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Mail Stop 65115

Memorandum

To:

Management Committee Members

From:

Director, Upper Colorado River Fish Recovery Program, Mountain-Prairie Region

Subject:
FY 2008 Annual Reports -- DUE DATE:  November 14, 2008
Attached are instructions for preparing the FY 2008 annual reports.  These reports are due to Program coordinators in electronic format by close of business on Friday, November 14, 2008.

The attached instructions have been sent to technical committee members and to other principal investigators via the fws-coloriver listserver.  Please make sure that the appropriate individuals in your agency or organization are aware of (and meet) their responsibilities for preparing these reports.  I would appreciate it if you would specifically remind them to note and adhere to the appropriate current report format and also to accurately report expenditure of FY 2008 funds.

My office will review each annual report and work with authors to make any necessary revisions before posting the FY 2008 annual reports to our website.  Unsatisfactory reports will be returned to authors for correction.

Attachment
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Colorado River: FY 2008 Work Plan

Project Reports

Mail Stop 65115

Memorandum

To:

Biology Committee and Interested Parties/Consultants

Information and Education Committee and Interested Parties

Water Acquisition Committee and Consultants

Recovery Program Staff

Principal Investigators

From:

Director, Upper Colorado River Endangered Fish Recovery Program

Subject:
FY 2008 Annual Reports

DUE DATE:  November 14, 2008
(Please read these instructions carefully!)

November is fast approaching and that means . . . ANNUAL REPORT TIME !  Instructions for preparing and submitting your annual reports are outlined below.

WRITTEN REPORTS
Attachment 1 lists FY 2008 projects, their lead implementing agency and principal investigators, and the Program coordinator.  The lead agency should submit an annual report NO LATER THAN close of business on Friday, November 14, in electronic format to the appropriate Program coordinator(s).  Generally, these are:
Water acquisition - jana_mohrman@fws.gov;

Instream flow, floodplain restoration, and nonnative fish – tom_chart@fws.gov;

Fish passage & screens, propagation & genetics, research, monitoring, & data management - tom_czapla@fws.gov;

Information, education & public involvement - debbie_felker@fws.gov;

Program management - angela_kantola@fws.gov.
Your annual reports should adhere to the appropriate FY 2008 report format.  Formats for population estimate reports and all other reports are attached.  In addition, nonnative fish reports need to include the information as specified in report guidance provided by Tom Chart.
Please read the explanation about the type of information requested in each section of the report carefully -- it is intended to provide guidance to enable you to submit complete, professional and polished reports.

I would like to specifically remind you:

That a discussion of initial findings is required in Section VI of the report.  

That the “Recommendations” section (Section VII) specifically requests any recommendations for RIPRAP revisions and future Program Guidance.  

That if the project is scheduled to continue through FY 2009 and beyond, you are asked to provide an assessment of whether it should be considered on-track and ongoing in Section VIII. 

In Section IX. D., if your project was funded by the Bureau of Reclamation, to report the status of work accomplishment in terms of the percent of the work completed, and the projected costs to complete any remaining work.  This information (and an accurate reporting of funds expended in Section IX.B) is absolutely necessary so that any surplus funds can be identified.  This section will help Reclamation ensure timely billing by agencies and contractors and will free up unliquidated funding obligations.  If you do not report this information, Reclamation may consider all of your unliquidated obligations to be surplus and may de-obligate them or deduct them from your FY 2009 fund transfer.

In Section IX. E., to note Recovery Program funds spent on publication charges (even if it’s $0.)  

That in Section X., status of data submission, “on track” is not an acceptable response.  Instead, please indicate “not applicable,” “data submitted on                 (date),” or “submission pending completion of data collection, expected                 (date).”

In the Signature section, XI, to please insert your name as your “electronic signature.”

To remember to number your pages.

The electronic format for your reports should be: 

Word or rich text (RTF) format.

12-point font

1" top, right, & left margins

0.5" bottom margin

Page numbers at bottom center in the format Project number-Page number (e.g., for FWS Program Management, Project #3, the pages would be numbered 3-1, 3-2, etc.).

Please do not consider annual reports to be just a paper exercise.  They must explain the progress and findings of each project in order to provide the information needed by Program managers, coordinators, and participants to properly evaluate and guide efforts to recover the endangered fishes.  If you have questions about report content or need any help preparing your report(s), please contact the appropriate Program coordinator, and they will be happy to help you.

I have asked each Management Committee representative to make sure that the appropriate individuals are aware of their responsibility for responding to this request and see that annual reports for their agency or organization's projects are professionally done, submitted on time, and in the format outlined in this memorandum.

Again, reports are due to the appropriate Program coordinator no later than close of business on November 14.  Based on comments received in previous years, the Program Director’s office thoroughly reviews each report and works with authors to make any needed revisions before posting the FY 2008 annual reports to our website.  

THANKS
I realize that preparing and presenting annual reports is a significant burden on our research and technical Program participants.  However, Program evaluation is a key to an efficient and effective recovery effort.  I encourage you to take these reporting requirements seriously, as the information obtained in the annual reporting process will have a significant effect on any RIPRAP updates and future funding considerations.

I appreciate your effort and cooperation in the Recovery Program's reporting process.  If you have questions, please contact me, Angela Kantola, or the appropriate coordinator.

Attachments (in separate files)
