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	Grantee:  
	Project #:  

	Assembled By:  
	Month:  


DUE BY THE 20th DAY OF THE MONTH FOLLOWING THE REPORTING PERIOD.

Monthly Progress and Financial Report will be mailed to:

Tanisha C. Travis 
Juvenile Justice Specialist 
WV Division of Justice and Community Services
1204 Kanawha Boulevard, East

Charleston, West Virginia 25301

MONTHLY PROGRESS REPORTING

· Monthly Funded Staff’s Report – This report is to be completed by every CAC funded staff member that works in the program, excluding the project director.  It should include activities, events and meetings for the month.  Report requires 2 signatures.
· Monthly Project Director’s Report – This report is to be completed by the Project Director.  It should include the overall progress toward meeting the programs goals and objectives and any MD(I)T meetings that were held during that month.
· Demographic Report – Completed by the Project Director.
· MD(I)T Sign-in Sheets – This should be submitted for each county that held a meeting that month.
MONTHLY FINANCIAL REPORTING

· Request for Reimbursement – MUST have the original signature of the Authorized Official or Fiscal Officer.

· Project Financial Report Form
· Financial Recap Page
· Back-Up Documentation Needed:

· Signed Timesheets (signed by the employee and supervisor)
· Proof of Payment (payroll register, check stubs, etc.)

· Travel Vouchers

· Receipts
· Cancelled Checks for payments

· Equipment List
