
 

 

Please circle the corresponding #’s and letters you directly target with the funds we provide you: 

 

Topic Circle One Comments 

 
We have a strategic 
plan in place 
specific to those 
objectives we 
circled up above 
 

No 
Develop 

Stage 
Nearly 
Done 

Yes 
N/A 

We just completed a 3-year strategic-plan that was 
begun in 2015 and contained both program and fund 

development goals.  We have accomplished key 
objectives within the plan:  a full-time director, a new 
source of funding/program, maintenance of quality 
programs, and a more stable outlook in the short 

term.  There is always more work to do, and we will be 

 

United Way of Mason County 

Grant Reporting-General Checklist 2018 
 

The following is a general checklist to assist with grant reporting requirements   

 

Special Note:  As you are likely aware, funding to non-profits is being cut nationwide and thus, becoming increasingly 

competitive.  This means non-profits are being asked to do more with less; provide more transparency and in-depth 

reporting; utilize a collective approach to improving community health and wellness; become more accountable, 

reliable and valid; and enhance data and reporting.  Even the Federal government is championing this new movement. 

For example, according to US Spending.gov:  

 

In May 2014, President Obama signed the Digital Accountability and Transparency Act of 2014 (DATA Act) 

(P.L. 113-101) into law... It will not only make it easier to understand how the Federal government spends 

taxpayer dollars but will also serve as a tool for better oversight, data-centric decision-making, and innovation 

both inside and outside of government. 

 

In addition, the OMB Uniform Grant Guidance of 2014 from the Federal Register – the Daily Journal of the United 

States Government – is clear that those the Federal government continues to fund are going to be held to higher 

standards of reporting, accountability and transparency.  

 

The United Way is committed to increasing its community-wide investment in Mason County; to have a greater 

impact on our populations health and wellness.  However, we must also improve our (the United Way of Mason 

County) reporting to large granting organizations.  To do this, we will be holding those we fund (you the grantee) to 

higher standards of transparency and accountability; reporting that is more in-depth; and the demonstration of 

collective and evidence based approaches and/or actions.   

 

1. Income - Helping families become 

financially stable and independent, while 

ensuring that basic needs are met 

 

A. Families have support for basic needs, 

including shelter and food 

B. Youth and adults develop financial literacy 

skills 

C. Lower-income families move toward 

financial stability 

D. Community members have resources to 

overcome disasters and emotional or 

financial crises. 

2. Education - Helping children and 

youth achieve their potential 

 

E. Children enter kindergarten 

developmentally on track in terms of 

literacy and social, emotional, and 

intellectual skills 

F. Third graders read at grade-level 

proficiency  

G. Young people graduate from high 

school 

 

3. Health - Improving people’s health 

 

H. Community members have access to 

healthier foods 

I. Children and adults decrease overweight 

and obesity and associated chronic 

diseases 

J. Community members have access to 

basic and preventative health services 

K. Youth and adults are healthy and avoid 

risky behaviors 

L. Seniors and people with disabilities 

maximize their self-sufficiency 

 

https://www.usaspending.gov/Pages/data-act.aspx
https://www.federalregister.gov/documents/2014/12/19/2014-28697/federal-awarding-agency-regulatory-implementation-of-office-of-management-and-budgets-uniform


working to revise and update our agency’s strategic 
plan in the coming months.  

We have clearly 
defined what 
activities, action 
items, initiatives 
and/or tactics the 
funds will be used 
for to meet the 
above priorities, 
goals and/or 
objectives 

No 
Develop 

Stage 
Nearly 
Done 

Yes 
N/A 

Agency-wide we are focused on providing high-
quality, learner-centered adult education programs 
that create better-educated, productive communities 
and healthy families. We are committed to continuous 
program improvement within our organization, and 
each year set specific goals for innovative practices 
that we want to integrate into our program.   
 
Our United Way funds specifically support our 
AmeriCorps position, and this position in turn 
supports our instructional, outreach and volunteer 
processes agency-wide. 

