COTF 2009 Administration Letter


September 30, 2009

Dear Community Food Project grantee:

As a part of your Community Food Project grant’s annual report USDA/CSREES has requested your completion of the web-based Community Food Project (CFP) Common Output Tracking Form (COTF). This form is designed to track common outputs among community food projects.  With the implementation of this form, CFPs are providing USDA with a shared reporting system that presents the overall productivity of the Community Food Project Competitive Grants Program. Further, the collective results will serve as an important resource for future advocacy and promotion of community food security.  

The COTF was created through the collaborative partnership of CSREES, Community Food Security Coalition and National Research Center, Inc. (NRC) with input from over 50 Community Food Project grantees. The COTF is one aspect of a CFP grantee end-of-year report and is meant to supplement (not replace) the narrative report as described in your agreement letter with CSREES.

The data provided by grantees within the COTF should reflect activities during the grant year beginning October 1, 2008 and ending September 30, 2009.  The deadline for completing this form is Friday, December 4, 2009.   To access and complete the form, cut and paste the following addresses into your web browser.  Access and complete Part A first, before beginning Part B.

Part A: Overview, http://www.n-r-c.com/survey/cotfa.htm
Part B: Activity Reporting, http://www.n-r-c.com/survey/cotfb.htm
A brief overview of the form is provided on the following page and materials to help you navigate the COTF are enclosed. Please note two key changes in this year’s form. 

· We have added a new reporting activity, Urban Agriculture.
· We are adding a verification process. After grantees submit their online data, we will create a spreadsheet of the data figures to send back to grantees for verification. 
The CFSC Evaluation Program is here to provide you with technical assistance completing the COTF.   To that end, I will be hosting a brief COTF training at the CFP Project Director’s Meeting in Des Moines, IA on October 14th. I will also host several conference call trainings in October and November for any CFP grantee unable to attend the meeting or wishing a more in-depth review. Please call or email me to set up an appointment or with any specific questions you may have.

Thank you for your efforts and continued commitment and hard work towards community food security in your community.

Sincerely,

Jeanette

Jeanette Abi-Nader

CFSC Evaluation Program Director

434-973-4435 or jeanette@foodsecurity.org
Overview of the Community Food Project Common Output Tracking Form

The Common Output Tracking Form (C0TF) is divided into two parts:

· Part A: Overview - Documents the reporting organization, grant period, variety of activities offered, media contacts and materials distributed by the project.

· Part B: Activity Reporting - Documents specific outputs for each of the activities offered by the project and indicated in Part A.

Grantees are to first complete Part A. Once Part A is complete, grantees are to complete Part B once per activity (i.e. community garden or food-buying cooperative) offered during the grant period. The COTF is interactive and will guide each grantee to the Part B sections that apply to the services and activities on which they are reporting. Projects offering only one activity may complete Part B only once.  Projects offering multiple activities may complete Part B multiple times, each time being guided only to sections of the form that apply to that particular activity. The goal is to select the core 1-3 activities.

Instructions are provided throughout the COTF at the beginning of each section. 

Your data will be saved automatically as you go. You may input information at various intervals if needed. Each time you return to your computer, you will be asked if you would like to reload your data. In order for “save” to work properly, cookies must be enabled and you will need to use the same computer each time. It is also recommended that you print your responses before submitting. This will ensure a written record of your work. 

Once you have clicked “Submit”, that section of the COTF is no longer available for modification. 

This year CFSC will initiate a verification process for all COTF data. We will pull your submitted data and create a spreadsheet of your responses. This spreadsheet will be sent to you for verification by the National Research Center, Inc. staff compiling our results. 

To help you plan for and complete the Common Output Tracking Form, the following materials are provided:

PDF Version of the COTF. The entire form is provided as an Acrobat Reader (PDF) version for your review.

Activity Definition Sheet. This definition sheet includes descriptions of each of the 21 project activities and is designed to help grantees choose which 1-3 core activities they will report on. 

Activity Mapping Sheet. On this spreadsheet, each type of activity is mapped to the applicable Part A and Part B sections of the form. Grantees may use this mapping sheet to learn which sections of question will be asked of each activity or service.
