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Effective as of July 2016
PURPOSE

The purpose of the Common Grant Report Format is to help non-profit organizations save time in grant evaluation and reporting, and to help grantmakers streamline the process of gathering consistent evaluation information. While this is intended to simplify the process for both funders and nonprofits, please note the following important points: 

· Before submitting this form, confirm that the funding organization will accept it. Each funding organization has different reporting timelines and requirements. 

· It is recommended that a pre-grant evaluation agreement be reached between the funder and the recipient organization. This agreement would define specific areas to be evaluated, clarify expectations for both parties regarding evaluation, decide whether evaluation funding should be included in the program budget and set a collaborative tone for the partnership. 

· Any funding organization that has agreed to accept this format may also request supplemental information. This may include information specific to a particular project. In the case of operating grants, the evaluation may include information pertaining to agency objectives that were advanced as a result of the additional operating funds. 

INSTRUCTIONS

· For an electronic downloadable version of this document please access our Website at www.wrightfamilyfoundation.org.  

· Please type and single space each section of this report. 

· Please answer all questions in the order listed. Be concise in your responses. 

· Please use headings as provided.

· Please limit the narrative to 2-4 pages unless otherwise indicated in an evaluation agreement with the Funder. 


Name of Organization Reporting :
________________________________________________________________







(should be the same as on IRS Form 990)

Address of Organization:

________________________________________________________________

Phone Number:
____________________________  
Fax  Number: 
____________________________


E-Mail Address: 
____________________________



Executive Director:
________________________________________________________________________

Contact person and Title (if not Executive Director):
__________________________________________________

Have there been any changes to your organization’s IRS 501(c)(3) not-for-profit status since your request for this grant? (Y/N) _________

If Yes, please explain:
________________________________________________________________________

Project Name and Brief Description:
_________________________________________________________

_____________________________________________________________________________________________

Grant Amount:
$__________________
Grant Period:
From _________________ To __________________

Date of Report: 
___________________
Report Due Date:
___________________________________________

Dates Covered by this Report:
From __________________ To _____________________


Check One:  
This is an Interim Report 


This is a Final Report


I hereby certify that statements in this evaluation are true and accurate.  Financial records verifying the expenditure of funds in accordance with the terms of the grant will be available for review upon request by the Funder.

___________________________________



____________________________________

Signature, Executive Director




Signature, Board Officer

I. NARRATIVE (maximum of 2 – 5 pages)

A. Project Description

1. What were your goals and objectives as stated in your original grant application?  Describe how these goals and objectives were achieved.

2. Describe how the project addressed a need or problem; or increased the organization’s capacity to deliver services or develop assets.

B. Results

1. What difference did this grant make in your community or neighborhood – and for the population you are serving?  How do you know whether your project was successful?  Describe how you measured the success of the program (e.g. numbers served, outcomes, community indicators, etc.).  If possible, explain results in outcome-based terms.

2. Describe how the project involved collaborative efforts with diverse individuals and organizations and how these relationships affected the outcome of the project.

3. Did the project require any changes in staffing/volunteers?  What lessons, if any, did you learn from these changes?

C. Lessons Learned

1. Where there any unanticipated results, either positive or negative?  What did you learn because of this grant that will help you in future planning?

2. What external or environmental factors, if any, affected the achievement of your program goals, or the anticipated timeline?

3. Will you make any changes based on your results and lessons learned?

4. What lessons and outcomes can you share with others to benefit their work?  What plans do you have to communicate this to others?

D. Future Plans

1. What is your plan for continuing, improving, expanding or terminating the program, including a future-funding plan?

2. Are there any components of the program that could be improved through increased collaboration with other groups or organizations?  Are there any areas where duplication of effort by other organizations can be reduced?

3. Are there areas where volunteers could strengthen your program?

4. How will you use the lessons learned from this evaluation to expand your organization’s capacity to build upon its past experiences?

II. FINANCIALS
A. Budget

1. Provide a budget variance report that includes: 

a) The original budget by line item;

b) A budget showing the actual expense incurred; and

c) A budget narrative explaining variances of 10% or more.

2. Were there any major changes in the use of the grant funds from what was originally proposed?   If so, please explain.
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