 
We have 
specified how we 
will track data 
and indicators 
specific to those 
objectives we 
circled above 
 

No 
Develop 

Stage 
Nearly 
Done 

Yes 
N/A 

Yes.  We have developed thorough measures for 
tracking outputs and outcomes as part of our 
accountability to our state and federal govt. funders 
and other partners such as United Way of Mason 
County and the Washington Service Corps.  Data 
tracked includes numbers of participants and 
participation hours; gains in reading, writing, math, 
and listening; improvements in employability skills; 
and high school diploma attainment.  

We have a 
system or way to 
specifically track 
how we use the 
funds we were 
awarded 

No 
Develop 

Stage 
Nearly 
Done 

Yes N/A 

Funds are tracked using accounting procedures and 
QuickBooks software. The monies from this grant 
were specifically used to pay 85% of our portion of the 
cash match for our AmeriCorps member.   

 
 
We are currently 
partnered with or 
partnering with 
key stakeholders 
to achieve the 
objectives listed 
above and to 
increase the 
impact of the 
funds we were 
awarded 
 
 

No 
Develop 

Stage 
Nearly 
Done 

Yes N/A 

List the stakeholders or coalitions: 
Key Partners that we have active partnerships with 
include: 

 Shelton School District 
 Gravity Program, Education Services District 

113 
 United Way of Mason County 
 South Puget Sound Community College 
 The Evergreen State  

College 
 Pacific Mountain Workforce Development 

Council/WorkSource Mason County 
 Peninsula Credit Union 
 

We are utilizing 
social media, 
video, photo, 
interviews, 
announcements, 
signs, postings to 
market and 
demonstrate the 
use of the funds 

No 
Develop  

Stage 
Nearly 
Done 

Yes N/A 

List all specifics you have done or will do (we will also 
want copies and/or links): 
 
We undertake a variety of activities in order to reach 
potential students and volunteers, share our impact, 
and build support for adult education in our 
community.   Our AmeriCorps member is a critical 
member of the outreach team. 
 



in action (E.g. you 
used the funds to 
obtain books and 
rented space at a 
community event 
to hand them out 
and have videos, 
interviews, new 
articles, and 
photos of events, 
and posted them 
to Facebook, 
Twitter, 
Instagram, etc.). 
 
 
 

In the past 6 months:  
 We held our annual fundraiser, the Spell-e-

bration, which is an important opportunity for 
us to reach into the community, build support 
and let new people know about our mission.  

 
 We’ve recently participated in two college 

volunteer recruitment fairs and the annual 
Shelton/Mason County Expo event. 

 
 A community volunteer created two 10-

minute outreach videos for us that highlight 
our mission and volunteer opportunities.  
These are posted to our website, have been 
shared on Facebook, and will be used in other 
venues. 

 
Other activities include:   

 Facebook posts and posts to website 
Examples of recent posts:   
-Program updates about English Language and 
Basic Studies Programs. 
-Spell-e-bration Promotion 
-Promotion of Mason County Graduation 
Ceremony  
-Announcement about Enrollment in Summer 
Classes 
 Bi-monthly e-newletter to supporters.  
 Daybreak Radio appearances 
 Articles or announcements in local papers 
 We develop, print and post flyers in the 

community, as well as distribute to social 
service/non-profit organizations in our area.   

 We have a set of brochures that we use at 
outreach events and distribute to partner 
agencies.  

 Front window displays at our office on 
Railroad Ave. highlight our classes, student 
successes, upcoming events, and volunteer 
opportunities. 

 We post rotating ads at the Shelton Cinema 
about our services, volunteer opportunities, 
and upcoming events.  

 1-page Student Success Story hand-out that 
can be shared with community members.  

 
Examples are included in attachments.  See links: 
www.soundlearning.co 
 
https://www.facebook.com/Sound-Learning-
288317997893015/ 
 

  

http://www.soundlearning.co/
https://www.facebook.com/Sound-Learning-288317997893015/
https://www.facebook.com/Sound-Learning-288317997893015/


Define the target 
population 
targeted with the 
funds - 
Demographics 
(E.g. age, income, 
education, 
location, gender, 
race, ethnicity, 
language, marital 
status, family 
size, employment 
status, etc..). 

Our target population are individuals age 16 and older who want to develop their English Language 
skills, are in need of a high school diploma; or who need stronger reading, writing, math, technology 
and employability skills in order to reach their vocational goals and economic self-sufficiency.  
 
