COMMUNITY FOUNDATION OF MIDDLE TENNESSEE, INC.

INTERIM AND FINAL REPORT GUIDE

As an organization that has contributed funding to your project, The Community Foundation of Middle Tennessee requires an interim and final report from you.  These reports are an accounting of the program and fiscal results that were outlined in your organization’s grant request.  The reports are part of your responsibility to The Foundation as defined by the grant agreement that was given at the time of the grant award, and we offer the following checklist to help you prepare.  Failure to submit your reports on time will affect consideration of future requests.

We encourage you to share your insights into what worked and what did not.  Through your candor and open feedback, we can learn more about the ingredients for project success.  This, in turn, helps both your organization and ours meet our common goal of service to the community.

INTERIM REPORT

Your interim report is due May 1.  This report should be a brief narrative (no longer than one page) about the progress of your project.  You should include any results/achievements to date and expenditures from the grant.  Forms may be provided by The Community Foundation for submission of this report.
This report should also include:

· name of the agency

· address

· telephone number

· contact person, and

· grant identification number

FINAL REPORT

Your final report is due November 30.  This report should include name of the agency, address, telephone number, contact person, and grant identification number.  Look to the original proposal, budget and your program evaluation for points to include in the final report.  Forms may be provided by The Community Foundation for submission of this report. 

Your answers to the following questions will be the basis for your final report.

This detailed report should be no longer than three pages:

1. What did you propose to do?

2. Did you achieve your goals and objectives?  Please describe.

· Were the activities conducted as planned?

· What successes/problems did you encounter during the course of the project?

· What modifications were made in your original plan?  What impact did they have on your project?

3. What benefits occurred as a result of your project?

4. How would you summarize the overall impact of the project on your clients, staff and agency?

5. Will the project be self-sustaining after the grant period?  If no, why?  If yes, how?

6. Include a financial statement of project expenditures.  The following should be considered:

· Were there any budgetary changes during the implementation of the project?

· What other resources were available for the project besides the foundation grant?

· Were all grant monies expended?  If no, please contact The Community Foundation Grants Coordinator, Laundrea Lewis (615) 321-4939 or toll-free (888) 540-5200.

Thank you for sharing your project experience.
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