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FAST TRACK GRANT 

Final Narrative & Budget Report 

INSTRUCTIONS     Within 30 days after completion of their projects, grant recipients must submit this brief narrative & financial report of activities, including successes and challenges, if any, and program results.  To report financial activity, use the reporting form on the next page, and the budget in your original proposal as a guide.  Failure to submit this information may jeopardize future funding opportunities from the Foundation.  Submit the final report electronically to gretchen@hgf.org.  
A.   




Summary Information

Grant Recipient:
Program Title: 
Date(s) of project(s):



        Number of Participants:

B. 




Narrative Questions

A candid self-assessment of your efforts, including the highlights and challenges of this project, is vital to learning how to improve future efforts.  Your reflections will also help HGF determine how to assist you in the future.  

1. What were your goals for your project/program and were they met?  Why or why not?

2. What other organizations, if any, participated?  What was their role?
3. Was the number of participants more or less than you anticipated?
4. What challenges, if any, did you encounter?  

5. Did the budget change?  If so, how and why?

6. What kind of publicity did you do and what was the result?

7. What did you learn from this project that might influence future planning?  

8. Please share a highlight or anecdote.
9. Please share any other comments about this program/project.

C. 




Additional Documentation

Required   Please submit publicity samples that credit the Foundation for its support (i.e. press releases, program booklet, newsletter, newspaper articles, invitations, etc) 

Optional   Please submit photos electronically of your activity for use on the JA&CI web page. By sending these, we assume there is permission to use them. 
D. 




Final Budget Report

Using the chart below, document actual expenses as compared with what you projected in your application. Provide notes if appropriate.  
	PROJECT EXPENSES
	PROJECT INCOME

	
	Projected
	Actual
	
	Projected
	Actual

	Fees/Salaries
	
	
	Earned Income* [C. Describe below]
	
	

	   - Artist/Scholar/Educator
	
	 
	Club/Organization
	
	 

	   - Administrative
	
	 
	Business/Corporate
	
	 

	   - Other Fee  [A. Describe below] 
	
	 
	School
	
	 

	Space Rental  
	
	 
	Donations
	
	 

	Marketing
	
	 
	Grant   [D. Identify source below]
	
	 

	Travel/Hospitality
	
	 
	Other Income    [E. Describe below]
	
	 

	Equipment Rental
	
	 
	
	
	 

	Project Supplies
	
	 
	
	
	

	Postage/Shipping
	
	 
	Amount Requested from  

the Harold Grinspoon Foundation
	
	 

	Other Expense  [B. Describe below] 
	
	 
	
	
	

	
	
	
	
	
	

	TOTAL EXPENSES
	
	
	TOTAL INCOME
	
	

	
	
	
	Value of In-Kind Contributions**
	
	


	Describe detail (and/or source) of expense/income from categories above

	A.  Other Fee:

	B.  Other Expense:

	C.  Earned Income*:

	D.  Grant Source:

	E.  Other Income:


*Earned Income = income from participant fees, tickets, dues, product sales, etc.

**In-kind contributions = donated time, space, materials, services, etc.
NOTES: 

Submit Final Report & Publicity Documentation to:
Gretchen Laise, HGF Fast Track Program

380 Union Street
West Springfield, MA 01089

gretchen@hgf.org
Fax (413) 732-2632      Phone (413) 439-1944
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