In 2017-18, 52% of our students were men, and 48% women.  75% of our participants were Hispanic, 
with the remaining portion white and Asian.  45% were 24 years or younger, 47% age 25-44, and 8% 
55 or older.  60% of our students entered the program with less than 9 years of education.  21.5% 
had 9-12 years of education, but no high school diploma.  15% of students entered with a high 
school diploma, interested in improving their skills to prepare for higher education and vocational 
training.  60% of our students enter our program employed and interested in better job 
opportunities, 15% are unemployed at entry, and 25% are not in the labor force at this time.  85% of 
our students are interested in obtaining a job or a better job in the future, and see education a path 
to that goal.   
  

Identify all ways 
the funds were 
utilized (define 
the % allocation 
of funds if used 
for multiple 
components). 

Overhead  

Fees 

Materials/Supplies  

Service 

Employees 

Marketing 

Miscellaneous 

Space rent 

Gas 

Food/Beverage 

Other (please list):   

AmeriCorps Member 

Funds were utilized to pay a portion of the cash match for our 
AmeriCorps member through the Washington Service Corps. Our 
United Way grant covered $6500 of this cost.  The total cost was 
$7600.  The AmeriCorps member each year is a critical member of 
the team.  This individual teaches, develops curriculum and 
materials, recruits and supports volunteers, helps with data 
collection and outreach to the community.   

 
 

 
 
List out what 
events/activities 
you have planned 
over the next 6-
months 
 
 
 

Outreach Events/activities held over the past 6 months: 
-Spell-e-bration, our signature annual fundraiser and community event: May 11, 2018 
-Internship/Volunteer Fair:  The Evergreen State College and St. Martin’s University 
-Super Saturday:  Community-wide social service outreach event sponsored by Asset Building 
Coalition 
-Outreach to local community groups:  such as Rotary and Kiwanis Clubs 
-Shelton/Mason County Community Expo: summer outreach event held in downtown Shelton  
 
Outreach Events/activities planned for the next 6 months: 
-We plan to have a team for United Way Day of Caring 
-Conversation Night between Community Supporters & Program Participants  
-Our Annual Meeting is scheduled for October 2018. 
-Our Holiday Bash, a community thank you and celebration, is scheduled for December 2018. 
 
Core Program Activities:  These occur 42-48 weeks per year 

 English Language Acquisition Program (ELA): 3-4 nights and 7.5-10 hours per week, 5 Levels  
 Basic Studies Program: 4 mornings and 10-15 hours per week, includes online learning 

outside of class time  
 1:1 tutoring by request 

How did you 
determine the 
community need 
you are targeting 
and the target 
population. 

Our organization has been offering quality adult education opportunities for the past 26 years.  Over 
that time we have served thousands of individuals who have improved their language, academic, 
and employability skills.  We have seen a demand for our programs each year.    
 
Each quarter we have students who continue from prior quarters, and new students who enter. 
During the Spring 2018 quarter we started 22 new students in our Mason County program.  We see 



students who want to get started in our program each month of the year.  
 
We also use census information to determine need:   
According to the U.S. Census American Community Survey (ACS) data from 2011-2015, 12% of 
individuals 25 and older in Mason County, or 5,500 individuals, do not have a high school diploma or 
its equivalent.  
 

The median annual earnings for individuals with less than a high school diploma in Mason County are 
$18,679, while those of a person with an associate’s degree are $32,320, an increase of 73% (ACS, 
2011-2015).  Poverty affects the whole family, and low levels of educational attainment have far-
reaching impacts on outcomes from community participation to children’s educational achievement 
(Time for the U.S. to Re-Skill, U.S. Dept. of Education OVAE, 2013).  
 

4.2% of the individuals in our region indicate that they do not speak English “very well”, representing 
thousands of individuals in need of language improvement (ACS 2011-2015). Even entry-level 
positions in the local economy require employees to be able to communicate effectively with their 
supervisor, co-workers, and customers.  
 

  

 
How well does 
the program 
demonstrate a 
meaningful 
linkage between 
community 
needs, program 
activities and 
outcomes? 

