Appendix A:

Optional Report and Plan Templates

Appendix A. Template 1. Section A: SNAP-Ed Narrative Annual Report
(7 CFR 272.2 (i)) OMB No. 0584-0083 Expiration 10/31/2010 

Template Directions:  Consolidate all Implementing Agency information into one State annual report using the template below.  Refer to the current SNAP-Ed Plan Guidance for definitions of terms used in this template.  See pages 7-9 for additional information and instructions.
1.  SNAP-Ed Program Overview:
Directions- Provide a one page (not more than 500 words) executive summary of SNAP-Ed activities during the reporting Fiscal Year (FY). Please include the following as applicable:

· Progress in Achieving Overarching Goal(s):
· Number of New Projects implemented during the reporting year by primary approach (Direct, Indirect, and Social Marketing):

· Number of ongoing Projects that were operational during the reporting year by primary approach (Direct, Indirect and Social Marketing):

· Major Achievements (not already addressed):

· Major Setbacks, if any:

· Overall Assessment:

Appendix A. Template 1. Section A Continued:
2.  SNAP-Ed Administrative Expenditures

Directions- To help FNS better understand your State SNAP-Ed administrative expenditure costs; provide the percent and dollar value of administrative expenses used for each Implementing Agency (I.A.) in your State for each of the following categories. To estimate the % of total administrative expenditures, use the data you compiled for question 10 on the EARS report. In the example below, administrative expenditures for X State University = $550,000.
	Type of Administrative Expense: 
	% of Total Administrative Expenditures for each 

Implementing Agency by Type of Expense

	
	Name of IA:

Example: X State U
	Name of IA:

____________________
	Name of IA:

___________________

	
	% values
	$ values
	% values
	$ values
	% values
	$ values

	Administrative Salary
	40%
	$220,000
	
	
	
	

	Administrative Training Functions
	15%
	$82,500
	
	
	
	

	Reporting Costs ( identify % related to EARS, if possible)
	3%
	$16,500
	
	
	
	

	Equipment/Office Supplies
	10%
	$55,000
	
	
	
	

	Operating Costs
	10%
	$55,000
	
	
	
	

	Indirect Costs
	12%
	$66,000
	
	
	
	

	Overhead Charges (space, HR services, etc.)
	10%
	$55,000
	
	
	
	


3. SNAP-Ed Evaluation Reports Completed for this Reporting Year 

Using the chart below, identify the type(s) of SNAP-Ed evaluations (by project) that resulted in a written evaluation report of methods, findings and conclusions.  Use the definitions of each type of evaluation that are provided in Box 1 (on the following page). Include a copy of each evaluation report that was produced in the appendix to this report.  Impact evaluation reports should include the components described in Box 2 (on the following page).   Each evaluation report should identify clearly the associated project name(s) on the cover or first page.  
	Project Name
	Key Project Objective(s)
	Target Audience
	Check all Evaluation Types for which Reports Are Included*

	
	
	
	FE
	PE
	OE
	IE

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


* FE = Formative Evaluation      PE = Process Evaluation     OE = Outcomes Evaluation       IE = Impact Evaluation
Appendix A. Template 1. Section A Continued:



Appendix A. Template 1. Section A Continued:
4.  SNAP-Ed Planned Improvements: 

Directions-Describe any modifications you plan to make in the next fiscal year to improve the effectiveness of specific SNAP-Ed projects and/or to address problems experienced during the past year.  Please identify the specific project (s).

5. EARS Feedback:

Directions:  For this reporting year, provide FNS feedback on your State’s implementation of EARS. Include the following as applicable:

· Comments regarding any challenges you encountered in gathering and reporting data for EARS and actions taken to resolve or address these challenges: Directions- Identify the section and item number when making comments. (EXAMPLE:  Comment: Question 10.  It was challenging to get this information.  We addressed this by providing all partners with spreadsheets and training to help them track these costs.)

· Does FNS need to provide additional EARS training or resources?  If yes, specify training topics and/or type of resources needed.

· What, if any, changes did you make in your IT system or manual data collection procedures for EARS in the prior fiscal year?  If available, attach a description of updated IT systems and/or manual data collection procedures. 

· Do you plan to make any changes in your IT system or manual data collection procedures for EARS in the next FY?  If yes, provide a short summary of changes planned.
· Will all IAs report actual unduplicated data for EARS in the upcoming fiscal year? If no, why?
· Share suggestions for modifications to the EARS form, if any. Indicate how the modification would improve EARS, i.e. the reporting process for State, data quality, etc. Directions- Identify the section and item number when making suggestions please. (EXAMPLE: Direct Ed Section, question 3, Race and Ethnicity- Consider adding a narrative field to allow IAs to make notations about the data or the collection procedures. This could help FNS understand and interpret the data more accurately.)
· Other comments.
Appendix A. Template 1. Section A Continued:
6. Appendixes: 

Directions- Attach evaluation reports included under item # 5.  Optional- States may also provide a brief description or information that highlights other SNAP-Ed projects that are not reported under the sections above.  For example, share information about:

· Staff/Partner Trainings

· Conference presentations and or journal publications

· Curriculum development

· Partnership activities

· Case studies

· Awards

Appendix A. Template 1. Section B: SNAP-Ed Annual Report Summary 

For Impact Evaluations FY______

 (7 CFR 272.2 (i)) OMB No. 0584-0083 Expiration 10/31/2010


Section B. Final Report Summary for Impact Evaluations. Provide the information requested below for each impact evaluation at $400,000 or greater that was completed during the previous year. See page 7-8 for instructions. 

