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INSTRUCTIONS FOR THE 

QUARTERLY REPORT FORM 

Please return the reports (as Word or Rich Text Formatted Documents)

on or before on the following dates:
Quarter 1 (January 1- March 31) is due 
Quarter 2 (April 1- June 30) is due 
April 15 





July 15  
Quarter 3 (July 1 – September 30) is due

Quarter 4 (September 30-December 31) is due  


October 15




January 15
Please remember to only include items completed during the quarter you are reporting on.
**Before you start…please remember to double click on the footer and fill in the information (you can do this on any page and it will auto fill the information on the rest of the pages).

Promotions
List each event and/or image promotion and briefly describe it.  Include total income, expenses and net profit/loss. 

Volunteers & Hours (back-up paperwork is no longer required)
Public Improvements
Describe each public improvement project completed in your downtown program area including square footage (if applicable), project costs and source(s) of funds.  Example projects could be public buildings, street lighting, landscaping, wayfinding or interpretive signage or improvements to streets, walkways, parking and downtown trail improvements.
Private Building Improvements
List the building address and name (e.g. Longfellow Block), indicate the kind of improvements (awning, signs, exterior, interior, other) and the total amount invested (please indicate if public funds were used).  Examples include masonry cleaning, window and roof repair, storefront restorations and interior building repairs or remodeling – not removable fixture, store displays or signs.
New Businesses Opened or Relocated to Within Your Downtown Program Area

List the names and addresses of each new business that has opened in or relocated to your downtown program area.  Include the type of business (restaurant, computer repair, flower market, gift shop) and the number of full and part-time jobs created.
Business Expansion and/or Reduction 

We are going to begin tracking businesses that expand or reduce both in physical size and number of employees.  Please explain the reasons for the change.

Businesses Closed or Relocated Out of Your Downtown Program Area
Self-explanatory; see above.
Buildings Sold

Record all buildings that were sold in the Main Street program area in the last quarter.  Also, show what the building was used for prior to and after the sale.  Finally, record the square feet and amount of the sale.

New Construction

List the building address (and building name, if applicable), owner’s name(s) and contact information.  Include the amount invested in the project and square footage (approximate if necessary).
Housing Units Downtown
Number of housing units created (not renovated) or lost (due to demolition, renovations, etc) downtown.  
Assistance to Other Communities

We encourage each of you to share your knowledge, experience and enthusiasm with each other.  Please let us know how you are accomplishing this by listing the number of phone calls, site visits and presentations to other communities interested in learning about the Main Street program.

Downtown Success Story 

We need your stories and photos to post and share!  
Please include the following items in this section:  

1. Headline:  Name of the Event or Topic (e.g., Governor Visits Main Street Skowhegan, Bath Business Barometer, Barrel’s Market Wins Award, 2000 attend Chalk on the Walk, Shoppers Skip to Holiday Music in Saco, Walking Tours Offered by Students…)

2. 100 word (maximum) description of the success (e.g., 120 residents and downtown supporters joined the Heart of Biddeford on February 14th to celebrate the opening of three new downtown businesses.  The ribbon cutting ceremony included brief statements by Congresswoman Chellie Pingree,  Maine Senator Barry Hobbins and Representative Steve Beaudette, who joined the enthusiastic crowd to toast to the success of Now You’re Cooking II, The Yarn Barn and Fresh on Maine.   These businesses, all of whom are occupying formerly vacant storefronts, bring 23 new jobs downtown.  Heart of Biddeford Executive Director, Zeke Callanan, stated “our Downtown Master Plan demonstrated the economic value of locating downtown.  We are thrilled!”)  

3. Attach one good quality digital photo with caption about what we are seeing.
4. Total number of people involved OR total dollars invested:  (e.g., $222,000 in net improvements were made to three historic buildings)

5. One sentence summary/what you learned/how to make it even better:  (e.g., Next year, we will make sure a film crew shows up to capture this event live!)










Maine Downtown Center Quarterly Report Instructions

295 Water St., Suite 5, Augusta, ME 04330 • reflin@mdf.org • P: 626.3117 • F: 622.6346

