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Mini Grant Final Report Form 

Contract No.: 

Project Name: 



Grantee:

Contact Name and Phone No.: 






TOTAL PROJECT COST: 

GRANT AMOUNT:
REQUESTED FINAL PAYMENT AMOUNT:    

REIMBURSEMENT OF GRANT IS MADE UPON PROJECT COMPLETION AND SUBMISSION OF THE FOLLOWING ITEMS:

1) A description and evaluation of the scope of work completed and the project components implemented; 

2) Actual Project Budget;

3) Final Report Expense Worksheet, signed by finance department or accounting person;
4) Copies of invoices/receipts for all cash expenditures over $1000, as itemized on Final Report Expense Worksheet;

5) Documents or plans produced through this project; and
6) Photos (digital and print) of project, before and after completion. 

FURTHER INSTRUCTIONS LOCATED ON PAGE 2.
Please read the following statements, sign and date below to verify their accuracy.

1. The Grantee is in compliance with the terms and conditions of the MCFMLD Grant Agreement.

2. All project documentation is true and accurate reflecting only those eligible costs incurred and paid to date as described in the project application approved by the Board.  The Grantee certifies that it has on file invoices, receipts, contracts, and/or proof of payment for the costs incurred and will maintain those records for inspection by MCFMLD or MCFMLD’s auditors for a period of five years, in accordance with the MCFMLD Grant Agreement.

By: ____________________________________________

Date:  __________________

Printed Name: ___________________________________

Title:  __________________
FINAL REPORT INSTRUCTIONS

Final Report Form
1.  PROJECT DESCRIPTION AND EVALUATION Describe the components of the project that were completed and whether and how they differed from those proposed in the application.  This should be based on the tasks listed in the Workplan/Timeline and should include details about meetings, evaluations, project design, or other items that were completed.  Evaluate whether the project as a whole and the individual components have been successful or helpful and why or why not.  Include a list of documents that were produced through this project.  

2. ACTUAL PROJECT BUDGET The budget should identify the actual costs of the project versus what was originally proposed and approved.  Use the same budget categories as in the approved budget. We do not expect the actual budget to be the same as what was budgeted, because the total cost often varies from what was originally estimated.  

If any items have been added to or removed from the approved budget, they should have been previously approved by MCFMLD staff. Please provide a written explanation of why these items were added or removed and include it with this report.

3.  FINAL REPORT EXPENSE WORKSHEET The actual expense worksheet is a financial breakdown of your actual expenses and assists MCFMLD staff in locating corresponding financial documentation. 
The Final Report Expense Worksheet must:

· Be presented in the template provided by MCFMLD. It is available at www.MesaFML.org.

· Track invoices in the order presented in the report.

· Account for every MCFMLD-eligible cost associated with the project even though invoices for expenditures less than $1,000 will not be submitted. 
· Be signed off on by a representative of the Grantee’s finance department or the person that does the accounting for the organization.

· Include only ELIGIBLE project expenses as stated in the MCFMLD Grant Application.  Some ineligible items include: fundraising costs, existing staff time, volunteer time.

If staff time is included in the budget as MCFMLD funds, include salary, taxes, and benefits for the staff person on the expense worksheet.  
Description of Final Report Expense Worksheet Columns:

· Invoice Number and Date: include a reference number that corresponds to the labeled invoices/receipts and in-kind statements provided in the report. All invoices/receipts must be organized in the same order as presented on the Progress Report Expense Worksheet.  

· Vendor Description: include the provider name as it appears on the invoice/receipt and a brief description of the expense or in-kind service

· MCFMLD Cash: indicate the amount of that invoice/receipt that will be paid for by your MCFMLD grant

· Grantee Cash: indicate the amount of that invoice that will be paid for in cash match by the Grantee

4.  INVOICES/RECEIPTS Enclose invoices or receipts for all cash expenditures over $1000.  It is very important that all invoices/receipts are labeled to correspond with the “Invoice Code” on your Final Report Expense Worksheet.   Please include project-related expenses only.  If necessary, identify project expenses from non-project expenses when an invoice or payment incorporates both.
5.  PROJECT DOCUMENTS Please include copies of any plans, maps, curriculum, surveys, or other documents produced as a result of this project.
6.  PHOTOS Provide representative photographs, both print and digital, of the project before and after completion.  Include images of the posted MCFMLD signage, as required by the grant agreement. Photos may be used on the MCFMLD website, promotional material, and the like. Submitted photos are the property of the MCFMLD.  
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