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1. Network Business Planning and Reporting Processes
1.1 Introduction
This Business Plan Development and Reporting Workbook (Workbook) is intended as a template to support annual business planning, biannual reporting, and annual reporting by Alberta FASD Service Networks (Networks).  Networks conduct planning and reporting and submit Business Plans each fiscal year to the Government of Alberta FASD Cross-Ministry Committee (FASD-CMC) in accordance with the FASD Service Network Operating Grant Policies.    
1.2 Purpose
The Network Business Plan has four purposes: 

1. Requiring Networks to plan how they will use grants received from the FASD-CMC to enhance, sustain or develop new FASD programs and services, and improve Network governance and operations, all of which are based on demonstrated community need and Network priorities.
2. Demonstrating how each action aligns with the current FASD-CMC Strategic and Operational Plan (S&O Plan), key direction-setting documents identified in the S&O Plan, and how the Network plans to evaluate actions, measure results and contribute to data collection and information sharing.
3. Allowing the FASD-CMC to evaluate the sufficiency of proposed Network activities according to the current FASD-CMC S&O Plan and the Network Program Operating Grant Policies.
4. Keeping the FASD-CMC and the Provincial FASD Program Coordinator informed of planned Network activities and expenditures.  
The purpose of the Reporting Documents is to provide an update on deliverables (Network actions) to the FASD-CMC and Human Services. The reports are in the form of a biannual report and annual report. Information in these reports must demonstrate alignment with the latest annual FASD S&O Plan and the Operating Grant Policies. 
1.3 The Planning and Reporting Cycles
Networks are required to prepare and submit several planning documents for each upcoming fiscal year as part of the process of applying to the FASD-CMC for funds. Workbooks and Templates for these documents are found in the Operating Grant Policies Part B Appendices. Documents are submitted to Human Services, which administers grants to the Networks on behalf of the FASD-CMC. These documents include:
· A Network Business Plan (see Part B: Appendix C)
· A Grant Application (see Part B: Appendix D)
· A GoA Schedule B - Financial Reporting Template (see Part B: Appendix G).
Networks are then required to prepare and submit two reporting documents during the fiscal year in order to keep the FASD-CMC up to date on current activities:
· A biannual report halfway through the year

· An annual report at the end of the year that provides an overview of all funded activity that took place during the fiscal year.

This Workbook provides a template for the Business Plan (and for any revisions or subsequent grant requests), Biannual Report, and Annual Report. Networks are encouraged to adhere to the format and information requested in this Workbook as they prepare their Business Plans. 

The FASD-CMC recognizes that Networks may have other sources of funding, in addition to their grants from the FASD-CMC.  Network Business Plans should only include planned activities and expenditures that concern funding from the FASD-CMC.  In other words, Networks are not required to document planning related to other sources of funding.

Budget information in all documents must be the same.
Submission Deadlines: Please see section 1.4 Submission Information below.
This workbook is broken into three sections that will be completed throughout the year:
1. Business Plan
2. Biannual Report

3. Annual Report

Please fill out all information requested. Every request for information in each section has a description of what is requested. Networks are encouraged to keep the business plan section under 25 pages long. 
1.4 Submission Information
An electronic version of the Business Plan, Biannual Report, and Annual Report Submission should be provided to:
Cathy Cross
Provincial FASD Service Network Program
3rd Floor, Standard Life Building

10405 Jasper Avenue NW
Edmonton, AB, T5J 4R7
Phone: 780.643.3874
Email: cathy.cross@gov.ab.ca 
Business Plans must be submitted for the upcoming fiscal year no later than January 31 of the previous year. The Biannual Report is due 30 days after the end of quarter two. Annual Reports are due no later than 90 days after the grant period end date.
	Fiscal Year
	Business Plan Submission Date
	Biannual Report Submission Date
	Annual Report Submission Date

	April 1, 2017 – 
March 31, 2018 (17/18)
	January 31, 2017
	October 30, 2017
	No later than 90 days after March 31, 2018

	April 1, 2018 – 
March 31, 2019 (18/19)
	January 31, 2018
	October 30, 2018
	No later than 90 days after March 31, 2019

	April 1, 2019 – 
March 31, 2020 (19/20)
	January 31, 2019
	October 30, 2019
	No later than 90 days after March 31, 2020


Questions regarding the Business Planning and Reporting processes should be directed to Cathy Cross.
2. Business Plan

2.1 Network Information 

Please complete and provide the following table of Information
	Network Information

	Network Name
	

	Catchment Area
	Briefly describe your Network geographic area:  provide a map, list names of cities/towns, etc.

