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A Guide for Preparing Your Grant Financial Report


BUDGET FORMS
To complete your Financial Report, you must complete two documents:
1. Financial Report Narrative
2. Grant Financial Report form, a Microsoft Excel spreadsheet. 
GRANT FINANCIAL REPORT INSTRUCTIONS
The instructions on the next page will guide you in preparing the Grant Financial Report.  If you have questions or require assistance, please contact the Program Associate assigned to your grant.  
The budget information you will use is included with your Grant Agreement as the Foundation-approved Project Budget, or as a Project Budget which has subsequently been amended and approved by the Foundation during the grant period. Please also note:
· Round all numbers to the nearest thousand (i.e., organizational budget, amount requested, etc.).
· For Project Support grants, align each expense line with your project-approved budget.
· For General Support grants, no specific, project line items have been included.  Complete this form by including line items of your organization budget in Column I, leave Column II blank, fill in total organizational expenses to date in Column III, and show commensurate spending of your Stuart funds in Column IV.  


























[bookmark: _GoBack]Insert approved total budget for the approved project, program, or initiative.

[image: ]Insert the approved budget for Stuart funds.


If your grant is for general support, this column should have no aligned line item budget figures.



The Project Budget Expenses should match the project-approved budget in your grant agreement.  Align all expenses in this column with those in approved budget.






Use this section to list prospective sources still expected. Also provide an update of your fundraising plan in the final report narrative. 
Use this section to update your sources of secured income.
Provide total expenditures to date for Stuart funds.
Provide total expenditures to date covering the reporting period listed at the top of the form.
Use this cell to estimate any unspent balance of Stuart funds at the end of the grant period.  Please be sure to cover the circumstances of these unspent funds in the financial report narrative.
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Note:The Project Budget should match the budget in the grant agreement
Grant #
Organization
Interim Financial Report Date
Reporting Period Start Date
Reporting Period End Date
Total Stuart Funds
includle any funds remaining from $0
previous grant years
Column | Column Il Column 11l Column IV
Approved Approved Stuart Funds
Total Project | Stuart Funds | Expenditures | Expended to
EXPENSES Budget Budget to Date Date
PERSONNEL
Subtotal: Personnel| $ -1$ -1$ -1$ =
NON-PERSONNEL
Subtotal: Non-Personnel| $ -1$ -1 % -1$ -
GRAND TOTAL EXPENSES:| $ -8 -1$ -1 % =
Stuart Funds Remaining| $ -
Anticipated Balance of Stuart Funds at end of current grant period $

(Please also see the Interim Financial Report Narrative Section)
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