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Financial Management Grant Payment and Reporting Instructions
The following information will help guide you through the grant payment and reporting process for your Financial Management 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.  Email GrantsAdministration@hfpg.org to receive an electronic copy of any form.  
Upon receipt of your grant award letter, submit:
· A copy of the signed grant award letter.
· A payment request letter, based upon your forecasted cash requirements, as stated in your application.  If your cash requirements have changed since you wrote your application, explain in your payment request letter and we will adjust the payment amount accordingly.  
After you have spent the first payment, submit:
· A payment request letter for the balance of the grant. 
· A Financial Management Grant Expenditure Report (see sample below) that summarizes, by budget category, expenditures of the first grant payment (attach invoice copies for all non-salaried expenses).  
· A Financial Management Grant Interim Project Report
After you have spent the second payment, submit:

· A Financial Management Grant Expenditure Report that summarizes, by budget category, expenditures of the final grant payment (attach invoice copies for all non-salaried expenses).  
· A Financial Management Grant Final Project Report
· A reimbursement check, payable to “Hartford Foundation,” for any unspent grant funds.
*****************************************************************************************
Financial Management Grant Expenditure Report (Sample)
Complete Column A to report how you spent the first grant payment.  Save your report on your hard drive.  Using the saved report, complete Column B and Column C to report how you spent the second grant payment.    

	Agency Name       Hartford Cares, Inc.

	Grant Number       20058888

	Budget Description
	Budget

 Amount
	(A) 

Expended 
with 1st Grant Payment
	(B)

Expended 

with 2nd  Grant Payment
	(C)

Total 
Grant Expenditures

	Agency Staff Position
	$   18,000.00
	$   7,545.25
	$   8,796.65
	$  16,341.90

	Computer Hardware and Software
	$     8,000.00
	$   7,955.46
	$      449.40
	$    8,404.86

	Consultant Fees
	$     4,800.00
	$   2,505.75
	$   3,092.51
	$    5,598.26

	Contractual Bookkeeping Services
	$     6,200.00
	$   4,259.56
	$   2,395.42
	$    6,654.98

	Totals
	$   37,000.00
	$ 22,266.02
	$ 14,733.98
	$  37,000.00


You may develop your own reporting form style and format; please be sure to include both your agency name and the grant number on the form.
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