GUIDANCE FOR PROPOSAL NARRATIVE 
[bookmark: _GoBack]A prescribed form for the Proposal Narrative is not provided. Applicants should prepare the Proposal Narrative in single space in font size of 12 on 8-½ x 11 inch white paper with 1” margins on the top, bottom and both sides of the paper. The following information must be provided in a ½” header on each page: the name of the requesting agency, the project title, and the respective District Priority Code number. All pages must be consecutively numbered. 
In completing the Proposal Narrative, the City recommends that applicants be as specific as possible to facilitate evaluation of the proposed activity; and that they not over-promise but make realistic projections as to what they can reasonably achieve.
The focus areas set forth by the Mayor and City Council must be a primary consideration in the allocation of CDBG funds. Applicants are strongly encouraged to plan programs that will work towards at least one of the three focus areas and should identify in the proposal narrative which focus area(s) will be emphasized.
· Implement long- and short-term strategies to reduce violent crime 
· Strengthen the working relationship with the School Board for the purpose of improving education in City Schools 
· Grow Danville 
Proposal narratives must include information on:	
· Need for Program
· The need for your proposed program in your community and the problem to be addressed by the program. Provide data that supports the need for your program, as well as the source of the data.
· Description of Use of Funds 
· Provide a description of the services you propose or the activities for which the funds would be used. 
· Indicate how you will identify clients. Provide an estimate as to the number of clients to be served and describe them in terms of age, gender, ethnicity, income-level, and other defining characteristics.
· Be very specific about who will carry out the activities, the location in which they will be carried out, the period over which the activities will be carried out, and the frequency with which services will be delivered.
· For service programs, include how you propose to coordinate your services with other community agencies and leverage their resources.
· Program Monitoring
· Describe how you will monitor progress in implementing the program. Attach copies of all data collection tools that will be used to verify achievement of program goals and objectives. Describe who will be responsible for the monitoring process.
· Experience/Capacity of Your Agency
· Provide a concise description of your agency’s purpose and the history and success in delivering these services.
· Identify CDBG funding for this program (by District and Fiscal Year) for the past five years.
· Identify funds being sought or committed for this program for FY2017-18 and/or FY18-19.
· Describe your agency’s total current operating budget and the major sources and uses of funding.
· Describe the agency’s fiscal management, disbursement methods, financial reporting, record keeping, and accounting procedures.
· Indicate whether or not your agency pays all payroll taxes and worker’s compensation as required by Federal and State law.
· Indicate whether your agency has a written policy, affirmative action plan and grievance procedure. 
· Staff Capacity 
· List the staff, consultants, tutors, and volunteer, as applicable, that will be involved in carrying out the proposed program. Where known, describe the experience and expertise of the individuals who will be responsible for program implementation.
· Facilities Where Activities will be Carried Out 
· Describe the site where the program will be implemented. How will clients get to the facility? What efforts will your agency and partners make to promote your program and reach isolated individuals? Describe how the facility complies with Americans with Disabilities Act (ADA) requirements relating to accessibility.
· Other City Contracts 
· Identify any current contracts awarded by City Departments other than Housing and Development; and provide for each the amount awarded, the funding source, the services provided and the performance period.

