
Centers for Disease Control and Prevention (CDC)

Procurement and Grants Office

Instructions for Preparing an Interim Progress Report 
Catalog of Federal Domestic Assistance (CFDA) Number: 93.184
Funding Opportunity Announcement (FOA) Number:  DD07-70204CONT10
State Implementation Projects for Preventing Secondary Conditions and Promoting the Health of People with Disabilities
Eligibility:

This award will be a continuation of funds intended only for grantees previously awarded under Funding Opportunity Announcement Number DD07-702: State Implementation Projects for Preventing Secondary Conditions and Promoting the Health of People with Disabilities.

Application Submission:

CDC requires grantees to submit their Interim Progress Reports through www.Grants.gov.  If you encounter any difficulties submitting your interim progress report through www.Grants.gov , please contact CDC’s Technical Information Management Section at (770) 488-2700 prior to the submission deadline.  If you need further information regarding the application process, please contact your Grants Management Specialist, Tracey Sims at email address: atu9@cdc.gov or 770-488-2739.  For programmatic information, please contact your Project Officer, Mary Helen Witten at (404) 498-3023, Jacqui Butler at (404) 498-0274, or Jamylle Gilyard at (404) 498-3479.
Reports must be submitted by December 15, 2009.  Late or incomplete reports could result in an enforcement action such as a delay in the award/or a reduction in funds.  CDC will accept requests for a deadline extension on rare occasions, and after adequate justification has been provided.

General Application Packet Tips:

· Properly label each item of the application packet

· Each section should use 1.5 spacing with one-inch margins
· Number all narrative pages only
· Do not exceed 25 pages for the core application (excluding appendices, budget and letters of support)  

· Use a 12 point font

· Where the instructions on the forms conflict with these instructions, follow these instructions

1. CDC requires the use of PDF format for ALL attachments.

2. Use of file formats other than PDF may result in the file being  
    unreadable by CDC staff.

3. Directions for creating PDF files can be found on www.Grants.gov.    

Checklist of required contents of application packet:  

1. Application for Federal Domestic Assistance-Short Organizational Form
2. SF-424A Budget Information-Non-Construction Programs
3. Budget Justification
4. Indirect Cost Rate Agreement 

5. Project Narrative

Instructions for completing required contents of the application package:

1. Application for Federal Domestic Assistance-Short Organizational Form:
Download form from www.Grants.gov and complete all sections.   
A. In addition to inserting the legal name of your organization in Block #5a, insert the CDC Award Number provided in the CDC Notice of Award.  Failure to provide your award number could cause delay in processing your application.  

B. Please insert your organization’s business official information in Block #8.

SPECIAL NOTE:  Items 2, 3, and 4 should be attached to the application through the “Mandatory Documents” section of the “Grant Application” page.  Select “Other Attachments Form” and attach as a PDF file.

2. SF 424A Budget Information and Justification: 
A. Download the form from www.grants.gov.  

B. Complete all applicable sections. 
C. Estimated Un-obligated

1. Provide an estimate of anticipated un-obligated funds at the end of the current budget period. 


   2. If use of estimated un-obligated funds is requested in addition to funding 

       for the next year, complete all columns in Section A of 424A and submit an 
          interim Financial Status Report (FSR), Standard Form-269, available on the 
          CDC internet at http://www.cdc.gov/od/pgo/forminfo.htm.   

D. The estimated un-obligated balance should be realistic in order to be consistent with the annual FSR to be submitted following the end of the budget period. 

E. Based on the current rate of obligation, if it appears there will be un-obligated funds at the end of the current budget period, provide detailed actions that will be taken to obligate this amount. 

F. If it appears there will be insufficient funds, (1) provide detailed justification of the shortfall; and (2) list the actions taken to bring the obligations in line with the authorized funding level.

G. The proposed budget should be based on the federal funding level stated in the letter from CDC. Use of up to 75% of the unobligated funds and newly requested FY10 funds may be utilized to meet the funding level stated in your letter. 
H. In a separate narrative, provide a detailed, line-item budget justification of the funding amount requested to support the activities to be carried out with those funds.  Attach in the “Mandatory Documents” box under “Budget Narrative Attachment Form”.  Document needs to be in the PDF format.
I.    The budget justification must be prepared in the general form, format, and to the level of detail as described in the CDC Budget Guidance.  The sample budget guidance is provided on CDC’s internet at: http://www.cdc.gov/od/pgo/funding/grantmain.htm.