	Is the Network incorporated under the Societies Act?
	☐ No
☐ Yes
Names and contacts of two Executive Board members:

· 

	Name of Banker, if used
	· 

	Network Leadership Team Lead/Chair
	· Names and contact information

	Network Leadership Team 
	· List of names only 

· 
	· 

	Fiscal Year (upcoming)
	This means the year that you are planning for, which is the next fiscal year.


2.2 Vision for Coming Year
The vision should briefly describe what your Network plans to accomplish over the coming fiscal year.  This description helps to summarize for the FASD-CMC, the Network and the broader community how the Network will work to address FASD over the next year.  This description should speak to:

· How the Network will enhance services and supports that address FASD 
· The impact the Network intends to have in addressing FASD
· How the Network plans to develop and to work collaboratively with the community over the coming year.
It is important to note that this description is not intended to repeat the list of specific priorities or Actions outlined below.  The intent is to provide Networks with an opportunity to describe, in a straightforward and accessible way, what it plans to accomplish within the community over the coming year.  The description should be succinct (3 pages or less).
2.2.1 Longer-term Vision
The Network’s longer-term vision should describe what your Network hopes to accomplish over the next several years, which may include goals or projects that require more than one year of effort and funding to complete. The description of the longer-term vision should be no more than 2 pages in length.  
2.3 Priorities and Actions
This section provides an opportunity for Networks to (1) identify their priorities, (2) provide their rationale or reasoning for choosing these, and (3) to offer specific actions, which answer the question of how a Network will make a difference in its priority areas. 
2.3.1 Priorities and Rationale
Networks should establish business priorities for the coming year based on:
· Their vision for success

· Identified needs in the community for services and supports to address FASD across the lifespan. 
· Identified needs to improve Network operations.
The rationale should identify where information about community needs came from (e.g., surveys, formal community needs assessments, client feedback, community engagement, demographic or other data) and a brief description of those expressed needs.    

Networks are collaborative and community-driven, and the FASD-CMC recognizes that they may identify the needs in their communities in a variety of different ways – no one method for community engagement or needs assessment is mandated.  
The examples in the table below are provided to illustrate this requirement.  Specific priorities and rationale will be unique to each Network.
Example: Network Priorities and Rationale 
	Business Priorities
	Rationale

	1.  Increase the availability of multi-disciplinary FASD assessments for adults.
	A survey of clinics within the Network catchment area determined that there are very few available opportunities for multi-disciplinary FASD assessments for adults.  No resources or programs are dedicated to diagnosis for this population in particular.

	2.  Improve rural access to indicated prevention services.
	A Community Needs Assessment identified a lack of indicated prevention services in rural areas, as well as a strong need for those services – there are a large number of women in rural areas considered to be “at-risk” of FASD births.  

	3.  Enhance support opportunities for urban Aboriginal youth affected by FASD.
	A large proportion of youth (aged 13-17) affected by FASD in the city of _____ are Aboriginal youth, according to a survey of local providers of services to youth.  In addition to the challenges associated with FASD, many of these youth are reportedly facing challenges related to educational achievement, housing and positive peer involvement.  Existing FASD support services for youth lack an explicit focus or competence in dealing with Aboriginal culture and issues.

	4.  Improve Network governance 
	Network members report confusion regarding roles and responsibilities within the Network, especially in the areas of leadership and reporting relationships.  In addition, there is a desire to establish a standardized process to make funding decisions so as to mitigate identified risks associated with conflict of interest.


2.3.2 Network Actions: Planning and Budgeting 
An action is a funded program/service or other Network activity that addresses a particular business priority. Actions that are wholly or partially funded by grants from the FASD-CMC must align with the current FASD Strategic and Operational Plan (S&O Plan) and the Operating Grant Policies.
Actions related to improving Network operations are associated with Strategic Pillar #5, Organizational Learning. It is not the intention for Networks to list all the activities of the staff employed to provide day-to-day support to the Network.  However, this is an opportunity to present identified priorities to improve Network operations, other than service delivery.  
The funding amounts identified for each Action in this Business Plan must be equal to the funding amount for Actions identified in Schedule B. 
The FASD-CMC recognizes that Networks are required to plan budget allocations before the amount of their grants can be confirmed.  For this reason, planning and budgeting for the next year should assume the same amount of funding that the Network received for the current year.  Therefore, the actions described in the Grant Application Table below do not reflect a “wish list” of Network spending; instead they represent planning that assumes stable funding levels.  Networks may have to adjust their projections once the grant amount is determined.  Conducting planning and budgeting based on the previous year’s funding will help minimize changes to Business Plans.
2.3.3 Grant Application Table 
Please use the following table to fully describe EACH action for which you are applying for a grant.  This table provides the complete description of a single action. Each action requires a separate table. Please fill out all fields for each action. 
Once the action is funded, any changes to the action must be resubmitted to Human Services, Manager of FASD Initiative, who will provide approval in writing. Please identify any changes made to the fields in the Table in red. 

