PUBLIC WELFARE FOUNDATION FINAL/INTERIM REPORT 
GRANT # ____________
DATE OF SUBMISSION _______________
The Foundation requests from its grantees regular financial and narrative reports on grant work they have performed.  For a one-year grant, the final report is due two months after the grant expiration date. For multi-year grants, interim reports are due 30 days after the end of each year of funding, with a final report due two months following the full grant period. Please contact us if your report will not be submitted by these deadlines.  
Grantees interested in applying for renewed and uninterrupted funding must submit a letter of inquiry and a progress report with both a narrative and financial component several months prior to the end of the grant period. 
In general, reports provide information useful for assessing progress toward the goals and outcomes established in grant proposals. This information is useful for both the Foundation and the grantees. For this reason, we hope you will devote substantial effort in preparing your reports and will review the proposal approved by the Foundation as you prepare your report. All reports must contain two sections: “narrative” and “financial”.

Name of Organization: ________________________________________________________________________________________________
Type of Report (Interim, Progress, or Final):_______________________________________________________
Grant Period: ___________________________________________________________________________
Time Period Covered by Report: _________________________________________________________________
Name and Title of Person Completing the Report: 

 ________________________________________________________________________________________________
Telephone: ______________________________________________________________________________________
E-Mail: __________________________________________________________________________________________
Required Confirmation:  I confirm that the information contained in this report is accurate and complete.

Signature of Chief Executive Officer
Or Other Authorized Signatory: __________________________________________________________________ 
Printed Name: ___________________________________________________________________________________ 
Title:____________________________________________________________________________________
Date of Signing:__________________________________________________________________________________
_________________________________________________________________________________
Please email the completed document to submit@publicwelfare.org.   The cover sheet must be signed by an authorized signatory.  You may send the signed cover letter via email to submit@publicwelfare.org, by fax to 202-265-8852, or mail to Public Welfare Foundation, 1200 U Street, Washington, DC 20009. Attn: Grants Management. 

Narrative:  
The narrative section reports on progress toward goals and outcomes established in your proposal. It asks for information about the work you conducted and whether it produced the results you expected.  Please refer back to the proposal approved by the Foundation as you report on the progress made during the course of the grant period.
The following questions should be used as a guide as you prepare your report but you can provide additional information if you feel it will help Foundation staff understand the work that was undertaken.
(1) Which of the activities and/or strategies outlined in the approved proposal did you complete or partially complete to make progress toward your goals? What activities did you decide not to undertake?  Why?
(2) Describe the methods and documentation used to assess your progress towards achieving the anticipated outcomes outlined in the approved proposal.
(3) Which of the outcomes outlined in the approved proposal have you achieved? Which activities most successfully and clearly brought them about?  

(4)  Are there any outcomes outlined in the approved proposal that you were not able to achieve?  What were the factors that prevented you from achieving these outcomes?
(5)  Did you achieve any outcomes that were not outlined in the approved proposal?  How do they help to advance your goals?
(6) What are the most difficult problems you encountered in undertaking your work?  Were there any unexpected successes or victories?  
(7)  How have the activities undertaken and outcomes achieved helped to address the problems outlined in your approved proposal?  What still remains to be done to address these problems?
(8) [OPTIONAL] We would like to learn from our grantees ways we can improve our online grant application process and procedures. We regularly review it with an eye toward making useful adjustments. Your opinions will therefore prove very helpful. Please tell us whether there are problems you have encountered that we should pay attention to. What are the strengths and weaknesses of our current system? Are there parts of the system that can be made more user-friendly? 

Thanks in advance for assisting us in this way.

Financial Information: 

Provide the following information about receipt and expenditure of your PWF grant for the time period covered by this report:

1.   Total grant received from the Public Welfare Foundation: _____________________________________________________________

2.   Total amount of unexpended PWF funds as of the date of your report: _____________________________________________________________
3.    For general support grants, provide a financial statement listing your organization’s actual income (including a line item for the funds you received from the Public Welfare Foundation) and line item expenditures for the time period covered by this report. 
4.  For project support grants, please provide the project’s actual income and a line-by-line reconciliation of the actual project expenditures with the approved project budget that was submitted with the proposal and note any modifications that were made (please see the sample financial reporting template available on our website).

5.   If you are submitting an interim report (at the mid-point of a multi-year grant), please submit your organization’s budgeted expenses, and income amounts and sources, for the next fiscal year. For project support grants, please also separately indicate your project’s anticipated income amounts and sources along with budgeted expenses for the coming year.

Questions about the requirements for preparing and submitting your report should be directed to Margie Robinson, Grants Manager.  Questions regarding the conduct of your work should be directed to your program officer.
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