SAMPLE


	PROGRAM ASSIGNMENT FORM
INSTRUCTIONS (read carefully before beginning):
Provide COA with information about each site at which you provide programs or services.  Also, include the organization's central or main office regardless of whether services are provided at this site.  Once you complete this section, you will be prompted to add information for each program that is located at this site.  If you have more than nine (9) programs located at one of your sites, please let us know as we will need to send you separate instructions for that site.

Note that you MUST complete all of the site and program information for each separate site in one sitting.  Once you click submit, the information is sent to COA and cannot be edited until your intake call.  You will receive a printable copy of the information via email.  Please save a copy for your records.

To view a blank copy of the entire program assignment form and prepare the answers to all questions before filling out the survey, click here.

Click "Next" to begin.


	 



	

	

	1.

PERSON COMPLETING THIS FORM

After clicking "Submit", a printable copy of the Program Assignment Form will be sent to the name and email address listed below.

 

First Name: 

[image: image1.wmf]


 

Last Name: 
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Email Address: 
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	2.

SITE INFORMATION
Submit information for the site below.  Please include the main site or headquarters of the organization even if no programs are provided at this site.

 

Street Address: 

[image: image4.wmf]


 

City: 
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State/Province: 
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ZIP/Postal Code: 
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	3.

Country:

 

[image: image8.wmf]

-Select one-


 



	4.

Phone:
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	5.

Fax:
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	6.

This site is located in the following environment:

 

 [image: image11.wmf]

-Please select one-


 



	7.

Please select "True" if this site is the central or main office of the organization. If it is NOT the central or main office, please select "False".

 

 [image: image12.wmf]

-Select one-


 



	8.

Indicate the distance that this site is from the central or main office:

 

[image: image13.wmf]


 Please indicate distance using miles, kilometers or hours.

 



	9.

Are there any programs located at this site?

 

 [image: image14.wmf]

-Select One-


 



	Program Information
Please provide COA with information about each program or service at this site only. Do not exclude any programs or services. Submit your first program below and then click "yes" if you would like to submit additional programs at this site.  

NOTE: During your intake call, COA will determine whether a program or service is excluded from review.

 



	10.

Program Name:
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	11.

Program population(s) served (check all that apply):[image: image16.wmf]

0


 

[image: image17.wmf]
Adults

 

[image: image18.wmf]
Children/Youth

 

[image: image19.wmf]
Families

 

[image: image20.wmf]
Immigrants

 

[image: image21.wmf]
Juvenile Justice/Youth Justice

 

[image: image22.wmf]
Native American/Aboriginal/First Nation

 

[image: image23.wmf]
Physically/Behaviorally Challenged

 

[image: image24.wmf]
Seniors

 

[image: image25.wmf]
SPMI
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Other

 



	12.

Program budget size:

 

[image: image27.wmf]

 

Please use whole numbers or decimals. Do not include commas or dollar signs in your answer.

 



	13.

Length of time program has been in operation:
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Please indicate length of time in months or years.

 



	14.

Number of full-time staff employed in the program:
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Please indicate as a whole number.  If there are no full-time employees, please enter "0".

 



	15.

Number of part-time staff employed in the program:
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Please indicate as a whole number or decimal.  If there are no part-time employees, please enter "0".

 



	16.

Number of volunteers utilized in the program:
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Please indicate as a whole number or decimal.  If there are no volunteers utilized, please enter "0".

 



	17.

Number of clients served in the last fiscal or calendar year:

 

[image: image32.wmf]

 

Please indicate as a whole number or decimal.  If the program was not in operation last year, please enter "0".

 



	18.

Describe the services provided by this program. Be as specific and comprehensive as possible to cover all aspects of the program's components.
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	19.

What is the goal or expected outcome of this program?
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	20.

What is the program’s target population?
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	21.

Where does the work with the client(s) occur?[image: image36.wmf]

0


 

[image: image37.wmf]
Office
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Residential Setting
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Client Home
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School
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Another organization
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Other

 



	22.

Please specify other settings:
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	23.

Describe the staffing of this program and include program staffing credentials.

 

[image: image44.wmf]




 



	24.

Any other information you would like COA to be aware of not covered elsewhere in this form:
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	25.

Are there additional programs at this site?
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-Select One-
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