The only information that can change without prior approval is the number associated with the action.  You may wish to change the action numbers in order to delete actions that were not funded. 
Colour coded fields differentiate between budget information required for the biannual and annual reports: 

	Report Type
	Colour

	Biannual Report
	Beige

	Annual Report
	Green


Grant Application Table:  Please fully describe each Network Action separately:
	Action #: 
Network Action: 
Date:
Version: 
	FASD-CMC Grant:
	Service category: Level 1 Prevention (Awareness)
	

	
	
	Service category: Level 2 Prevention 
(Safe Conversation)
	

	
	From Human Services
	
	Service category: Level 3 and 4 Prevention 

(e.g. PCAP) 
	

	
	
	
	Service category: Assessment/Diagnosis
	

	
	From Health
	
	Service category: Supports for Individuals and Caregivers
	

	
	
	
	Service category: Organizational Learning                                   
	

	Business Priority and Rationale
	Describe the business priority, the source that identified the need (e.g. a community needs assessment), and why this need is a priority for the Network (see Workbook Section 2.3.1 above).      

	Network Action

Description 
	A brief description of the intended Network action, and how this action responds to the Network priority.

	Alignment with FASD-CMC’s S&O Plan
	To align this Network Action with the FASD-CMC S&O Plan, identify a corresponding S&O Plan Action number (See Operating Grant Policies Part B: Appendix A). S&O Plan Action numbers identify all components in the S&O Plan to which this Network action must align. For example, S&O Plan number 4.3.2 identifies the Strategic pillar and Goal (#4), the System or Client Outcome and associated performance indicators (#3), and the Action and associated key direction-setting documents (#2). If your Network action does not directly align with an S&O Plan Action, then align the Network Action with the S&O Plan System or Client outcome (e.g. 4.3).

	Key Activities, implementation timeframes and alignment with Operating Grant Policies (OGP)
	List 1-5 key activities that will be required to execute the Action and the timeframe within the next fiscal year in which the activities will be implemented. 
Please refer to Operating Grant Policies Part A: Section 5, and describe the steps you are taking to implement direction setting documents, approaches and practices. 

	Evaluation 
	Describe how this Network Action will be evaluated and how you are contributing data to S&O Plan performance indicators. Identify if you are reporting data to ORS and Penelope, and if you are using other evaluation tools and templates (Operating Grant Policies Part B: Appendix B). If you are developing new evaluation tools, please describe how these tools align with and contribute to S&O Plan performance indicators, how data is being collected, stored and shared, and attach a copy of the new survey tool or template in the biannual Report.

	Service Delivery Partners
	List current and proposed partners contracted to provide service delivery for this action.  Your Network may not have entered into a formal agreement with this partner for the upcoming year. Identify whether each partner is proposed or currently contracted. Confirmation of all agreements is to be reported in the  biannual report.

	Number of clients to be served
	Baseline:  
	
	Please record the baseline and target numbers of clients to be served under this action.  

	
	Target:  
	
	

	
	Biannual:
	
	Total # of clients served in the first 6 months of the fiscal year.

	
	Actual:
	
	Total actual # of clients served in this period with this funding

	Budget Allocation
	

	Biannual Allocation
	

	Description of Successes to date
	

	Description of challenges and resolutions to date
	

	Budget Actual
	

	Description of Successes
	

	Description of challenges and resolutions
	


Example of a Program/Service Delivery Action 
	Action #1 – Add a worker dedicated to serving rural clients to the existing PCAP program in ABC Alberta.

