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Status Report Narrative Questions




www.cbtrust.org / 410-974-2941

Complete the status 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 Online System account. You can access your account using this link https://www.GrantRequest.com/SID_1520. 
1. Awardee Information

Organization Name: 

Project Leader:

Award Number: 

Report Date:

2. Project summary
a. Provide a detailed, written evaluation of the project to date. Describe the status of the project and results achieved thus far.
i. How many trees did you propose to plant in your project? _________

ii. Of your total proposed trees, how many have been planted? Please complete the table below or attach a separate spreadsheet. 
	Date/Season
	Location
	Number of Trees
	Tree Common Name and Latin Name
	Gallon Container Size 
	Height (ft)

	10/1/2023
	Ex. 108 Severn Ave, Annapolis, MD, 21403
	1
	Eastern Redbud (Cercis canadensis)
	5 gal
	5 ft

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


a. Have all trees that have been planted in this project been registered to the 5 Million Trees for Maryland Tree Tracker? 

https://five-million-tree-tracking-tool-maryland.hub.arcgis.com/pages/register-trees-survey
b. Are all permits and permissions secured if they were not received at the application stage?
c. Are all proposed deliverables on track? How does what you have accomplished compare to what was proposed? 

d. Did you provide community involvement and outreach activities? If yes, add the outreach activities that occurred during this reporting period to the table (add more rows as needed). Provide sign in sheets for outreach events, if available. 

	Event Name
	Topic
	Date
	Duration (hrs)
	Location
	Participants (#)
	Comments
	Contact Name

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


i. If community involvement and outreach activities took place, describe how target audience engagement and input will influence the remaining stages of the project. 

ii. How were audiences identified and reached?
3. Project evaluation and lessons learned

a. Provide a written evaluation of this phase of the project and the method(s) used.

b. Discuss major changes that have occurred in the project and how those changes will impact the next grant phase(s). As a reminder major changes in scope must be approved by the Trust in advance of the change through the “Award Revision Request” requirement in the online portal. Significant changes include, but are not limited to: 
1. Changes in key personnel or key project partners

2. Changes in budget that result in a greater than 10% shift in funds across budget categories (e.g., supplies, personnel, contractual)

3. Changes in budget that result in addition of a new line item

4. Changes in project deliverables as proposed in your original application

5. Changes in timeline in your original application or as subsequently amended.

c. Briefly describe any lessons learned, including challenges or potential roadblocks to future progress. 

d. How will you overcome these challenges during the next phase of the project?

Budget Expenses: Submit your Expenses Worksheet of the Financial Management Spreadsheet and accounting of expenditures in the online grant management system to report expenses in which a status 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 # 

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/. 
Photos: Feel free to upload photos, digital images, newsletter articles, or press clippings to supplement your written description. These supplemental files can be uploaded into the section titled “additional attachments” located on your Chesapeake Bay Trust Online Grant System account.

DISCLAIMER: By submitting photos and videos in your status 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 who are minors under the age of eighteen.

Directions for submitting online: 
1. Sign into your account using this link https://www.GrantRequest.com/SID_1520 and the same username and password as when you applied.

2. Once signed in click on the Requirements tab. 

3. If you do not see your requirement, use the dropdown to shift between “Show: New” and “Show: In Progress”.

4. Click on the Status Report link and follow the instructions. 

5. Once complete, click Submit & Review and make sure you have uploaded and entered all of the necessary information. 

6. If so, click Submit.

To confirm your requirement was successfully submitted use the dropdown to shift to “Show: Submitted Requirements”.

