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GRANT REPORT
________ Interim _________ Final
	Organization 
	

	Executive Director
	

	Primary Contact (if different), include title
	

	Contact Phone
	
	Contact Email
	

	Grant Award Date
	

	Project start date:
	
	Project end date:
	

	Due date of Interim Report
	

	Due date of Final Report
	


	Today’s Date
	

	Total Grant Award
	


Signatures


Directions:  Please attach answers to the following questions. Make sure your numbers correspond with the question numbers. Please do not exceed two pages, single-spaced, 12-point font. 

1. Results – Referring back to your original proposal, which of your outcomes have you accomplished to date? Which remain unmet? If you did not reach all of your goals within the timeframe, to what do you attribute this?

2. Lessons learned – What worked as expected? What did not work as well as expected? What worked better than expected?

3. Course corrections - Based on what you have learned, what have you changed, done differently, or otherwise revised? What do you still plan to change, do differently, or otherwise revise?

4. Additional comments – Is there anything else you would like us to know? For example, tell us about any organizational changes, new projects launched, unanticipated benefits, new staff or board members, comments on the grant process, other ways we can be helpful, etc.

5. Sustainability – What are your specific plans to continue work started by this project? What efforts are currently being undertaken to secure long-term financial support?

6. Budget – Budget should reflect current status, and include any additional funding received, as well as any loss of funding. Using the form provided:

a. Provide the date of the grant award letter and date you received the grant award check. 

b. Provide an update of revenues and expenses, including funding received, declined, or pending. 

c. Include any in-kind donations and the financial value of any volunteer support that has been received for the project. 

Do you have a compelling story about your project? Send us a description (and photos, if you have them) so we can share it.

Submit your completed report by email to interim@wcf-ny.org or final@wcf-ny.org and to your program officer by 3 p.m. on the due date.  Do not hand deliver or fax your report.


	
	Project Revenue
	Total

	1
	Government
	

	2
	Westchester Community Foundation
	

	3
	Other Foundations*
	

	4
	Corporations*
	

	5
	United Way
	

	6
	Individual Contributions
	

	7
	Board Contributions
	

	8
	Fundraising Events
	

	9
	Membership Income
	

	10
	Endowment Income
	

	11
	Fees/Earned Income*
	

	12
	In-kind donations*
	

	13
	Volunteer support*
	

	14
	Other Income*
	

	15
	Total Project Revenue (Sum 1-14)
	


	
	Project Expenses
Expended to Date
	Total budget
	WCF funds expended
	Other funds expended 
	Total expended

	
	Personnel Services*
	
	
	
	

	16
	
	
	
	
	

	17
	
	
	
	
	

	18
	
	
	
	
	

	19
	
	
	
	
	

	20
	
	
	
	
	

	21
	
	
	
	
	

	22
	
	
	
	
	

	23
	Benefits and Payroll Taxes
	
	
	
	

	24
	SUBTOTAL Personnel Services (Sum 16-23)
	
	
	
	

	
	Other than Personnel Services*
	
	
	
	

	25
	
	
	
	
	

	26
	
	
	
	
	

	27
	
	
	
	
	

	28
	
	
	
	
	

	29
	
	
	
	
	

	30
	
	
	
	
	

	31
	SUBTOTAL Other than Personnel Services (Sum 25-30)
	
	
	
	

	32
	SUBTOTAL Project Costs (Sum 24+31)
	
	
	
	

	33
	Administrative costs (up to 15% of 32)
	
	
	
	

	34
	Total Project Expenses (Sum 32+33)
	
	
	
	

	35
	TOTAL Revenue less Expenses (Difference of 15-34)
	
	
	
	


I have reviewed this report and believe it to be accurate.





Signature of Person Completing the Report: ___________________________________ 





Printed Name:  ___________________________________________ Date: __________








Signature of Executive Director: _____________________________________________ 








Printed Name:  ___________________________________________ Date: __________





Put the name of your organization in the subject line of the email and on the title of all documents. Where possible include all attachments and supplements in the same file.





Sample subject line and title of document: “AAA Organization – Project Name.”
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