J.    For all subcontracts provide the information specified in the Budget Guidance.  

K. Please break out the Core and Module budgets in the budget justification narratives.  These do not have a page limit, but the program should try to describe and justify the budget in no more than 5 pages.  States must also include within the budget travel funds for key staff members to participate in two workshops or conferences as determined by CDC.  
3. Indirect Cost Rate Agreement:  (This is not applicable to grantees subject to OMB Guidance A-21 – Educational Institutions.  The rates stay the same as the first year award.)
A. If indirect costs are requested, include a copy of the current negotiated Federal indirect cost rate agreement or a cost allocation plan approval letter for those Grantees under such a plan. 

B. Clearly describe the method used to calculate indirect costs.  Make sure the method is consistent with the Indirect Cost Rate Agreement.  
C. To be entitled to use indirect cost rates, a rate agreement must be in effect at the start of the budget period.

D. If an Indirect Cost Rate Agreement is not in effect, indirect costs may be charged as direct if (1) this practice is consist with the grantee’s/applicant’s approved accounting practices; and (2) if the costs are adequately supported and justified.  Please see the Budget Guidelines (http://www.cdc.gov/od/pgo/funding/grantmain.htm) for additional information.

E. If applicable, attach in the “Mandatory Documents” box under “Other Attachments Form”.  Name document “Indirect Cost Rate”.
4. Project Narrative: 
OVERVIEW

The Year 4 Continuation Application Package consists of the Interim progress report for Year 3 and the Work plan for Year 4. The following guidance addresses the Interim Progress Report and Work plan.
A suggested format is provided for you.  If another format is used it should contain the information requested below.  If you have any questions, please contact your DPIP Project Officer.  

Year 3 ANNUAL ROGRESS REPORT — Program Year 3 (April 1, 2009 – March 31, 2010)
The Year 3 Annual Progress Report template is attached.  

Provide a separate section for each priority area for which you receive funding (Module A, B C, D, E, and F). 

List all current objectives under each goal related to the project year funded under this award.  For each objective indicate if it has been met, is in progress, was not met, was modified, or was unfunded.  Be sure to explain the rationale and expected outcomes of modifications cited. 
· If an objective has been met, based on the data and information presented, provide a brief summary of the results of the activities that took place; for example the activities undertaken, outputs developed (e.g., reports, people trained, papers), outcomes achieved (e.g., documented changes in practice or policy) populations served, activities undertaken, and the collaborative partners involved.  

· If an objective is in progress provide a brief summary of the activities, outputs and outcomes that have taken place to date and any barriers encountered.  

· If an objective has not been met describe when the activities will take place any barriers encountered and your analysis of how and why your activities or program emphasis changed based on strategic planning and your situational assessment
· If an objective has been modified describe how the objective has been modified, the rationale, expected outcomes, and the new timeline for meeting that objective.

· If an objective has been unfunded indicate that the work will not be undertaken.

When providing a brief summary of the activities, outputs and outcomes accomplished for each objective, it is NOT necessary to respond to each activity.  We are looking for comprehensive feedback that reflects your overall progress in meeting the objective. 

Please use this report as an opportunity to communicate about your project in a way that will help your project officer and others at DPIP in understanding your unique situation, opportunities, barriers, and successes.  Reports are often used by DPIP to advocate for your program/agency and identify opportunities for technical assistance. 

Address the following areas briefly at the end of your Year 3 Annual Progress Report reflecting the annual period:  major successes, major obstacles and solutions, and/or major programmatic changes.  Only include this information one time.
· Major outcomes– briefly describe the major outcomes you achieved and how those influenced your program.

· Major obstacles and solutions – briefly discuss the obstacles encountered and solutions you implemented to address obstacles and achieve program objectives.

· Major programmatic changes – briefly describe any changes in the program such as key personnel, resources, and/or methodology and how you addressed those changes.

YEAR 4 WORKPLAN - New Budget Period Proposed Objectives and Activities:  

We appreciate your time and effort in preparing the Year 4 Continuation Application for Program Year 4 (April 1, 2010 – March 31, 2011).  Here’s a summary of what’s changed in this year’s guidance: 
1) How to report the progress of goals and their objectives 

2) A suggested format for submitting the goals, objectives and activities for the new budget period.
This section should outline what the project seeks to achieve during the upcoming budget year beginning on April 1, 2010- March 31, 2011 and convey the approaches, methods, and partners to be engaged toward meeting those objectives.  
Please use this report as an opportunity to communicate about your Disability and Health program in a way that will help your project officer and others at Disability Policy, Interventions and Program Team (DPIP) in understanding your unique situation, opportunities, barriers, and successes.  Reports are often used by DPIP Project Officers to support your program/agency and identify opportunities for technical assistance. 

Work plan Instructions (See Attachment B)
1) Entity:  

                                       Name of the organization.

2) Funding:  

The category under which your work is funded (e.g. Core, Module A, Module B, Module C, Module D, Module, E, Module F. List all that apply). 

