SITE VISIT REPORT FORM

	Organization

	Agency:


	Program/Project:

	Grant Period: 
	Amount of Funding: 


	Type of Funding:

	Date of Visit:
	Reviewer(s):

	Staff/Participants Present:



	Dates of Previous Site Visits:

	Provide a brief description of the organization and its history.

	When was the organization created?


	What is the mission of the organization?

	Who is on the Board of Directors and how are they selected?



	How are stakeholders, constituents, or participants involved in the decision-making of the organization or program/project?




	Program
Provide a description of the program/project.

	Why and when was it developed?



	Who was involved in the development process?



	What is the intended effect of the program/project?



	Target Population

	Geographic location of program/project:

	Age:


	Gender/sexual orientation:

	Race/ethnicity:


	Other status (victims, first-time offenders, refugees, etc.)



	How are participants referred to the program?


	How is it determined that participants no longer need the program activities?



	Are participants involved in shaping program/project content? If so how?



	Activities

	What activities are provided?



	How often are they provided?


	Where are they provided?

	Who staffs the activities?

	Why do you believe that these activities will produce the desired effect?



	What barriers have been encountered?  How were they resolved?




	Evaluation
Discuss the goals and objectives (workplan); is there an evaluation plan?

	Are goals and objectives outcome based rather than process or output based?



	How does the organization determine that it is meeting its goals and objectives?



	What data is gathered?  From whom and how?



	Is the data analyzed internally or externally?



	Who is responsible for gathering data?



	What is done with the results?




	Staffing
Is there adequate staffing?

	What qualifications or experience do the staff have relevant to the programming or target population(s)?



	How long has program/project staff been involved in the program?



	Is there representation from diverse populations, including the targeted population(s)?



	What training does the staff receive?



	Are volunteers involved?




	Training and Technical Assistance

	What training or technical assistance needs (if any) do you have that OJP can assist with?




	Collaboration

	Has the organization or program/project developed any collaboration with other agencies or programs?



	Discuss community involvement with the program/project.



	Financial

	Status of the Grant Budget:

· Do you have any questions or concerns regarding your financial reporting? 

· Does your budget need a revision?  

· Spending according to plan?

· Spending slow due to ________________________________________________________



	List other non-government funders of the program/project.  


	Is there any other state funding supporting the program/project?  If so, what is its status?



	Has the program/project received OJP funding in the past?


	What happens when the grant ends, is the program/project sustainable beyond OJP funding?




	Other

	What should I know that I haven’t asked you?


	Is there anything that you feel I may have misunderstood?



	Do you have any feedback or suggestions for OJP?




	Reviewer Comments

	What are the strengths and weaknesses of the program/project?

	Are reimbursement requests/FSR’s and progress reports submitted on time whenever possible? 



	Were any other issues or problems discovered?

Is follow up needed?

	Is there any technical assistance or training needs?
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