnel time was used); 
Institutions of Higher Education (IHE) may provide time and effort reporting documentation in lieu of timesheets

· arrange each expense according to the Backup Document # (Column A) and mark the expense in the upper right corner with its Backup Document # 

Important Note: If you were approved for this award using the budget pop-up in SmartSimple, please use the "Budget This Phase" button within the Budget Tab of the Final Report form in SmartSimple to update your budget for this report.
Review the “Expenses Instructions” worksheet in the Financial Management Spreadsheet for details on how to submit your expenses. Correctly submitted expenses correspond to faster payments to the awardee. In addition, the Financial Management Spreadsheet webinar and additional templates/forms (e.g., timesheet template) and tutorials/guidance is available online at https://cbtrust.org/forms-policies/. 

DISCLAIMER: By submitting photos and videos in your report, you are acknowledging ownership and copyright of the photos and videos submitted. The copyright will remain with the photographer; however, the Trust reserves the right to publish all items in publications, websites, advertising and promotional materials. You also confirm that you have written consent from all subjects in the photos/video submitted including if any subjects are minors under the age of eighteen.

You are required to submit this report online. Directions for submitting online: 
1. Sign into your account using this link: https://chesapeakebaytrust.us-1.smartsimple.com/s_Login.jsp and the same username and password as when you applied. 

2. Once signed in, click on the “Requirements, Reports and Contingencies” tab. Locate the corresponding report form based on the “Type” and “Due Date”. 
Note: If you do not see your report form, scroll down while under the “Requirements, Reports and Contingencies” tab and click the “Show More” button. This will bring you to all available reports and contingencies. Use the search bar located at the top to search “Status Report”, “Final Report” or alternatively, search by the project leader name. 

4. Click the “Open” button to access the form. 

5. Click through the tabs located at the top or use the “Next” button located on the right-hand side to go through the form and upload the necessary documentation. 

5. If you need to pause your submission for any reason, use the “Save Draft” button located at the bottom of the screen to save your progress and use the instructions above to come back later. 

6. When you are ready to submit, hit the “Submit” button located at the bottom of the screen. A pop-up will appear asking you if you are ready to submit; select “Yes” when you are ready to fully submit your report. If you aren't ready yet, follow step 5. 