3) Goal I:  

A broad statement of program purpose which describes the expected long-term outcomes of a program.  Goals should address the program’s effect in reducing a health problem and identify the target population to be affected (e.g., adults with disabilities, children with intellectual disabilities, centers for independent living).  
Although only Goal I is shown as an example in the suggested work plan format, you should include all programmatic goals in your work plan
4) Year 4 Objective 1: 

A statement describing the results to be achieved and the manner in which these results will be achieved.  Objectives should be SMART, that is, Specific, Measurable, Achievable, Realistic, and Time-phased.  Specific objectives include who will be targeted and what will be accomplished; measurable objectives include how much change is expected specifically enough that achievement of the objective can be measured through counting or through documenting change or completion; achievable objectives can be realistically accomplished given existing resources and constraints; realistic objectives address the scope of the problem and reasonable programmatic steps; and time-phased objectives provide a time line indicating when the objective will be measured or a time by which the objective will be met.  
Sample template for creating SMART objectives.
By ___/___/___ 
_______________________________________

         (When)
(List the Who/What, include a number you can measure)

_____________________________________________________

(List the How and Why remember to specify results)
Although we only include the first of the objectives, you should list all objectives that support each goal in your work plan and complete (5) and (6) for each SMART objective.  
Attach the program monitoring tool (it can be descriptive or visual).  This tool includes information about how the program should work and outlines the programs inputs, activities, outputs, and outcomes in a logical flow and describes the linkages that exist within the program (i.e. program logic model)
5) Objectives
a. Rationale for the Objective:  Describe how you think the objective will correspond to accomplishing the goal.  The objective should relate to the goal and should link to outcomes listed on the program monitoring tool. In addition, you may provide context that shows why this objective is necessary given your program’s resources or constraints. 
b. Primary person(s) and/or agency responsible for Accomplishing Objective: 
Who is most responsible to accomplish objective.

c. Measures of Objective Accomplishment: these are the quantifiable criteria that describe how you know if you succeeded in accomplishing an objective. Measures might be outputs such as number of products, number of people trained by category, number of services provided or might be measures of outcomes (e.g., changes in policies, knowledge, attitudes or behaviors that result from activities and outputs).  

d. Data Sources to Measure Objective Accomplishment:  data sources might include surveys, reports from training coordinators, website statistics, etc.  The data sources should be used to assess whether an objective has been achieved and reported in progress reports.  The data sources themselves are not provided to CDC.  (You do not need to provide meeting rosters from an advisory meeting, for example.  Data sources should be kept, however, and should be available on the request of your project officer during site visits, for example).  
e. Primary person(s) and/or agency responsible to Gather Objective Data:  who is most responsible to gather and report on the data that measure whether objectives have been accomplished.

6) Activities
a. Activities in support of this objective:  describe anticipated events that will take place as part of your program in support of the objective.  Consider the following types of activities:  planning, collaboration/providing technical assistance, conduct surveillance, implement interventions, conduct health promotion/communication, disseminate/knowledge to action, training, provide services, other activities.  
Although we include space for only three activities in the work plan format for each objective, you should list all activities for each objective.
b.   Primary person(s) and/or agency responsible for Accomplishing Activities: who is most responsible to accomplish programmatic activities in support of the objective.
c.   Activity Time Line:  when you anticipate completing each activity.

KEY POINTS TO REMEMBER

1. Program objectives and activities should align with the program announcement recipient activities identified in Funding Opportunity Announcement DD07-702.

2. We recognize that programs may seek supplemental funding and conduct activities beyond what they are specifically funded for at this time. Please note these in your report. If applicable include source(s) of partnership/funding/sustainability efforts.  This helps your project officer understand your program in its entirety.
3. We recognize that some of your time has been spent finalizing strategic plans and Year 4 Work plans.  Likewise, some program priorities have shifted due to H1N1 responses. Please note these in your report if applicable.
5. Additional Program Requirements 
Report should include a table of contents, list of acronyms, and an organizational chart
Attach in the appendix supporting information such as:

· Organizational charts
· Program Monitoring Tools/Logic Model

· Current Strategic Plan

· Curriculum vitae for new key staff

· Letters documenting new collaborations (including new participants in advisory councils)
· Newsletters

· Web Pages
· Survey instruments, accessibility checklists, etc.
· Newly developed health promotion materials 
· Newly developed publications (funded by this cooperative agreement)
· Newly developed training materials (e.g. curricula)
· Evaluation Plan and/or results
· Anticipated technical assistance needed from your project officer 
Suggested Work plan Format 

Program Year 4 (April 1, 2010 – March 31, 2011)
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