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Strategic Technology Grant Payment and Reporting Instructions
The following information will help guide you through the grant payment and reporting process for your Strategic Technology grant from the Nonprofit Support Program.  
Please submit your reports and payment requests via email to Grants Administration at GrantsAdministration@hfpg.org.  Remember to include the grant number in any correspondence.  

Please note that payment requests received in any calendar month are processed on or about the 15th of the following month.  
Upon receipt of your grant award letter, submit:
· A copy of the signed grant award letter.

· A payment request letter for one-third of the grant amount, stating when you will make expenditures.    
After you have spent the first payment, submit:

· A payment request letter for one-third of the grant amount.   

· A Strategic Technology Grant Expenditure Report (see sample below) that summarizes, by category, equipment and services purchased with the first grant payment.
After you have spent the second payment, submit:

· A final payment request letter for the balance of the grant.   

· A Strategic Technology Grant Expenditure Report (see sample below) that summarizes, by category, equipment and services purchased with the second grant payment.
After you have spent the final payment, submit:

· A Strategic Technology Grant Expenditure Report (see sample below) that summarizes, by category, equipment and services purchased with the third grant payment.
· A Strategic Technology Final Narrative Report (using your own format) describing the impact the grant has had on agency operations including information on improved efficiencies or capacity to serve clients’ needs.  

· A reimbursement check, payable to “Hartford Foundation,” for any unspent grant funds.

IMPORTANT - This grant may not be used to pay for equipment or services purchased prior to the date of the grant award letter.  The Foundation reserves the right to conduct an audit of the grant expenditures, upon reasonable notice, at any time up to three years after the final grant payment. This may include requesting copies of invoices documenting the equipment and services purchased through this grant. 

Strategic Technology Grant Expenditure Report (THIS IS A SAMPLE)
Complete Column A to report how you spent the first grant payment.  Save your report on your computer.  Using the saved report, complete Column B to report how you spent the second grant payment, and Column C and Column D to report how you spent the third grant payment.  You may develop your own reporting form style and format and include both your agency name and the grant number on the form.

	Agency Name       ABC Organization

	Grant Number       20189999

	 
	
	
	(A) 
	(B)
	(C)
	(D)

	Technology Equipment and Systems
	Name of Vendor
	Date of Purchase/Service
	1st Grant Payment Expenditures
	2nd Grant Payment Expenditures
	3rd Grant Payment Expenditures
	Total Grant Expenditures

	Telephone Equipment, Copiers, Fax
	AT & T
	12/15/17
	$0
	$3,050.09
	$5,000
	$8,050.09

	Computer Hardware and Systems
	DELL Computers
	10/12/17
	$2,000
	$1,958.66
	$3,000
	$6,959.66

	Computer Software
	CompuServ
	11/15/17
	$3,500
	$2,758
	$2,500
	$8,758

	Computer Training
	Technical Training Services, Inc. 
	11/25/17
	$3,933
	$2,150
	$1,000
	$7,083

	Consulting Services
	ABC Consulting Services
	9/12/17
	$2,350.00
	$775.25
	$500
	$3,625.25

	Service Contracts
	ABC Consulting Services
	9/12/17
	$3,815
	$2,745
	$3,668
	$10,228

	Web Site Development
	JKL Web Development
	11/15/17
	$1,068
	$3,229
	$1,000
	$5,296

	Totals
	
	
	$16,666
	$16,666
	$16,668
	$50,000.00


