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All subgrantees receiving Title II Formula (Juvenile Justice and Delinquency Prevention) Formula Grant Program or Title V Community Prevention Grant Program funds administered by the Louisiana Commission on Law Enforcement (LCLE) must complete and submit Quarterly Progress Reports to LCLE by the due date.  If a project begins in the middle of a quarter, a report must be submitted for that quarter.  If a project ends within a quarter, the final report is due to LCLE within 15 days at the conclusion of the project.

Subgrantees receiving funds through the district office must mail completed reports to the district office who will then forward the report to LCLE.  State level projects are to mail the report directly to LCLE.  Regardless if the project is district or state level, reports are due in the LCLE office on the following dates:




Reporting Period
Due to LCLE



January – March
     April 15




April – June

     July 15




July – September
     October 15




October – December
     January 15

Failure to comply with Reporting Requirements may result in administrative action such as, withholding of payments, suspension of funding, cancellation of the project, loss of awarded funds, or non-certification of new grant awards.

This form may be photocopied or downloaded from www.lcle.la.gov.  Do not scan the report if scanning reduces the report’s image.  Alterations to LCLE’s form will not be accepted.  Reports can be saved and data can be directly entered.  Reports should be typed.  No question is to be left blank. If a question is not applicable, check “Does Not Apply”.  Do not enter a “0” in any table.  Any progress report with blank items is subject to being returned to the subgrantee as “Incomplete.”  Any request for funds will not be honored until a “Completed and Approved” quarterly progress report is submitted to LCLE.  The project director must review the report, sign in BLUE Ink prior to submitting the report.

Additional information on the Office of Juvenile Justice and Delinquency Prevention Federal Standard Program Areas’ Output and Outcome Measurements tables for definitions and the required reporting format for your project can be download at http://www.dsgonline.com/performance_measures.htm.  
The information provided should ONLY be for the reporting period checked on cover page.  DO NOT provide cumulative data if you are submitting the final quarterly report.  If a project begins or ends in the middle of a quarter, a report must be submitted for that quarter.

NOTE:
The subgrantee will be responsible to collect 6-12 months of long-term outcome data for youth who were active at the time the project funding ends.  It is advisable for projects to develop budgets in advance that include funding for this follow-up activity.  This data must be submitted to LCLE one month after data has been collected once federal funds are no longer available.  This data will then be forwarded to OJJDP.
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1. Check the box for the appropriate federal funded program that this project receives.

2. Enter the CURRENT subgrant number.

3. Enter the date the report is completed.

4. The subgrantee is the applicant agency. Enter the applicant agency’s name, complete address.

5. Enter the official Project Title that was assigned by LCLE.

6. Enter the name of the individual completing the report. 

7. Enter the project director’s name and telephone number.  The project director’s signature in BLUE is required. 

8. The District Office will complete “For District Office Use Only” and then forward the report to LCLE.
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1. Juvenile Statistical Data Table:  Record ONLY the number of new youths that entered the program within the quarter you are reporting.  Youths from the previous quarter are not to be included. Place an “X” next to the statement if there were no new youths served during the reporting period.  Briefly explain why an individual aged 18 years or older entered the program.

2. Total Youths Served:  This is old plus new youths.  Numbers are recorded.

a. Insert the month(s) the quarter represents. Example: Jan-Mar, Apr-June, Sept-Sept

b. Enter the number of youths carried over from the previous quarter or fiscal year (if this is a continuation subgrant). 

c. Insert the total number of new youths (admissions) listed from Item #1

d. Add the number of youths carried over plus the new admissions

e. Insert the number of youths who successfully completed the program during the reporting period.

f. Insert the number of youths who were prematurely terminated.  This includes those youths who quit the program, removed from the program due to further involvement in the juvenile justice system, non-compliant, did not qualify, etc. 

g. Subtract the number of youths who successfully completed and those who were prematurely terminated from the total youths served during the quarter.  Entered the sum in the column “the number of youths carried over” for the next reporting period.  The data entered in this table should not be deleted when reporting subsequent reports.  This allows a quick glance as to whether or note the project is meetings its goals and objectives.

3. Parents Served:  NOTE:  This table will contain information from the previous reporting periods.  See Youths Served instructions.  Record only those parents that receive services.

4. Volunteers:  A number is recorded. If this project uses volunteers as in-kind match, enter the number of volunteers and the total number of hours provided to this project.  If volunteers are used, check “Does not apply to this project.”
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5. Goal And Objectives - NOTE:  This information should be saved to avoid repeating each quarter.  If the goals and/or objectives are revised, a subgrant adjustment must be filed.  If revised, then this section should be revised to reflect the approved changes.

a. Goal:  List the goal as stated in the application and/or the subgrant adjustment if the goal was revised.

b. Objectives:  List the objectives as stated in the application and/or the subgrant adjustment, if the objective(s) were revised. 

6. Progression of Project:  Mark an “X” next to the appropriate response regarding the project reaching its goal and objectives.  If ‘No’ was checked, briefly explain what actions are being taken to achieve the goal and objectives.
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7. Performance Indicators:  List the output and outcome measurements as stated in the application and/or the subgrant adjustment, if the measurement(s) were revised.  Refer to the attached OJJDP’s Federal Standard Program Area Output and Outcome Measurements tables for definitions and the required reporting format.  This is attached and available at http://www.dsgonline.com/performance_measures.htm.  

a. Short-term Results Column – This information is what occurred during the reporting period.

b. Long-term Results Column – This information is based on data 6-12 months after a youth leaves or completes the program. This information can be obtained through self-report (surveys, telephone calls) and/or official records.
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8. Activities: – Provide a brief outline of the activities that occurred within the reporting period.
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9. Personnel Changes:  Check the appropriate response for personnel changes.  This applies only to personnel positions that are funded through this project.  If you answered ‘Yes’, list the individual’s name, position, type of employment (full, part-time, overtime) and employment date.  Include their resume.  Their qualifications and duties must coincide with the job description provided with the application.  If the position remains vacant, explain what steps are being taken to fill the position and how the duties are being accomplished.

10. Future Funding:  Explain what measures were accomplished during the reporting period to secure permanent financial support for this project to continue at the conclusion of federal funding.

11. Other:  Include any additional information and/or articles pertaining to this project that this form did not capture.

If you have any questions, pertaining to the completion of this report, please contact your district office or the Juvenile Justice Programs Manager at (225) 925-4980 or katheg@lcle.la.gov.
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