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Grant Program Report Guidelines

The final report on your grant award must include the information listed below:

· Grantee Information - Include the following:
· Organization name

· Contact person

· Address 

· Telephone number

· E-mail address; Web site address

· Project Information - Include the following:

· Project title (as noted on the grant application)

· Date of grant award

· Amount of award 
· Project accomplishments - Compare the specific stated goals and projected measurable results from your proposal with actual accomplishments and results; if any project goals were not met, provide the reasons for not meeting the goals, lessons learned and any impact on the overall effectiveness of the project. Please include any data regarding the numbers of those involved or impacted by this project.
· Project partners - List project partners, key decision makers or executive level personnel, if any, and their roles/contributions in achieving the measurable results. Include signed statements from key executives or partners outlining their own specific involvement and how they measure the success of the project.

· Sustainability - Include a statement about sustainability, if appropriate, with the reasons why you believe it is sustainable and the length of time that the project is expected to continue. Include any information about how the Foundation’s grant contributed to the sustainability of the project.

· Project Materials - Provide copies of any print materials, published results, photos that may be used in our newsletter or on our website, media items generated as a result of the grant, including brochures, surveys, white papers, newspaper articles and any other print or published information. 
· Accounting Detail - Provide detailed accounting of actual income and expenses of the project, including documentation of grants from other grantors, in-kind contributions and any other income for the project. 
· Personnel Time - If personnel time has been allocated to the grant, give the approximate number of hours spent on the project, rate of pay and a summary of how the time was spent. If there is a significant discrepancy between the amount of personnel time in the proposal and the final report, then the report should include an explanation that clearly explains the reason for the discrepancy and any impact on the project. The Foundation reserves the right to review all documentation of hours spent on project, rate of pay and summary of how time was spent.
· Dissemination or Replication – Explain if and how results could be shared or the project replicated by others.

· Certification - Include a statement certifying that the report is true and accurate from the responsible party.
Note:
Any unused grant funds must be submitted with the report, made payable to the Wisconsin Medical Society Foundation. The Foundation reserves the right to publish excerpts of the report in its publications and/or on its website.

Mail report to Wisconsin Medical Society Foundation, 330 E. Lakeside St., Madison, WI 53715 within 60 days of completing the project. All final reports are due by February 28 of the year following the grant project activities.
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