Grant Reports
Reports are no big deal, much easier to write than proposals.  Nevertheless, one of the worst things you can do is fail to file a grant report. Even if one has not been requested, send one in anyway, a year after you’ve received funding. This is especially important in organizations that are understaffed or where a VISTA has written the proposal and is not there at the end of the granting period.  Make sure everyone knows when that report is due and what the deliverables are!

The other worst thing you can do is fail to spend the money as described in the proposal - and then not mention it until you write the report!  Always call the funder if the unexpected arises.  They are usually more than accommodating. And some allow you to write a joint report and new request.
If the funder sends you no guidelines for a report, just do the following:
· Write a brief, straightforward account of everything that happened in your project during the granting period.  Be sure to mention in the first paragraph: 

· How much you were awarded, 

· For what, 

· When the check arrived, 

· What the granting period was, 

· And the grant number, if the funder assigned one.

· Revisit your original proposal and report on progress made toward the goals and objectives listed there.  Give exact numbers, include quotes from program users, etc.
· Report on any unexpected outcomes, positive and negative.  
· Report on lessons learned.  If you had to do it over again, what would you do differently? Or what will you do differently moving forward?  Be honest here.

· Describe any partnerships that helped carry out the project.

· Explain how/if you are disseminating the results of this grant – posting info on your website or social media?  Presenting at a Team training or another conference?  Etc.
· If the project is continuing, outline next steps.  (Keep in mind that you may wish to return to this funder for a renewal.)
· Report on any other funding you’ve received and how you expect to fund the project going forward.

· Enclose any press, pictures, or additional material that can help your program officer or the funder make the case for projects like yours in the future.

· Include a financial reconciliation ONLY if requested.  If you were not requested to spend the money on specific aspects of your program, there is no need to explain.
You may also file reports early if the money has been expended (although you may want to wait until you have final project results.)  Three to four pages is plenty.  If you are requested to file interim reports as well, as for multi-year grants, you need only report on activities for that time period.  Your final report will then cover only the remaining time left in the granting period, although financial reconciliation may be requested for the entire time – and you may have final musings overall.  

