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NEW YORK STATE OFFICE OF CHILDREN AND FAMILY SERVICES

BUREAU OF TRAINING

VENDOR’S TRAINING AND ADMINISTRATIVE ACTIVITIES QUARTERLY REPORT 

FORM OCFS-4799  
I. CONTRACT/WORK PLAN INFORMATION
	
	Contract/Work Plan Period

	
	

	Vendor
	Project Code

	
	

	Contact Person
	Contract Number

	
	

	BT Training Manager 
	Reporting Period

	
	

	BT Supervisor
	Contract/Work Plan Title

	
	


	
	

	II. QUANTITATIVE SUMMARY OF TRAINING DELIVERIES 
 

	Deliverable

Title
	Contracted
	Completed (by Quarter)
	Completed Totals to Date

	
	# Days (D)
	# Trainees
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III. STATUS OF DELIVERABLES BY CATEGORY
A. Training (Classroom, Workshops, Courses, Coaching, and Special Topics)

B. Distance Learning (Virtual Classroom, Videoconferences, Teleconferences, and Computer-Based Training)
C. Seminars, Symposiums, Conferences, Forums, Institutes, and Meetings
D. Curriculum, Materials, Public Service Campaigns, and Multimedia Development 
E. Technical Assistance
F. Other Activities

IV. STATUS OF SPECIFIC DELIVERABLES PROVIDED THROUGH PUBLIC VENDOR SHARE

(Skip this section or subsections if not applicable.)

A. Training (Classroom, Workshops, Courses, Coaching, and Special Topics)

B. Distance Learning (Virtual Classroom, Videoconferences, Teleconferences, and Computer-Based Training)
C. Seminars, Symposiums, Conferences, Forums, Institutes, and Meetings
D. Curriculum, Materials, Public Service Campaigns, and Multimedia Development 
E. Technical Assistance
F. Other Activities

V. STATUS OF CONTRACT/WORK PLAN ADMINISTRATION 
VI. STATUS OF CONTRACT/WORK PLAN CHANGES

VII. SUMMARY FOR COMPLETED DELIVERY YEAR   
(Complete this section for the fourth (final) quarterly report submittal only.)
A. Contracted Deliverables
B. Outcomes

C. Outstanding Issues

D. Future Opportunities 
INSTRUCTIONS FOR COMPLETING FORM OCFS-4799
Purpose of Form:   

To provide a quantitative and qualitative summary of the progress and status of training and administrative activities during the completed quarter and to create a quantitative/qualitative history of the work plan accomplishments during the completed quarter and, ultimately, the delivery year. Quarterly reporting provides the vendor an opportunity to review completed and pending obligations across the entire contract/work plan.
	Item Heading
	Instruction

	I. CONTRACT/WORK PLAN INFORMATION
	

	Vendor
	Provide the full official name of vendor organization (i.e., the contractor, training provider, etc.).

	Contact Person
	Provide the name of the individual representing the vendor organization for the purposes of this report.

	BT Training Manager
	Provide the name OCFS BT Training Manager assigned to this contract/work plan.

	BT Supervisor
	Provide the name of the person supervising the Training Manager.

	Contract/Work Plan Period
	Provide the period covered by the contract/work plan (e.g., 1/1/14 – 12/31/14).

	Project Code 
	Provide the identifying code associated with the current work plan.

	Contract Number
	Provide the contract number.

	Reporting Period
	Provide the quarter covered by this report (i.e., choose 1, 2, 3, or 4 for standard Contract/Work Plans).

	Contract/Work Plan Title
	Provide the title of this contract/work plan.

	II. QUANTITATIVE SUMMARY OF TRAINING DELIVERIES
	 

	Deliverable
	Provide the name of each Contract/Work Plan deliverable as identified in Form OCFS-3102, Training and Administrative Activities List (TAAL).  Insert additional rows if needed.

	Contracted # Days
	For each deliverable, provide contracted the number of training days in this Contract/Work Plan.

	Contracted # Trainees
	For each deliverable, provide the contracted the number of trainees in this Contract/Work Plan.

	Completed by Quarter - D
	For each deliverable, provide the actual number of training days delivered during each of the completed quarters. 

	Completed by Quarter - T
	For each deliverable, provide the actual number of trainees who received this deliverable during each of the completed quarters.

	Completed Total # Days
	For each deliverable, provide the sum of the actual training days delivered for all completed quarters to date (sum across).

	Completed Total # Trainees
	For each deliverable, provide the sum of the actual trainees who received this deliverable for all the completed quarters to date (sum across).

	Totals
	In each column, provide the sum of the data in that column (sum down).

