Reporting Template Guidelines
Interim Report Template

Forsyth Foundation needs to report to its board the progress and outcomes of the grant which you have been awarded.
This first interim report is to ensure that
· your project has begun
· we know if there are any substantial changes to you project.

It also gives you the chance to tell us if you project has delivered any of its expected outcomes.
This report need not go anymore than a page.  The final report will be more substantial.

You must keep a copy of this report for when it comes to writing your full report.

The template is offered as a guide to reporting your project to us.

Forward a signed copy of this report to 
Forsyth Foundation
c/ - Beth Alcock
PO Box 2534
Adelaide 5001
Any Questions

Ms Beth Alcock (08) 8202-5886

beth.alcock@ucwesleyadelaide.org.au
www.ucwesleyadelaide.org.au
Forsyth Foundation Grant – Interim Report Template
1. Project Title………………………………………………………………………………………

2. Name of Organisation …………………………………………………………………….……

3. Name and Title of Contact Person: ……………………………………………………….…

………….……………………………………………………………………….………………….

Telephone: ……………………….

4. What things have you done to get the project going for the year?
(This includes planning and preparation as well as actions)
………….……………………………………………………………………….………………….

………….……………………………………………………………………….………………….

………….……………………………………………………………………….………………….

………….……………………………………………………………………….………………….

5. If there have been any outcomes – what are they?
(If you project is up and running it will be doing the things you have told us it would do in your application – what things has your project done)
………….……………………………………………………………………….………………….

………….……………………………………………………………………….………………….

………….……………………………………………………………………….………………….

………….……………………………………………………………………….………………….

6. If there are any substantial changes to the project, what have they been?
(Not all projects go to plan.  We need to know if you are doing something other than what is in your project application)
………….……………………………………………………………………….………………….

………….……………………………………………………………………….………………….

………….……………………………………………………………………….………………….

7. Is there any way we might improve our application form, our process or the reporting templates?
………….……………………………………………………………………….………………….

………….……………………………………………………………………….………………….

………….……………………………………………………………………….………………….

	Name:
	Role: 

	Signature:
	Date  _/__/20__

	
	


Forward a signed copy of this report to Forsyth Foundation,  c/ - Beth Alcock,  PO Box 2534, Adelaide 5001
Reporting Template Guidelines

Final Report Template
Forsyth Foundation needs to report to its board the progress and outcomes of the grant which you received from us.

This final report is to account to us for the expenditure of the grant against your application

· your project has been completed
· the activities and outcomes of your project

· a reconciliation of monies spent

· we know if there are any substantial changes to you project

The template is offered as a guide to reporting your project to us.

Forward a signed copy of this report to 

Forsyth Foundation
c/ - Beth Alcock
PO Box 2534
Adelaide 5001
Any Questions
Ms Beth Alcock (08) 8202-5886

beth.alcock@ucwesleyadelaide.org.au
www.ucwesleyadelaide.org.au
Forsyth Foundation Grant – Final Report Template
1. Project Title……………………………………………………………………….………..……
2. Name of Organisation ……………………………………………………….…………………

3. Name and Title of Contact Person: ……………………………………….…………………

………….………………………………………………………………………..………………….

Telephone: ……………………….

4. Project Title: ………………………………………………………………………………………

5. What activities have you done as part of the project?
(As well as describing the projects sometimes people include photos of events.  This is a good way of showing us that the event or project with the people involved.  Don’t forget that you will need to seek the permission of those people you are taking photos of)
………….……………………………………………………………………….………………….

………….……………………………………………………………………….………………….

………….……………………………………………………………………….………………….

………….……………………………………………………………………….………………….

6. Where there any changes to the project as it was described in the project application?
YES  /  NO   (circle)  If Yes describe
………….……………………………………………………………………….………………….

………….……………………………………………………………………….………………….

………….……………………………………………………………………….………………….

………….……………………………………………………………………….………………….

7. Who participated in the project?
(As well as an estimate of number consider describing who they were and where they came from)
………….……………………………………………………………………….………………….

………….……………………………………………………………………….………………….

………….……………………………………………………………………….………………….

………….……………………………………………………………………….………………….

8. Proposed Budget (attach statement if necessary) including recurrent funding for salaries and other operational costs:
(Use the following table if you wish)
	Item
	Expenditure
	Details

	Staffing
	
	

	Materials
	
	

	Catering
	
	

	
	
	

	
	
	

	Total Expenditure
	$
	Total Funding Allocated
	$
	Surplus/Deficit
	$


Did you receive other funding support?  Yes/No (circle)   Value $ ________

If YES details: 

………….……………………………………………………………………….………………….

………….……………………………………………………………………….………………….

9. Challenges – Please provide a brief overview of any challenges you face and how you overcame them?
………….……………………………………………………………………….………………….

………….……………………………………………………………………….………………….

………….……………………………………………………………………….………………….

10. What did you learn from the project?
………….……………………………………………………………………….………………….

………….……………………………………………………………………….………………….

11. Outcomes:  What has happened as a result of the project?  Describe the impact the project has had on the community?
………….……………………………………………………………………….………………….

………….……………………………………………………………………….………………….

………….……………………………………………………………………….………………….

………….……………………………………………………………………….………………….

12. Is there any way we might improve our application forms, our process or the reporting templates?
………….……………………………………………………………………….………………….

………….……………………………………………………………………….………………….

	Name:
	Role: 

	Signature:
	Date  _/__/20__


Forward a signed copy of this report to Forsyth Foundation,  c/ - Beth Alcock,  PO Box 2534, Adelaide 5001
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