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[bookmark: Quarterly_Report_Instructions]Quarterly Report Instructions

Cultural Access San Juans funded organizations with quarterly contract deliverables will submit quarterly reports in October, January, April, and July with the July report also being the Yearly Report or Final Report for the full contract year.
The purpose of each report is to:
· Demonstrate completion of your contracted deliverables (planned programs/services) for the quarter.
· Submit your invoice for the quarter.
· Help Cultural Access San Juans staff understand your work and its impact.
Once this report is complete, we will be able to issue payment for the work completed.
The Quarterly Report can be found on the Cultural Access website: https://www.sanjuancountywa.gov/2382/Cultural-Access-San-Juan

[bookmark: Demonstrating_Completion_of_Deliverables]Demonstrating Completion of Deliverables
The deliverables that you need to report on are listed in the “Exhibit A” section of your contract. For assistance understanding this section of your contract please contact staﬀ for support. There are three parts to this reporting requirement, detailed below:

· Program Summary Chart
· Brief Narrative
· Supporting Materials

1. Program Summary Chart
Use the Program Summary Chart to list the Cultural Access San Juans supported programs that your organization produces, including location and participation numbers. The chart is designed for you to track and report on the programs you provide each quarter, updating it throughout the year. Use a separate row for each program or event supported by Cultural Access San Juans, and additional rows for each unique location. Ongoing programs at the same location can use a single row. There are detailed instructions on how to complete the Program Summary Chart on the second tab of the document. Look for the green “instructions” tab at the bottom.

Be sure to save your completed Program Summary Chart as an Excel file (.xls or .xlsx) to your computer in a place where you will be able to refer to and update it regularly, and rename the file to include your organization’s name (“Your Org Name - Year - SJC Program Summary Chart”). Email your Program Summary Chart to culturalaccess@sanjuancountywa.gov. We encourage you to update this document regularly as you complete events/programs, so that you have all the information ready to go for your Quarterly Reports and Final Report.
The Program Summary Chart that you upload in your Final Report should list ALL your events supported by Cultural Access San Juans during the funding year.
2. Brief Narrative (100-500 word count)
Each quarter, tell us about how your deliverables were completed, and the success or challenges in implementing the work. This is an opportunity to discuss how cultural access funds are supporting your program’s operations or helping to sustain or strengthen your organization. If you do program evaluation work or surveys of participants, please share samples of data or quotes that illustrate the value of your program.

3. Supporting Materials
Supporting materials can include photos, videos, examples of communications, curriculum materials, etc. that were produced for or from your program. You can provide links to online materials or upload copies.
The photos or videos you share with Cultural Access San Juans, we assume that you have permission from both the photographer and the subjects of the photo. By sharing photos, videos, and other documents you are giving permission to Cultural Access Staﬀ to use these materials in County communications, including social media and reports to County Council and the community.


[bookmark: Uploading_Your_Invoice]Submit Your Invoice

The last step to the Quarterly Report is submit your invoice. If you were unable to fully complete all the planned work (contract deliverables) during the reporting period, or anticipate a need to adjust your contracted deliverables, please contact staff for assistance as it may be necessary to adjust your invoice amount.
Your invoice should include:
· Your organization’s (or your fiscal sponsor’s) name and contact information
· Invoice date
· Summary of services rendered (this can be your list of completed contract deliverables)
· Amount requested (the amount you may invoice each quarter is listed in the Exhibit A section of your contract)

A blank invoice template is available from program staff.




[bookmark: Before_You_Click_the_Submit_Button…]Before You Email, Double-check…

Make sure you’ve done the following:
· Completed and saved your updated Program Summary Chart
· Responded to the required narrative question
· Shared examples of your work through links or uploaded materials
· Prepared your invoice for the work completed during the reporting period

Reporting and invoice documents should be emailed to: culturalaccess@sanjuancountywa.gov 

If you need additional assistance in understanding or completing the Quarterly Report, please reach out to Gabrielle Conway at gabriellec@sanjuancountywa.gov.
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