Date: October 30, 2018
Version: #2
	FASD CMC Grant:
	Service category: Level 1 Prevention (Awareness)
	

	
	
	Service category: Level 2 Prevention 
(Safe Conversation)
	

	
	From Human Services 
	XX
	Service category: Level 3 and 4 Prevention 

(e.g. PCAP) 
	X

	
	
	
	Service category: Assessment/Diagnosis
	

	
	From Health
	
	Service category: Supports for Individuals and Caregivers
	

	
	
	
	Service category: Organizational Learning                                   
	

	Business Priority and rationale
	Improve rural access to Level 3 and 4 Prevention services. A community needs assessment (conducted dd/mm/yy) identified this as a priority.  

	Network Action Description
	A PCAP program with 3 workers currently operates in __________, but services are not provided to rural clients in the areas surrounding the city.  The Network will fund the program to add an additional worker who will be dedicated to serving rural clients only.  The PCAP program has demonstrated success in urban areas in preventing FASD births over the last 2 years, and so this program has been identified for potential expansion into rural areas.

	Alignment with FASD-CMC’s S&O Plan
	This Network action aligns with Action 2.4.1, which identifies the need to address gaps in availability and access to PCAP programs. This Network action responds to the FASD-CMC Action Plan #4 (bullet 2) to improve accessibility to PCAP, and to the Year 7 Evaluation (Rec #6) to expand PCAP.

	Key Activities, implementation timeframes and  alignment with Operating Grant Policies (Part A: Section 5)
	1)    Addition of one PCAP worker dedicated to serving rural clients only. 
· Meet with the existing PCAP program to ensure that they are willing and able to expand services to surrounding rural areas. Timeframe: April 2018.   Completed April 2018
· Establish contract with PCAP program to provide a dedicated rural staff member. Timeframe: April 2018.    Completed April 2018.
· Provide funding for the position once the PCAP program has recruited a candidate. Timeframe: April 2018.   Provided in June 2018
Alignment with Operating Grant policies: This action specifically enhances practice #6 under Level 3 and 4 Prevention (active outreach); and responds to the Health System Review recommendation (increase access to trauma-informed care and harm reduction).

	Evaluation 
	The PCAP program contributes data to both ORS and Penelope. The PCAP Outcome Summary Data Survey (#6.1 in the Compilation of Alberta’s FASD Evaluation Surveys and Templates) will be used to measure results of PCAP for rural clients. Data on rural clients is being input into ORS and Penelope. Survey will be conducted at the end of fiscal year.

	Service Delivery Partners
	Current partners: 123 Help and ABC Services

Proposed Partner: 123 Program – Confirmed in April 2018.

	Number of clients to be served
	Baseline:  
	0
	Please record the baseline and target numbers of clients to be served under this strategy.  

	
	Target:  
	10
	

	
	Biannual:
	5
	Total # of clients served in the first 6 months of the fiscal year.

	
	Actual:
	
	Total # of clients served in the entire fiscal year.

	Budget Allocation
	$50,000

	Biannual Allocation
	$24,795

	Description of Successes to date


	Five clients were served in the first six months, reducing the wait list for services that rural clients experience. 

	Description of challenges and resolutions to date


	Recruiting experienced staff was a challenge, and it took the service provider longer to recruit than anticipated. Housing clients living in rural communities continues to be a challenge.

	Budget Actual

	

	Description of Successes

	

	Description of challenges and resolutions to date


	


Example of a Network Operations Action 

	Action #8 – Establish Network process for funding decisions.
Date: October 30, 2018
Version: #2
	FASD CMC Grant
	Service category: Level 1 Prevention (Awareness)
	

	
	
	Service category: Level 2 Prevention 
(Safe Conversation)
	

	
	From Human Services
	x
	Service category: Level 3 and 4 Prevention 

(e.g. PCAP) 
	

	
	
	
	Service category: Assessment/Diagnosis
	

	
	From Health
	
	Service category: Supports for Individuals and Caregivers
	

	
	
	
	Service category: Organizational Learning                                   
	x

	Business Priority and Rationale
	Improve Network governance.
Network members report confusion regarding roles and responsibilities within the Network, especially in the areas of leadership and reporting relationships.  There is a desire to establish a standardized process to make funding decisions in order to mitigate risks identified in the Operating Grant Policies associated with conflict of interest. At present, Network Leadership Team members collaborate to make these funding decisions, yet many of the Leadership Team members also represent organizations that have applied to receive Network funds.  An objective process is required to minimize conflict of interest.

	Network Action Description
	Develop agreed-upon funding criteria, a standard RFP process and an objective decision making mechanism to make future Network funding decisions.  

