Instructions for Reinvestment Statistics
IMPORTANT: Do not include words or other information, numbers only!    The form will be on the KHC web-site also. This will eliminate gathering all of the stats in the end and will assist you in meeting organizational goals.  This should also help you in reporting to local government and other stakeholders. 
 You will send to this email address         KYmainstreet@ky.gov         
The form is in EXCEL and all $ signs will appear. If you experience a problem please let us know ASAP.
· You need to download the form to use for the year. Each quarter you will send your completed reinvestment statistics to the email above by the due dates
April 15th
[bookmark: _GoBack]July 15th    (Yes the 1st quarter will show when submitting the second qtr. and so on.)
October 15th 
December 30th
For every quarter you will enter any numbers that are within the calendar dates for that quarter only. First quarter dates Jan 1, 2016 through March 31, 2016      Second quarter dates April 1, 2016-June 30, 2016,  Third quarter dates July 1, 2016-Sept 30, 2016      Fourth quarter October 1, 2016 - Dec. 30, 2016 (the year end are due on Dec 30th so that we can have total reinvestment numbers for the year to provide the beginning of January). 
· You will only enter information for that quarter. It will populate in the total column each quarter.

· Some reinvestment statistics will only be required once for the year in the 4th quarter, those are indicated by this gray background on the description.  

· Items with an X in the box are not required for that quarter. 
Notice: some information may be reported differently based whether your program operates on a calendar or a fiscal year.
· Organization budgets: These will only be required once. If you are on a calendar year then you will enter on the 1st quarter. If you operate on a fiscal year enter in the 3rd quarter.  

· City and county contributions have been added. This is to assist the office when we receive requests for information as programs prepare budgets, etc. If you receive one time payments enter when those are received.  If you get your $ each quarter enter each time.  These will not populate into the total at the bottom so do not be alarmed. 
