PAGE  
4
	[image: image1.jpg]AW?,

Springtield Foundation

For good. For ever.





	GRANT SUMMARY REPORT



Grant Summary Report Instructions

The Grant Summary Report is available at www.springfieldfoundation.org, where it can be saved to your computer.  The form is in Microsoft Word format and is a fillable form.  The report can be filled in using your computer’s word program, or may be printed and completed in typed or handwritten (legible) form.   A paper copy of the Report was included with your original Grant Acceptance Letter, or may be obtained by contacting the Springfield Foundation at 937-324-8773.

Deadlines:  This report is to be submitted to the Springfield Foundation as instructed in your Grant Conditions.
Delivery:  The report may be sent as an email attachment, to grants@springfieldfoundation.org, faxed to 937/324-1836 or mailed to Joan Elder, Program Officer, Springfield Foundation, 4 West Main Street, Suite 825, Springfield, OH  45502.

Section 1 - General Information:  
Fill in all fields with the requested information.  Indicate any changes in address, contact person, or other details.  

Section 2 - Results:

This section is made up of two parts – a) the evaluation chart, and b) narrative responses.  
Section 2a – Evaluation Chart:

Refer to the original outcomes from your grant application and enter up to three of these outcomes for the funded activity in the first column. In the second column, name the activity that you undertook to achieve each outcome.  In the third column, state the goal that you proposed in your grant application.  In the fourth column, indicate your actual results to date.
Section 2b – Results Narrative:
Provide brief answers or explanations to answer these questions about the funded activity.

Section 3 – Lessons Learned
Your responses to this section will help us understand specific successes or challenges associated with this project.  We are also interested in knowing how this project could be carried into the future, or replicated at other locations.
4 – Future Plans:

Indicate here what your strategy is for long-range funding for this activity.  If the activity is completed, you may indicate plans for maintenance.

Section 5 – Financials:

Actual budget information for Project, Program or Operating Grants.  A budget format is provided by the Springfield Foundation, and can be found on the website at www.springfieldfoundation.org under the Grants tab, with the “Grant Recipient Resources”.  If you prefer, you may use a budget format common to your organization as long as it addresses the items requested on the Foundation Budget form.  Use this section to describe budget items regarding “In Kind” and “Other” revenues and expenses.
Section 6 – Optional Narrative:

If you would like to provide additional, pertinent information about your program, project or organization, please use the space provided.  Attachments are permitted.  

Responses to the Narrative sections of the report (Sections 2b through 6) are not to exceed 4 pages total.  Attachments are acceptable and do not count toward the 4 page limit.

Questions?  Contact:  Joan Elder, Program Officer, The Springfield Foundation, 4 West Main Street, Suite 825, 937/324-8773, joan@springfieldfoundation.org. 
IMPORTANT:  Read Instructions before completing this report.
Section 1:

	Program/Project Name
	     

	Date of Award Letter
	     

	Grant Number (if applicable)
	     

	Grantee Name
	     

	Grantee  Address
	     

	Telephone
	     

	Fax
	     

	Email of Contact Person
	     

	Federal ID Number
	     

	Name of Executive Director
	     

	Name of Contact Person
	     

	Purpose of Grant
	     

	Grant Period
	     /      to      /     

	Report Period
	     /      to      /     

	Grant Amount
	$     

	 FORMCHECKBOX 
      Project Completed

 FORMCHECKBOX 
     Project Ongoing

	TYPE OF GRANT (check one)

	 FORMCHECKBOX 
 Operating Support     FORMCHECKBOX 
 Project    FORMCHECKBOX 
 Program    FORMCHECKBOX 
 Capital    FORMCHECKBOX 
 Other:      


Name of Report Writer:       [image: image1.jpg]  Title:      
Name of Executive Director:           Date:       
Section 2a – Results:  Complete the Evaluation Chart below, inserting the goals from your original grant application.
	Projected Outcomes                      The ultimate result of a program, project or organization.
	Activities            
How will you achieve your projected outcomes?
	Proposal Goal

Using numbers, percentages or yes/no, indicate the level of success you hope to gain.

	Accomplishments to date

Using numbers, percentages or yes/no, report the actual success you have gained.

	     

	     
	     
	     

	     

	     
	     
	     

	     
	     
	     
	     



Section 2b – Results (Cont’d):
Limit your responses to the following questions to a maximum 4 pages.  If a section does not apply to your grant, mark ‘N/A’.
· How many people have been served by this program or project?

     
· Has the actual project varied from your initial project plans?  


 FORMCHECKBOX 
      Yes

 FORMCHECKBOX 
     No

· If “Yes”, describe how/why. 


     
· Have you publicized the Foundation’s involvement with your project?  (You may attach examples of printed materials.)


 FORMCHECKBOX 
      Yes

 FORMCHECKBOX 
     No
· Describe organizational and/or programmatic achievements and setbacks during the grant period.


     
· Describe significant board and/or staff changes during the grant period.


     
Section 3 - Lessons Learned:
· Describe any unanticipated outcomes, benefits or challenges encountered with this project.


     
· How will you use what you have learned to inform future work?


     
Section 4 - Future Plans:
· Will this project be continued in the future?  


 FORMCHECKBOX 
      Yes

 FORMCHECKBOX 
     No 

· If “Yes”, what is your ongoing funding plan?
     
Section 5 – Financials:
· Using the original budget included with your proposal, provide an itemized budget of actual expenses and income for the project for this period.  Describe “In Kind” items and provide narrative on any variances of 20% or greater from the original project budget.  


     
Section 6 – Optional Narrative:

· Please use this space to describe successes or challenges of your program or organization.  You may include an example of a particular situation, and attach documents if you like.
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