	III.  STATUS OF DELIVERABLES BY CATEGORY
	

	A. Training (Classroom, Workshops, Courses, Coaching, and Special Topics)
	Describe the progress in accomplishing planned deliverables in the training activities category for the quarter including successes and achievements. 
Discuss:

· Accomplishments

· Difficulties or delays in achieving objectives and actions taken to resolve these difficulties

· Known reasons for trainee no-shows 

· Canceled courses, the reasons for their cancellation, and the rescheduled date 

Unusual or unexpected results including why courses did not meet the established learning expectations (reference completed evaluation reports)

	B. Distance Learning (Virtual Classroom, Videoconference, Teleconferences, Computer-Based Training)
	Describe the progress in accomplishing planned deliverables in the category of distance learning activities including successes and achievements. 
Discuss:

· Accomplishments

· Difficulties or delays in achieving objectives and actions taken to resolve these difficulties

· Known reasons for trainee no-shows  

· Canceled events, the reasons for their cancellation, and the rescheduled date

· Unusual or unexpected results including why courses did not meet the established learning expectations (reference completed evaluation reports)

	C. Seminars, Symposiums, Conferences, Forums, Institutes, and Meetings
	Describe the progress in accomplishing planned deliverables in the category of Seminars, Symposiums, Conferences, Forums, Institutes, and Meetings including successes and achievements. 
Discuss:

· Accomplishments

· Difficulties or delays in achieving objectives and actions taken to resolve these difficulties
· Known reasons for participant no-shows
· Canceled events, the reasons for their cancellation, and the rescheduled date

· Unusual or unexpected results including why courses did not meet the established learning expectations (reference completed evaluation reports)

	D. Curriculum, Materials, Public Service Campaigns, and Multimedia Development
	Describe progress in accomplishing planned deliverables/milestones in the category of Curriculum, Materials, Public Service Campaigns, and Multimedia including successes and achievements. 
Discuss:

· Accomplishments

· Difficulties or delays in achieving objectives and actions taken to resolve these difficulties

· Delays in meeting Contract/Work Plan milestones, reasons for the delay, and the updated schedule

	E. Technical Assistance
	Describe progress in accomplishing planned deliverables in the category of for technical assistance efforts and results including successes and achievements. 
Describe technical assistance provided, to what audience and why.

· Report any issues that have developed during this reporting period.

	F. Other Activities
	Describe progress in accomplishing planned work in the category of Other Training and Administrative Activities including successes and achievements.
Any deviation from planned activities would require prior approval.

	IV. STATUS OF SPECIFIC DELIVERABLES PROVIDED THROUGH PUBLIC VENDOR SHARE  (A-F)
	This section of the report only applies to certain public training vendors. All others should simply write in NA.
If and where applicable, for each category, describe the progress and results of activities produced through any public vendor share contained in the budget. .  
Examples of such services include services or work products provided through college or university faculty.    


	V. STATUS OF CONTRACT/WORK PLAN ADMINISTRATION
	Describe the status of the vendor’s administration of the contract/work plan. This might include any changes in vendor leadership impacting the contract/work plan and status of claiming and reimbursement activities.

	VI. STATUS OF CONTRACT/WORK PLAN CHANGES
	Describe any formal changes to the contract/work plan, deliverables, budget, and staffing that were made or initiated during the quarter.  Identify the means and status of the change effort.



	VII. SUMMARY OF COMPLETED DELIVERY YEAR   
	This section applies only to the fourth (final) quarterly report submittal only. In all other quarters simply write in NA.



	A. Contracted Deliverables
	Summarize the contracted deliverables produced and not produced for the full year.  

	B. Outcomes
	Identify the measureable outcomes from the completed activities of contract/work plan. For example, summarize overall learning gain as measured by program evaluations.

	C. Outstanding Issues
	Summarize any outstanding issues, if any, relative to fulfillment of the contract/work plan and its administration. Propose corrective actions for OCFS consideration.

	D. Future Opportunities
	Provide observations about unmet or emerging needs and how these might be addressed in the future.


Notes:
· In any reporting area, if there were issues noted in the previous quarterly report, the vendor should provide an update on their status.  
· Vendor may add extra space to the form as needed or use attachments and cite the corresponding attachment in the space provided on the form. 

· This form is designed for the majority of Contract/Work Plans, which are only four calendar quarters in length.  As such, the “Completed by Quarter” columns on the form contain only quarters 1-4.  For those agreements that are amended to extend into a second year, the vendor should use a new copy of this form to document deliverables and rename the “Completed by Quarter” columns to “5,” “6,” as needed.
· If this is a first quarter report, include the following:
· Copies of level-1, level-2 and level-3 (if applicable) evaluation instruments.
Person to contact for any questions:  Assigned BT Training Manager