	Alignment with S&O Plan 
	This aligns with Action 5.1.9 in the 2017/18 S&O Plan

	Key Activities, implementation timeframes and alignment with Operating Grant Policies (Part A: Section 5)
	1. Conduct facilitated Leadership Team meetings to clarify roles and responsibilities for all Network members. Timeframe: April 2018.     Completed April 2018.
2. Network Leadership Team will collaborate to develop criteria for funding decisions. Timeframe: May 2018.  Completed May 2018
3. Establish process or mechanism for reviewing proposals and making decisions objectively according to funding criteria. Timeframe: June 2018.   Completed June 2018
4. Develop and implement an RFP process to solicit Network funding proposals. Timeframe:  September 2018.  Completed September 2018
Alignment with Operating Grant Policies: This process is being undertaken to mitigate the risk of conflict of interest as described in the Operating Grant Policies under Network Leadership Team Roles and Responsibilities.

	Evaluation
	A survey of members will be undertaken to see if members are satisfied with the clarifications made to roles and responsibilities and the established processes for funding decisions. The results will be reported in the annual report, and the survey tool will be attached as an appendix. Survey will be conducted in the following fiscal year, after the improvements have been implemented, and Members have experience with the new systems improvement.

	Service Delivery Partners
	N/A

	Number of clients to be served
	Baseline:  
	
	N/A

	
	Target:  
	
	N/A

	
	Biannual:
	
	N/A

	
	Actual:
	
	N/A

	Budget Allocation
	$15,000

	Biannual Allocation
	$15,000

	Description of Successes to date


	This action was successfully completed on time and on budget

	Description of challenges and resolutions to date


	None to report

	Budget Actual
	Completed and reported on in biannual report

	Description of Successes to date


	

	Description of challenges and resolutions to date


	


2.3.4 Priorities for Additional Funding
As noted above, Network Business Plans should assume a stable level of funding.  If, however, the FASD-CMC is able to make additional funding available to the Networks – as has happened in the past – it would be helpful to all parties for Networks to have given some consideration to their priorities if they should receive additional funds.  This section is optional, but it is recommended that Networks are able to briefly and concisely describe their priorities for allocating additional funding.
3. Biannual Report 
The purpose of the biannual report is to report progress made implementing funded actions. Please refer to the Grant Application Tables in section 2.3.2 of this Workbook. Attach the following documents to this report:

· The latest version of the Grant Application Tables that report on activities completed, clients served to date and total expenditures. Add new information in red.
· An interim financial report in the form of GoA Schedule B (See Appendix 5.1 of this Workbook and Part B: Appendix G of the Operating Grant Polices). 

3.1 Summary of Clients Served and Expenditures

Please summarize the following information:

· Number of clients served

· % increase in clients served compared to baseline

· Funding amounts expended for the first 6 months of the grant period.
3.2 Summary of Successes, Challenges and Opportunities
This section summarizes the lessons learned through the implementation of the actions to date:

· Summarize successes and achievements resulting from the implementation of the actions. For example: waitlists reduced; gap in services filled, successes meeting the needs of clients, etc.
· Identify constraints encountered implementing the actions, and solutions identified. For example, were the funds applied for sufficient to implement the action as proposed? Were there challenges to recruiting qualified staff or contracting service providers? Were there challenges meeting the needs of clients, etc.

· Did the implementation of the actions roll out as expected? Were adjustments needed to the program or service, or to the implementation of the action? If so, please describe these adjustments and why they were needed.
· Have any new opportunities arisen as a result of implementing the actions? Describe the opportunities. Propose how the opportunity may be capitalized on through the implementation of the actions.
3.3 Steps Taken to Align with Direction-setting Documents

Identify how the Network has addressed recommendations made in direction-setting documents. For example, what efforts have been made to collaborate and partner with Indigenous leadership in the catchment area to provide culturally sensitive FASD supports and services in their communities, and what improvements have been made to the way data is collected, stored and shared?  NEW: Include how GBA+ has informed the implementation of the actions.
4. Annual Report

This report follows the same format as the biannual report, except that it reports progress made over the past 12 months. Please refer to the Grant Application Table in section 2.3.3 of this Workbook. The same attachments are required:

· The latest version of the Grant Application Table that reports on activities completed, clients served to date and total expenditures. Add new information in red.
· Please append an Audited Financial Statement for the Network in the form of Schedule B for the reporting period.  The audited financial statement must be a signed original. (See Appendix 5.1 of this Workbook and Part B: Appendix G of the Operating Grant Polices), which are required to be submitted within 90 days of the end of the grant term or termination date of the grant. Please explain any differences in the actual expenditures compared to the budgeted expenditures. 
· In addition to the audited statement, a Summary of Financial Expenditures is required:  
Summary of Financial Expenditures 
Note: Total Expenditures is the sum of budget allocations from two sections of the GoA Schedule B.  The total for EACH service category must equal the totals identified in:
1. Section 2 A (Network Service Delivery Expenditures) PLUS 
2. Section 2 B (Network Operations Expenditures, which may total a maximum of 10% of the total funding received by a Network from the FASD-CMC in each fiscal year. This amount is divided equally among all service categories for which the Network is receiving funding).
Expenditures not listed in this table will be assumed to be Network administrative costs unless otherwise explained.

