ATTACHMENT A1

TECHNOLOGY MATCHING FUND PROGRESS REPORT

Name of Project:
Business Technology Training Program

Fiscal Agent:
WASHINGTON CASH

Attention:
Kathy Gilman

Attention:  Kathy Gilman
1912 E. Madison Street

Seattle, WA 98122

206.352.1945
   kgilman@washingtoncash.org

Organization:
WASHINGTON CASH
Project #: D4403-D4CT01  
               PO DAD022001

Date      12/13/02


Invoice #:  1
 1  2  3  4  5  6

Reporting Period:
September 2002
to  December 15, 2002
Date of Report   12/13/02



Project Tasks 

Please respond in narrative form to each milestone as listed in the agreement.  Information such as names of key people, dates that tasks were accomplished, problems that were encountered and success gained is important information. Explain any delays and give new estimated dates of completion.

	1
	Sign contracts with instructors and computer lab
	10/15/01



Response:  Our program coordinator, Andrea Dimond, negotiated agreements with Terryl Ross, the instructor of Business Computing and Business Internet, to teach two classes, each 6 hours long, held on Oct. 3rd and Oct. 10th, then again on Nov. 7th, 14th and 21st, at $500 per class.  Andrea also negotiated an agreement with the Midtown Commons Computer Lab to allow us to use their facility free of charge as part of our Community Match.  Andrea also made an agreement with Shelly Robbins for her to teach a 6 hour class in QuickBooks (Business Bookkeeping), $500, and to use the computer lab at her facility at the Quicksource Computer Training Center, also free of charge as part of our Community Match.   No problems or delays were encountered.
	2
	Make fliers announcing the program, copy and send out to 2,500 individuals and organizations
	10/15/01


Response:  Three forms of outreach were used for this first quarter of classes.  We decided that we could fill the classes from our Washington CASH community of low-income business owners, and therefore did not send them out to “2,500 individuals and organizations” for this round.  1)  200 flyers were made and hand delivered at our regular business group meetings to low-income business owners, along with verbal announcements and a sign-up sheet.  2)  The classes were listed prominently in our monthly newsletter that goes out to 250 low-income business owners.  3)  Several e-mail announcements were sent to our list serve.  We were able to fill all classes using these methods of outreach.  However, even though all spaces were filled, not all registrants actually attended the classes.  Therefore we feel a lesson learned is that we should overbook the classes during the next round to allow for drop-outs and still have a full class.

	3
	Complete first round of classes and evaluations
	11/30/02


Response:

# of sessions offered: __3___ Length of each session:  6 hours


# of students registered:_23___  # Completing training__15__

(Include class demographics, results, project outcomes and class products, lessons for others who want to do this)

All class members are low-income business owners that participate in the Washington CASH business training and lending program in King County, mainly from the Central District.  Many participants had requested computer training to help them with their business.  The facilities and the instructors were fantastic, and their were no logistical problems.  The students all gave the classes high marks and felt they were useful.  They particularly liked working on specific projects that they could relate to their business, such as working on a brochure in publisher, or doing market research using the Internet.  The Bookkeeping class was very useful because it was hands on and students could see how they could apply the skills and software directly to their own business, and see the benefits to their business in being more organized.

As mentioned above, one lesson learned is that everyone who registered did not attend the class, despite reminder calls, so the facility and instructor’s time were not utilized to their potential.  We intend to do more outreach and overbook classes next quarter so as not to repeat the lower than expected turnout.

Instructor Terryl Ross gave the following specific recommendations to maximize the effectiveness of the trainings:  1) Gear Future Technology Classes to Specific Projects,  2)  Provide Students with Open Lab Opportunities, and 3) Train a Washington CASH participant to become a technology consultant so that assistance is ongoing.  We agree these recommendations are useful and will try to implement them.

Materials Used: (Such as curriculum, handouts, resource links, promotional flyers. Please attach copies)

Attached (mailed in) are course outlines, outreach flyers and newsletter, registration forms, attendance sheets, evaluations.

	4
	Enter information in the City online directory for Washington Cash (http:cityofseattle.net/tech/techmap.htm).
	12/15/02

	
	Submit Invoice 1 and Progress Report, along with class materials, publicity, evaluation and evaluation results summary
	12/15/02


Response:   Information on Online Directory entered 12/12/02.  Invoice and Progress report submitted.  Evaluation Summary:  All evaluations were positive and stated that the classes were useful and the instructors excellent.

	5
	Promote second round of classes
	1/31/03


Response:

	6
	Complete second round of classes and evaluations

	2/28/03


Response:

# of sessions offered: _____ Length of each session: ____


# of students registered:____  # Completing training____

(Include class demographics, results, project outcomes and class products, lessons for others who want to do this)

Materials Used: (Such as curriculum, handouts, resource links, promotional flyers. Please attach copies)

	7
	Complete semi-annual evaluation of program and training needs assessment
	2/28/03

	8
	Submit Invoice 2 and Progress Report, along with class materials, evaluation and evaluation results summary
	3/15/03


Response:

	9
	Promote third round of classes
	3/31/03


Response:

	10
	Complete third round of classes and evaluations
	4/30/03

	11
	Submit Invoice 3 and Progress Report, along with class materials, publicity, evaluation and evaluation results summary
	4/15/03


Response:

# of sessions offered: _____ Length of each session: ____


# of students registered:____  # Completing training____

(Include class demographics, results, project outcomes and class products, lessons for others who want to do this)

Materials Used: (Such as curriculum, handouts, resource links, promotional flyers. Please attach copies)

	12
	Promote fourth round of classes
	5/31/03


Response:

	13
	Complete fourth round of classes and evaluations
	6/30/03

	14
	Submit Final Report and Invoice 4 to the City along with class materials, publicity, evaluation and evaluation results summary
	7/15/03


Response:

# of sessions offered: _____ Length of each session: ____


# of students registered:____  # Completing training____

(Include class demographics, results, project outcomes and class products, lessons for others who want to do this)

Materials Used: (Such as curriculum, handouts, resource links, promotional flyers. Please attach copies)
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