Grantee report template
A short report form for small foundations, from FundMesa (fundmesa.com).
Before you send it
Put your foundation’s name in the title and fill in section 1 for each grantee, so they only answer what is new.
Cut any question you will not read. Each one is work for a small staff.
Set the variance line in section 3 (the template uses 10%) to match your grant agreement.
The same form works for interim and final reports. The last question in section 2 is for final reports only.
Delete this page before you send the form.
This template is not legal or accounting advice. If a grant needs expenditure responsibility, check that your report asks for what 26 CFR 53.4945-5(c) requires.


[Foundation name]: grantee report
Please return this form by the due date below. A few sentences per question is enough. If you already wrote a report that answers these questions, you may attach it instead.
1. About this report
	Item
	Answer

	Organization
	[Grantee legal name]

	Grant number and title
	[number], [title]

	Grant amount and period
	$[amount], [start date] to [end date]

	Report type
	☐ Interim     ☐ Final

	Period this report covers
	[start date] to [end date]

	Due date
	[due date]

	Contact for questions
	[name, title, email, phone]



2. Progress
a. What did you do with the grant this period? How does it compare with what you planned?
[Answer]


b. What results can you share? Use the goals in your grant agreement where you can.
[Answer]

Goals from the grant agreement (leave blank if your grant has none):
	Goal
	Target
	Actual so far
	Comment

	[goal]
	[target]
	[actual]
	[comment]

	
	
	
	

	
	
	
	



c. What problems came up, and how did you handle them?
[Answer]

d. Did anything change: staff, timeline, budget or plans? If so, did you tell us?
[Answer]

e. Final report only: What did the grant achieve overall? What will continue after it ends?
[Answer]


3. Money
One row per budget line in your grant agreement. Remaining = approved budget minus spent to date. Explain any line where spending to date is more than [10]% above or below plan.
	Budget line
	Approved budget
	Spent this period
	Spent to date
	Remaining
	Explanation

	[Personnel]
	$
	$
	$
	$
	

	[Program supplies]
	$
	$
	$
	$
	

	[Contract services]
	$
	$
	$
	$
	

	[Travel]
	$
	$
	$
	$
	

	[Other]
	$
	$
	$
	$
	

	Total
	$
	$
	$
	$
	



Grant funds received from us to date: $[amount]
Final report only. Grant funds not spent at the end of the grant period: $[amount]
4. Attachments
☐ Backup for spending, if we asked for it (for example a ledger report, receipts or invoices)
☐ Photos, stories or materials you want to share (optional)
☐ Other: [describe]
5. Sign-off
I confirm that this report is true and complete to the best of my knowledge, and that the grant funds were used as described in the grant agreement.
Name: [name]
Title: [title]
Signature: ______________________________
Date: [date]
Template from FundMesa (fundmesa.com). Edit it freely.




