GRANT REPORT FORM: PROGRAM/PROJECT/OPERATING SUPPORT
THE WILLIAM BINGHAM FOUNDATION

FINAL REPORT NARRATIVE
The purpose of the report form is to help nonprofit organizations prepare informative and complete grant reports. The form is intended as a guideline – please do not limit the report to the items mentioned in the form if they do not adequately address the funded project.   Review the grant proposal before preparing your report – The William Bingham Foundation compares the report with the original grant proposal.  Please submit electronically as an e-mail attachment to lg@wbinghamfoundation.org .
The report is designed to provide a framework for you to evaluate your work, recognize your successes and identify those areas that need further development.  Please be as candid, reflective, and succinct as possible – we are equally interested in hearing about your successes as your challenges and difficulties.  Your experience can inform not only your work but our grantmaking as well.

	Date Report Due:
	
	Date Submitted:
	

	If report was overdue, explain:
	


	Name of Organization:
	

	

	Were there any changes to organization’s tax-exempt status during grant period?
	


	Name of Executive Director/CEO:
	

	Address:
	

	Phone:
	
	 Fax:
	
	 Email:
	


	Contact Person: 
	
	Title:
	

	Address:
	

	Phone:
	
	 Fax:
	
	 Email:
	


	Project/Program name (if applicable):
	

	

	Project/Program manager’s name (if applicable):
	

	

	Purpose of Grant:
	

	


	Grant Period: 
	
	to
	
	Period covered by this report:
	 
	to
	


Note: If grant period or budget changes, or if all grant funds will not be expended during this period, inform the Foundation as soon as possible.

	Grant Amount:
	
	Total Budget for Project:
	


	Name of Person Completing Report:
	
	
	

	
	
	Date: 
	

	 
	
	
	


NARRATIVE REPORT

Organization Information
1. Describe overall organizational achievements and setbacks during the grant period including progress made toward Strategic Plan goals and work plan:
2. Describe any changes in organization’s programs, activities, population served.  If there has been any change in the organization’s tax-exempt status explain the change.   
3. Describe any changes in organization’s grants management system or development department, including any major grants awarded recently, new funding sources, progress on capital campaigns, or discontinuation of prior funding sources:  
4. Organizational Structure: Describe any significant changes in organization's staffing and/or board and their impact on the organization.  Include information on “Best Practices” (follow link to Independent Sector for examples) adopted and environmental sustainability measures employed during grant period.
Grant Information

If the grant was for general operating support, provide information about your organization’s overall purpose, operations, and strategic plan goals/accomplishments for the year in the sections below.  If the grant proposal requested support for a specific project, and the grant was awarded for general operating support, you may still report on the project if it was implemented as planned. All activities proposed in the grant request are to be addressed in the report, whether or not they have been accomplished.
5. Describe purpose of grant and specific programmatic achievements and setbacks:

6. Describe needs that were addressed by program(s).  What issue/need was described in the grant proposal and how was it addressed during the grant period?   What gaps in services or emerging needs were identified during the grant period?     
7. Specific Activities: Describe service delivery, program implementation, and timeline. Were there any changes in the activities that were described in the grant proposal?  Was the program implemented according to the proposed timetable? If not, describe reasons for variance and explain what remains to be done. Please include a description of activities that are behind schedule or not yet begun, and changes in project plans or personnel. Describe any internal or external factors that posed an obstacle to the timetable or outcomes of the project.  If you collaborated with other organizations, describe the nature of the collaborations and ways in which they affected outcomes.
8. Objectives and Goals: List the original goals, objectives, and methods of the grant (as presented in grant proposal) and explain to what extent they were met during this reporting period.  Variance from original project plans often occurs; were goals modified during the grant period?  Describe overall impact of the project or program – in what ways did this grant strengthen the organization and address identified problems or needs? What difference did the grant make to your organization, community, and the population you are serving? In what ways did the program or project further the organization’s mission?  When using words that imply change (such as increase, decrease, improve, expand, etc.) include description of conditions or situation “before” as well as “after” the program. 
9.  Lessons Learned:  What are the most important outcomes or “lessons learned” from this project (or during this fiscal year)?   If you were undertaking this project again, would you do anything differently?   Will you use what you learned to inform future work? Are there recommendations you can make to funders or others working in this field?  Describe any unanticipated benefits or challenges encountered during the grant term and why they came about. The William Bingham Foundation understands that circumstances may change and may affect program implementation.  Describe any difficulties you encountered, why they occurred, and what modifications have been made to overcome them.  
10. What was the total cost of the Program/Project?  Who else has funded this project and at what level?  Please submit financial attachments described below.
11. Evaluation: How did your organization measure the success of the program or the organization’s work? How did you measure outcomes and the effectiveness of your activities? How often was progress reviewed?  What measurement tools did you use?  What were the anticipated outcomes and results during the funding period and how did you know if they were achieved?  How will you decide if the program or strategic plan requires modification? How often is program or strategic plan progress reviewed by your board? What is the plan for this program or project in the future (including reasons for expansion, termination, continuation, etc.)?   
12. Other:    Use this space to provide any additional information that you feel would be relevant to this grant that is not covered in the sections above.  For instance, how did this grant help your organization implement its strategic plan?  In what ways could The William Bingham Foundation have been more helpful to your organization?   We welcome any suggestions you might have on our procedures or policies (feel free to submit anonymously).  

Attachments:
1. Using the original itemized budget included with your proposal, provide detailed expenses and income for the project for this period (budget vs. actual).  Describe use of any equipment purchased. Provide narrative explanation of variances (10% or more) from the original project budget; report significant budget changes to the Foundation as soon as they occur in order to remain in compliance with the grant agreement.  If income fell short of goal, describe plans to increase income (or reduce expenses).  If expense exceeded income, describe reasons for expense overrun and plans to make up the shortfall.
2. Organization’s actual income and expenses for the most recently completed fiscal year, using the same budget format that was provided with the grant proposal.  

3. Most recent annual financial statement (audited if available) and management letter. If audit has not been completed at the time report is due, provide a copy as soon as it is available.
4. Feedback on program or organization from program participants, organization’s peers, the press, or the public (letters, survey results, news clips, etc.).  You may provide a “human interest story” that illustrates a success of the project.
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