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Grant Reporting Guidelines

Grantee Reporting Requirement

As outlined in the Grant Agreement, the Scioto Foundation requires evaluation reports from all grantees to complete at the end of the grant period. In some cases, the Foundation may request quarterly or semi-annual reports.  Such reports shall supply sufficient information as necessary for the Foundation to determine that the grant is being used for the purposes intended and for the Foundation to fulfill its own public reporting responsibilities. The Foundation also reserves the right to request an evaluation interview with the grantee once the grant period is complete.

Report Forms

In your grant report packet, you should find enclosed a grant report cover sheet; a project narrative form and a financial report form.  When completing this packet, please follow the guidelines below.

· Please review the cover letter for the scheduled due dates of your report or reports.  


· Use the attached forms for any and all reports due to the Foundation 


· Type your reports and answer all appropriate questions. Please complete and attach the grant report cover sheet to the front of your report forms.  

· The financial report form should include all expenditures incurred and unexpended Foundation funds.  The grantee organization’s chief financial officer or chief executive officer must sign the financial report.

· Please return your completed copies of the signed and dated narrative and financial report in the same envelope.  Please retain a copy for your records.
Unexpended Funds

The grantee shall return any unexpended funds to the Scioto Foundation, unless the Foundation makes a written authorization to extend the award beyond the original end date of the grant.
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Grant Report

Cover Sheet

Organization:
____________________________________________________________

Address:
____________________________________________________________

Project Director:
______________________________________________________

Phone Number:
______________________________________________________

Project Title:

______________________________________________________

Grant Number:
______________________________________________________

Dates of Project:  Start  _________________________
Finish __________________

Grant Amount

______________________________________________________

Purpose of Grant
______________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Report Prepared by:

______________
______________________________________________________

Date


Name (Type or Print)




______________________________________________________




Signature




______________________________________________________




Phone





FAX
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Project Financial Report
Organization: _________________________________________________________________________

Project Title:  _________________________________________________________________________

Grant Number:  _________________

Dates of Project:  Start _______________________
 Finish _________________________________

	Line Item Expenses
	Amount

Approved
	Amount

Expended
	Encumbered

Unused Funds

	Personnel

  Staff Costs

  Fringe Benefits

Non-Personnel

  Contract Services

  Other ________________

Equipment/Supplies

  Office Supplies

  Printing

  Postage

  Copier Supplies

  Telephone/Fax

  Repairs/Maintenance

  Computer Supplies/Maintenance

  Other _______________

Travel

  In State Travel

  Training/Seminar Fees

  Other _______________

Total Expenses


	
	
	


Report Prepared by:

__________


__________________________________________________________

Date



Name (Type or Print)





__________________________________________________________





Signature





__________________________________________________________





Phone




Fax

[image: image4.jpg]SCIOTO
FOUNDATION




Narrative Report

Please type your answers within the form provided.  Make sure to answer all appropriate questions.

	Question or Comment


	Response

	Please summarize your original project goals and how you planned to achieve them.


	

	What have been the principal accomplishments of the project to date? (Please list dates, activities, and number of people served.)  How have the grant funds been used?


	

	Has your project experienced any circumstances that have affected your project implementation?  Please explain.


	

	What were the strengths and weaknesses of this project?


	

	If you could do this project again, what would you change?  What advice would you give to another organization attempting a similar project?


	