None OK Good 
Great 

Trained community volunteers are essential to our 
educational model.  Supported by experienced staff 
and instructors, volunteers enable us to offer classes 
using a small group format that gives students a high 
level of support, practice, and feedback. We strive to 
make students feel welcome and offer learning 
opportunities that are level appropriate and high 
interest.  Our model includes:   
 
1) Partnership between experienced teachers and 

trained volunteers to provide targeted classroom, 
small group and 1:1 instruction;  

2) Learner-centered education built on topics relevant 
to each participant’s experience, strengths, and 
priorities;  

3) Best-practices curriculum in the field of adult basic 
education that blends foundational academic skills 
with employability, life, and computer skills; and, 

4) Flexible scheduling and the availability of childcare 
on a space-available basis to provide optimum 
accessibility.   

 
Our data shows that when students participate an 
adequate amount in the program – on average one 
quarter, they can make a measurable gain in their 
ability.  

During our last complete program year, we served 172 
students in Mason County.  Seventy-five percent of 
learners who pre and post-tested made a level gain on 
the CASAS test, a standardized test used in adult 
education. Over 140 students participated in on-going 



employability skills training that included in-depth job 
search, career exploration, and on-the-job 
communication skills.  90% of participants 
demonstrated and reported improvement in their 
understanding of career planning tools, job search 
skills, and ability to communicate effectively on the job. 
Skills for the workplace are a top priority for our 
participants. 92% of students who attended over 40 
hours reported increased familiarity with functional 
computer skills. Six students received their HS 21+ 
diploma or GED this year, with ten additional students 
making progress towards this goal by passing portions 
of the test or earning HS 21+ credit.  Fifty volunteers 
donated 2,700 hours toward these efforts!  

  

What are the 
intended 
measurable 
outcomes, what 
will you be 
tracking? 
 
 

We are tracking the number of students served and their outcomes:  This includes level 
gains, as well as gains in employability and computer skills.  We also track the number of 
community volunteers and their time.  
 

 In 2017-18 we served 172 students in Mason County.  Our goal was to serve at least 
130. 

 75% of students pre and post-tested made a level gain*, an outcome that requires a 
minimum of 45 hours of participation in the program and demonstrates significant 
progress.  

 In 2017-18, 90% of students who participated in employability lessons demonstrated 
or reported increased understanding of and ability to navigate career exploration 
and job search processes, and improved communication skills.  

 92% of students who attended over 40 hours reported increased familiarity with 
functional computer skills.  

 Six students received their HS 21+ diploma or GED this year, with ten others  making 
progress towards this goal by passing portions of their GED or earning credit towards 
their HS 21+ diploma. The students we work with often need more support/time 
than ‘fast track’ students who can work almost independently to obtain their 
diploma.  

 Fifty volunteers donated 2,700 hours toward these efforts! 
 
*Level gains are defined by the National Reporting System of the U.S. Dept. of Education 
and require on average 60-100 hours of instruction. Levels range from beginning literacy to 
pre-college level.  Students must participate at least 45 hours to receive a post-test, and 
each level represents a significant amount of learning.     

  

 
 
Does the agency 
have (circle): 
 

 

balanced budget 

adequate reserves 

 

 

diversified funding 

Other funding options  

 

 

 



 

 

Additional Information 

 Please provide a copy of your plan of action, strategic plan or a description of this program/initiative. 

 Provide any obtained photos, videos, news articles, websites, social media posts, interviews, or other 

relevant marketing and/or promotional material that were directly related to the program and funding 

we provided. 

 Please provide relevant data and outcome reports, or what you have in process thus far. 

Please see attached.   

Please Complete the following: 

Are you specifically tracking the funds we awarded 

you and able to provide any necessary receipts, 

reports, inputs?  (E.g. computer program, software, 

accounting system) 

 

 

 

Yes, funds are tracked using accounting 
procedures and QuickBooks software.  We can 
provide a copy of the invoice and other reports as 
requested.   
 

 

 

 

 

 

What is/are the name(s) of the program(s) or 

initiative(s) targeting those priorities, goals or 

objectives you listed above? If no name, succinctly 

define/summarize. 

