friedman
family foundation
reducing poverty through systemic change
Grant Reporting Procedures

Narrative Report

A Narrative Grant Report Word Template is available at www.friedmanfamilyfoundation.org.  Please carefully follow the instructions below.

•
Please follow the narrative report format below.

•
Please type and single-space your report. 

•
Please use standard margins (text should not run to the edges of the page), and font size should be at least 12 point.

•
The report should not be longer than five single-sided pages.

•
Please describe your progress to date and the impact of your accomplishments in addressing the root causes of poverty.  Show quantification of results wherever possible.

· You may email your report to info@friedmanfamilyfoundation.org.

Narrative Report Header

Please include the following information, in the same format, on the top of the first page of the report:

Grantee: _______________________________________________________________________

Project:  ______________________________________ 
Grant Amount: _______________

Reporting Period:   _________________________________________________________________

Narrative Questions

Please answer the questions below in the order listed.  Please type the question, followed by your answer (the narrative, including the header, should not be longer than five single-sided pages):

1. List grant objectives and concisely indicate the progress and impact achieved (please show quantification of results wherever possible) toward each objective.

2. What major favorable or unfavorable variance(s) from stated goals, objectives and projected expenditures occurred during the period?  Indicate if the variance will hinder or prevent accomplishment of objectives.

3. Do you currently expect that the planned results will be produced by the completion of this grant period?  If not, explain.

4. Do you currently expect to continue this program after the end of the grant period?  If so, does you organization have in place a commitment for appropriate resources?

Continued…

Financial Report

Financial Report Header
Please indicate the following information, in the same format, on the top of the first page of the financial report:

Grantee: _______________________________________________________________________

Project:  ______________________________________ 
Grant Amount: _______________

Reporting Period:   _________________________________________________________________

Financial Report Format

•
Please follow the three-column financial report format below.

•
The first column should show the original line item budget of submitted with your proposal.  You must report on the entire budget, not just Friedman Family Foundation grant funds.  

•
The second column should show the actual expenditures to date for each line item.

•
The third column should show balances remaining or overrun variances.

•
All overrun variances exceeding both $1,000 and 10% of the budgeted line item amount should include an explanation.

•
Each column should be totaled.

	1.  Budget Line Item Description
	Budget
	Actuals
	Variance

	
	$
	$
	$

	
	_____________
	____________
	___________

	Totals:
	$
	$
	$


2.
Explanation of overrun variances that exceed both $1,000 and 10% of the budgeted line item amount (from item 1):

	 Budget Line Item Description
	Amount of Overrun
	Explanation

	
	$
	


3.
Other Sources of Funding for the Program.   List funding sources (listed by sources of $5,000+) for this budget period.

	3a.  Source
	Grant Period
	Amount

	
	
	$


3b.
Please explain any major variances between the total funding received (item 2) and the total budget amount (item 1).
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