THE BRENTWOOD FOUNDATION
Grant/Project Grant Reporting Guidelines
Overview

The Brentwood Foundation requires all grant recipients to prepare periodic narrative and financial reports on project/program activities and expenditures corresponding to the program or projects approved budget.  Foundation staff may also schedule on-site meetings with grantees to discuss grant reports and/or to observe first-hand the progress and success of the grant/project development and implementation. 

Periodic reports are not only necessary for proper oversight to ensure accountability, but they also serve as a valuable learning tool for both the Foundation and the grantee.  Reports also provide the grantee an opportunity to reflect on project/program activities and plans.
The report form has been prepared to assist in the report of the progress of your grant.  This Report Form will assist the Foundation in tracking the progress of grants/projects and maintaining the required fiscal and programmatic oversight of grants.  It includes a narrative and a fiscal form.  Both forms need to be completed and returned to the Foundation in order to fulfill the reporting requirements of the Foundation.
Please return the completed Grant Reporting Form by the required reporting due date(s).  You may add any supplemental information or materials that you believe may be helpful to the Foundation’s understanding of the grant/project progress.
Narrative and Financial Reports
· Please refer to the Grant Agreement for the scheduled due dates of the grant reports or site visits with Foundation staff.
· Use the attached forms for both interim and final reports.

· Complete and attach the cover sheet to the grant report.

· Type reports and answer all questions in order listed.

· Financial reports should include expenditures incurred as well as the balance of grant funds unexpended through the reporting period.

· Both the narrative and financial reports should be signed by the person(s) who prepared the reports.

Release of Grant Funds
The Foundation will hold additional scheduled grant payments until the grant report has been received.
Unexpended Grant Funds
Grant funds that are not expending by the end of the grant period are to be returned to the Foundation unless a formal request in writing to use the funds for a parallel purpose and the Foundation provides written authorization to use unexpended funds for these purposes or extend the grant period beyond the original end date.
Grant Report Submission
Grant reports can be submitted to the Foundation by e-mail to Brentfoundation@sbcglobal.net, by fax or regular mail.
THE BRENTWOOD FOUNDATION

Grant Report Cover Page
Interim Report_____

Final Report_____

Dates This Report Covers:  From_____________   To___________

Grant/Project Title_________________________________________

                              _________________________________________

Organization______________________________________________

Project Director____________________________________________

Report Prepared by:_________________________________________




Name




__________________________________________




Title




__________________________    ______________




Signature



     Date




___________________________________________




Phone Number

Grant/Project reports should provide a brief narrative about the following information:

1.  A list of the original goals and objectives of the grant/project and activities conducted during this reporting period to meet each of these goals and objectives.

2.  Is the proposed timeline of the grant/project being met?  If not, which are not being me and why? What is the new time line for completion of these activities?
3.  Internal/external factors that have contributed to the success of this grant/project.
4.  Internal/external factors that have impeded the success of this grant/project and approaches taken to resolving these factors.  Can the Foundation be of assistance in resolving these factors?  If so, how?
5.  Impact this grant/project has had on enhancing Osteopathic medicine, medical education or research.

6.  Impact this grant/project has had on your organization and/or community.

7.  Lessons learned from this grant/project (both positive and negative as this assists in educating Foundation staff and Board about this and similar projects in the future)

8.  Post grant plans for this project/program. (i.e., how it will be financed after Foundation Funds are depleted, project continuation, expansion, collaborations?)

Please attaché copies of any public recognition, awards, press releases or new articles pertinent to this grant/program.