 

List the reference number(s) and/or letters(s) that 

correspond to what you identified in the list above 

 

Adult Basic Edu 

 

 

 
Adult Basic Education:  Strategies for 
Success 
 
We will offer English Language 
Acquisition (ELA), Basic Studies classes 
and tutoring that support adults’ 
development of reading, writing, math, 
communication, technology, and 
employability skills.   
 

 

Area 1C 
 
 

 



 

Do you have a Strategic Plan in place with Goals, 

Objectives, Strategies, Activities/and or Action 

Items? 

 

 

Example:  The overall goal is to Improve 1st Grade-School Readiness 
by achieving an Underlying Goal of Improving Literacy Rates among 
low-income (below Federal Poverty Level) populations.  To do this, 
one objective was to distribute 1,000 books to those populations and 
hold reading events.  
 

Yes, we have a strategic plan that addresses 
outreach, fund development, and program goals.  
An important fund development goal over the last 
few years has been to diversify our funding.   We 
have done that by reaching out to foundations 
who support education and economic self-
sufficiency, maintaining existing relationships with 
donors, and developing new partnerships, an 
example of which is our partnership with the 
Shelton School District and Gravity/ESD 113 to 
offer an Open Doors program for English 
Language Learners age 16-21 years old who have 
recently arrived in the country and are in need of 
English communication, reading, writing, math, 
and technology skills.  
 
We also have program goals, many of which are 
developed through grants we receive through the 
State Board for Community and Technical 
Colleges.  This year we planned to serve over 175 
students agency-wide.  We served 210.  We 
planned to serve at least 130 students in Mason 
County, with 80% of students reporting a gain in 
employability skills.  We served 172, with 90% 
reported a gain in employability skills.  We 
continued the expansion of technology skills in all 
of our classes, and added math to the skills we 
teach in our ELA Program.  
 
In order to achieve this we offer classes and 
tutoring at a variety of times of week to 
accommodate adults’ busy schedules.  Classes are 
7.5 – 10 hours per week.  We offer new student 
orientation opportunities on a regular basis so 
that students can get started throughout the 
year.  
 

Explain them and how you use specifically the funds 

to achieve them. 

 

Example:  We used the $5,000 awarded by the United Way to 
complete the following:   
o purchased 500 books  
o market and pay for space at 3 local reading events where we 

read to children, explained the importance of reading at home  
o distributed books to 450 families 

We utilized the funds to pay for the match for the 
agency’s AmeriCorps member.  This individual 
helps throughout the organization in a number of 



ways: with direct service/instruction to students; 
curriculum development; volunteer recruitment 
and support; data collection; and outreach 
activities including attendance at community 
outreach events, front window displays, and 
facebook posts.   
 

 
Please describe how you marketed (note, we will want 

copies or links to all items). 
 

Interviews (radio, news, TV) 

Social Media Posts (Facebook, Twitter, Next Door 

app, Instagram, Reddit, VK, Vine, Tumblr) 

Flyers, Signage, Digital  

Press Releases 

Community Announcements  

Phone Calls and/or Emails 

Photos and or Videos 

Other:   
-Website 
-Slides at the Shelton Cinema 
-Office Front Window 
-Outreach on 211 and online volunteer recruitment 
listings 
 

Provide us related data (E.g. # of views, how many reached, 
# distributed, # emails or calls made, what people indicate 
as to how they heard about the event, # of posts liked, # of 

posts forwarded, # of community announcements, etc.). 

Sound Learning utilizes many forms of media for 
our outreach efforts.  In addition to our website 
(www.soundlearning.co), we post events, 
program information and updates on 
Facebook.  Our average “reach” on Facebook is 
420 followers.   We have public service 
announcements in the local newspaper, on 
Ifiberone’s website, on the Chamber of 
Commerce website and on KMAS radio 
station.  We have appeared on KMAS Radio’s 
Daybreak talk radio show three times during the 
past six months to promote events, recruit 
volunteers and students.  We have had press 
releases in the local papers as well as an article 
published in the Mason County Journal about our 
Spell-E-Bration fundraising event.   

 

Thank You! 

http://www.soundlearning.co/


 

 

 

 

 

 

 

 

 