	Service Categories
	Total Expenditures

	LEVEL 1 PREVENTION (AWARENESS)
	$

	LEVEL 2 PREVENTION (SAFE CONVERSATION)
	$

	LEVEL 3 AND 4 PREVENTION (E.G. PCAP)
	$

	ASSESSMENT & DIAGNOSIS
	$

	SUPPORTS FOR INDIVIDUALS & CAREGIVERS
	$

	ORGANIZATIONAL LEARNING 
	$

	Total: 

(Note this total must equal the total of Sections 2A + 2B in GoA Schedule B)
	$


4.1 SECTION A: Implementation of Funded Actions
Following the information requested for the biannual report, Networks are asked to provide an overview of progress made implementing FASD-CMC funded actions over the 12-month reporting period: 
· Clients served and expenditures (see Section 3.1 above)
· Successes, challenges and opportunities (see Section 3.2 above)
· Steps taken to align with direction-setting documents (see Section 3.3 above).
4.2 SECTION B:  Improvements to Network Management
In this section, describe progress made over the last 12 month to improve Network management. Under each of the following headings, please describe changes or improvements ONLY.  
· Network governance model, including changes to the structure and composition of the Network Leadership Team (and/or other governing bodies) and changes to the Terms of Reference.
· Network membership, including the engagement of new partners or loss of members that affect service delivery.
· Collaboration model, including changes made to improve stakeholder engagment and coordination of FASD service delivery among Network members and other stakeholders.
· Management structure, including changes to management’s roles and responsibilities. 
· Financial management and reporting, including any changes to how the Network manages its finances.
· Information management, including changes made to improve consistent data capture, analysis and information sharing.
· Network communications, including improvements to websites, use of social media, media coverage for FASD in the catchment area, development of FASD information resources, publications, etc. 
4.3 SECTION C: Improvements to Network Operations
In this section, describe progress made over the last 12 months to improve Network operations in your catchment area. Under each of the following headings, please describe changes or improvements ONLY.  

· Seamless delivery of FASD supports and services across the lifespan, including any significant changes in the local environment that may impact (positively or negatively) the seamless delivery of services. 
· Service gaps, including progress made filling identified service gaps.
· System barriers, including progress made identifying and addressing barriers to service access and delivery.
· Culturally appropriate services, including a description of how the Network is engaging with local Indigenous and immigrant populations to ensure FASD services are culturally appropriate. 
· Training and education, including the type of professional development and number of participants from the Network and its service delivery partners.
· Research, including participation of the Network and its service delivery partners in FASD research projects. 
· Leading practices, including steps taken to adopt and implement leading practices.
4.4 SECTION D: Development of Network Strategic Direction
Describe the Network’s strategic direction, and how it plans to improve its capacity to support the seamless delivery of FASD services across the lifespan in its catchment area going forward.
5. Appendices 

5.1 GoA Schedule B 
Networks are required to complete the Government of Alberta’s GoA Schedule B (Statement of Income, Expenditures and Transfers) as a condition of grant funding (see Part B: Appendix G).
In order to promote consistency across Network submissions, the FASD-CMC offers the following guidance for completing the Schedule B form:

· Budget allocations for program or service delivery should be recorded in Section 2-A.
· Network operations spending (Section 2-B) may total a maximum of 10% of the total funding received by a Network from the FASD-CMC in each fiscal year.
· Salary and benefits costs for operational staff (including Network Coordinators) need not be included as administrative costs.  Operational staff is essential to Network Program delivery, and as such are considered a “staffing cost”.

· Networks cannot issue capital expenditures greater than $5,000.
The Schedule B form is provided to Networks in Microsoft Excel format, and therefore is not attached directly to this Workbook.
5.2 Additional Information – Appendices
Please append a current copy of the Network Leadership Team’s Terms of Reference.  

