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Please type or print the information requested below and attach this form to your final report.  Refer to your grant agreement and the guidelines on the back of this form for help in completing your report.  If you need further assistance, please contact your Program Officer at (415) 371-8808.
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FINAL REPORT GUIDELINES

The Foundation is very interested in the final outcomes of your grant.  By describing the activities and impact of your grant, you will help the Foundation in its future grantmaking.  Therefore, we urge you in your reporting to be candid so that we can learn as much as possible from your efforts.  These guidelines are designed to encourage a self-evaluation of your grant, and they highlight some areas we think are important for you to consider.

When preparing your final report, please assemble it in two parts – narrative and financial.  Both parts should cover the period since your last report or, if this is your first, the period since the start of the grant.  Review the questions below, and answer those that are applicable in the given order.  Because the purpose and objectives can vary a great deal from one grant to the next, you need not limit yourself to the questions below.  Feel free to address other questions relevant to your project or program.

Your narrative report should not be more than five pages not including attachments such as publications, photographs, or news clippings.  If your grant objectives are completed ahead of schedule, you may submit your final report early, particularly if you intend to apply for continued funding.  The timely submission of final reports is important.  Please send your reports by mail or email to: Ben DeHerrera, Program Assistant, Community Technology Foundation of California, 101 Spear Street - Suite 218, San Francisco, CA  94105 (ben@zerodivide.org).

REPORT NARRATIVE

1. Review your grant objectives as stated in the Grant Agreement.  Describe any achievements and outcomes related to these objectives.  What have you learned from your work thus far?  What have been your successes?  Are they replicable in other situations or by other organizations?  What have been your mistakes?  How have you learned from these mistakes and what can you share to help others avoid similar situations?

2. Describe any significant objectives you were not able to complete by the end of the grant period and explain the circumstances.

3. What lessons have been learned and how will they, or might they, be shared with others?

4. Was the grant significant to your work in ways beyond what you have discussed above?  Include any unanticipated events.

5. Will this project continue beyond the CTFC grant period?  If so, how will you fund the project in the future?

ORGANIZATIONAL NARRATIVE
1. In the course of your grant period, how has the application of technology helped to further your organization’s mission and goals?  CTFC is very interested in learning how organizations use technology as a means towards a greater goal, rather than having technology be simply a goal in and of itself.   If relevant, please discuss how your organization believes that application of current or future technological innovations helps to advance your organizational agenda – or conversely, how the lack of technology is or might impede such progress. 

2. CTFC understands that an organizational commitment to investment in technology can be a major undertaking.  We are always eager to learn how different organizational governance and management systems arrive at a commitment to technological excellence.  Please share with us any examples, insights, or best practices about your own organization’s governance and management practices.

FINANCIAL SUMMARY
1. Provide an expense report that compares actual expenditures to your approved project budget.  This report should cover all project activities met to date with CTFC funds.  These funds should not be grouped with other income for this report.  A certified financial audit or board approved financial statements is a required part of your Final Report.  If you are using a fiscal sponsor, you must submit financial audit and/or statements for both your organization and the fiscal sponsor.  If you have questions about the nature and scope of financial statements needed for your Final Report, please contact your Program Officer.

2. Indicate any amount of CTFC grant funds intended for this grant period that remain unspent at the end of this reporting period.
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Please use this budget form as a guide.  You may modify it or submit your own budgets if they approximate this format and provide all necessary information.  Include a budget narrative to clarify significant differences from approved budget.

	Name of Organization:

	Budget Period: 
   to

	Approved CTFC Budget
	Actual Spent for this Grant Period
	Cumulative spent since start of the Total Grant
	(Over) or Under spent

	Personnel 
	
	
	
	

	Salary (please list each position)
	$
	$
	$
	$

	Fringe benefits (at       %)
	
	
	
	

	Total Personnel
	$
	$
	$
	$

	
	
	
	
	

	Operating Expenses
	
	
	
	

	
	$
	$
	$
	$

	
	
	
	
	

	Total Operating
	$
	$
	$
	$

	
	
	
	
	

	Technology
	
	
	
	

	
	$
	$
	$
	$

	
	
	
	
	

	Total Technology
	$
	$
	$
	$

	
	
	
	
	

	Other CTFC Funded Expenses (program, administrative, etc.)
	
	
	
	

	
	
	
	
	

	Total Direct Cost
	$
	$
	$
	$

	
	
	
	
	

	Indirect/Overhead (=<15%)
	$
	$
	$
	$

	
	
	
	
	

	Total Cost
	$
	$
	$
	$
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