1.  Name of Project or Social Marketing Campaign

If multiple projects or campaigns were part of a single impact evaluation, please list them all.

2.  Key Evaluation Impact(s)

Identify each impact being assessed by the evaluations.  For example are SNAP-Ed participants more likely than non-participants to report they intend to increase their fruit and vegetable intake?  Or do a greater proportion of SNAP-Ed participants choose low-fat (1% or fat-free) milk in the school cafeteria compared to non-participants?

3.  Evaluation participants. 

Describe the population being evaluated and its size.  For example, all (1200) kindergarten students at public schools in one school district.

Appendix A. Template 1. Section B Continued:

4.  Assignment to intervention and control or comparison conditions  

a. Describe the unit of assignment to intervention and control groups. 

 For example, an intervention focused on kindergarten students may assign school districts, individual schools, classrooms, or individual student to intervention and control groups.

b. Describe how assignment to intervention and control groups was carried out.  

Be explicit about whether or not assignment was random.  For example, ten kindergarten classrooms were randomly assigned to intervention and control groups.

c. Describe how many units and individuals were in the intervention and control groups at the start of the intervention. 

Appendix A. Template 1. Section B Continued:

5.  Impact Measure(s)  

For each evaluation impact, describe the measure(s) used.  Descriptions should indicate if the focus is on knowledge, skills, attitudes, intention to act, behavior or something else.  Each measure should also be characterized in terms of its nutritional focus, e.g. low fat food preparation, number of whole grain servings consumed, ability to accurately read food labels.  Finally indicate if impact data were collected through observation, self-report, or another method.

a. Describe the points at which data were collected from intervention and control group participants.  
For example, these points may include pre-test or baseline, midway through the intervention, post-test 
as intervention ends or follow-up some weeks or months after the intervention ends.

6.  Results 

Compare intervention and control groups at each measurement point, by individual measure.  Report the number of intervention and the number of control group participants measured at each point.  Describe any tests of statistical significance and the results.

7. Reference

Provide a contact for additional details and a reference to any other report of the evaluation.
Box 1-Evaluation Definitions:





Formative Evaluation (FE) usually occurs up front and provides information that is used during the development of an intervention. It may be used to determine if a target audience understands the nutrition messages or to test the feasibility of implementing a previously developed intervention in a new setting. Formative research results are used to shape the features of the intervention itself prior to implementation.





Process Evaluation (PE) systematically describes how an intervention looks in operation or actual practice.  It includes a description of the context in which the program was initiated such as its participants, setting, materials, activities, duration, etc.  Process assessments are used to determine if an intervention was implemented as intended.  The findings answer the question of what worked or didn’t work.





Outcome Evaluation (OE) addresses the question of whether or not anticipated group changes or differences occur in conjunction with an intervention. Measuring shifts in a target group’s nutrition knowledge before and after an intervention is an example of outcome evaluation. Such research indicates the degree to which the intended outcomes occur among the target population. It does not provide definitive evidence, however, that the observed outcomes are due to the intervention.





Impact Evaluation (IE) allows one to conclude authoritatively, whether or not the observed outcomes are a result of the intervention. In order to draw cause and effect conclusions, impact evaluations incorporate research methods that eliminate alternative explanations.  This requires comparing those (e.g., persons, classrooms, communities) who receive the intervention to those who either receive no treatment or an alternative intervention. The strongest impact evaluation randomly assigns the unit of study to treatment and control conditions, but other quasi-experimental research designs are sometimes the only alternative available.  





 Box 2-Impact Evaluation:  Include the following items in each impact evaluation report:





Name of the Project


Project Goals (specifically those evaluated)


Evaluation Design: Describe the unit of assignment to intervention and control or comparison groups.  Describe how assignment to these groups was carried out.  Be explicit about whether or not this assignment was random.  Describe how many units (and individuals if they were not the unit of assignment) were in the intervention and control or comparison groups at the start and end of the study.


Impact Measures: Describe the measure(s) associated with each intervention goal.  Describe the points at which data were collected and how.  If there were any differences in measures for intervention and control or comparison groups, describe them.


Findings: Describe the measurement results for intervention and control or comparison groups at each point data were collected.


Description of how evaluation results will be used:


Point of Contact:


Relevant Journal References:





Section B. SNAP-Ed Annual Report Summary for Impact Evaluations. 


Provide the information requested below for any significant evaluation efforts (generally considered as costing greater than $400,000) that were completed during the previous year.


See pages 7-9 for instructions.








