INSTRUCTIONS FOR FILLING OUT THE FINANCIAL REPORT AND REQUEST FOR GRANT FUNDS FORM

Please complete all the highlighted sections on the report. You will notice that the tab key will bring you to the next field. Once you enter all your information in those cells the worksheet will make the calculations for you. All fields on the report must be filled in or it will be returned to the sub grantee which will delay payment. All information should match the cover sheet of the Standard Grant Agreement form.
 Please save the report in the following format date, sub grantee, and grant name.( IE: 12.31.13 AWARE ACT174). Each report should be saved as a single PDF attachment; you may submit several attachments in one email. The financial report and instructions are available on our webpage. www.ccvs.vermont.gov  Reports should be returned to Financial.Reports@ccvs.vermont.gov there is a link on the second page of the form to submit.  
DUE:  (Oct 15th, Jan 15th, Apr 15th, Jul 15th FYE Final Report)
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Name of Sub grantee: 
Self-explanatory

Telephone: 


Self-explanatory

Grant Agreement: 
 
Grant Agreement line of the Standard Grant Agreement form 
                               

Example is 02160-12VOCA13
Federal Grant Number: 
Federal Grant Number line of the Standard Grant Agreement form  
                                          
Example is 2012-VA-GX-0039 (VOCA)

Period Covered: 

Use the pull down menu and select the quarter you are reporting
Prepared By: 

Name of the person that prepared the report
Email: 


Email address of the person that prepared the report
Vendor#:  


Your vendor number
Is this a final report: 
Yes or No (please put an X in the box) 

Section I Award
Approved Budget: Enter the entire grant award as listed on the Standard Grant Agreement form. In the box under Match, list the total grant match required as listed in your grant award. 

Section II Receipts
Grant Funds Received Prior to Quarter: Enter all grant funds received from the prior quarter(s). 

For example, if you are reporting on the 3rd quarter (1/1/14 – 3/31/14) then you would list the total of grant funds received in the 1st and 2nd quarters which would be the period of 7/1/13 – 12/31/13.

Grant Fund Received During this Quarter: Enter all grant funds received during the quarter being reported on. So, if you are reporting on the 3rd quarter then you would list the grant amount received in the 3rd quarter (1/1/14 – 3/31/14).

The same is true for the match column for either the cash or in-kind match you are using for the grant award when applicable.

Total Received To Date: The formula in this field will total the amounts for you. 

Section III Expenditures
Grant Funds Expended Prior to the Quarter: All grant funds spent in the prior quarter(s).
Funds Expended during this Quarter: Report grant funds spent for the quarter you are reporting on. 

Do the same for the match column for cash or in-kind match spent during the previous quarter(s) and the quarter you are reporting on.

Total Expenditures To Date: The formula in this field will total the amounts for you. 
Section IV Balance  
The formulas will calculate your Total on Hand
Section V Available Grant Funds
This is the amount of funds that are available. This is that amount of the award Section I minus the total receipts received to date Section II. This amount will calculate for you.
Section VI Match Funds Balance

Balance remaining for match. This amount will calculate for you.
Section VII  Amount Requested this Quarter
You must enter the amount you want to draw down from your grant award, if you don't need to draw down any funds, enter zero.   

Please note: You must enter either the amount requested or a “Zero” in Section VI. If this section is not complete your request will be returned to you. 
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You must fill out page two and sign the financial report. If page 2 is incomplete or has a mathematical error, it will be returned to you to correct. For audit reasons, the Vermont Center for Crime Victim Services cannot make corrections.

Section VIII: Grant Fund Expenditures for Duration of the Project

Budgeted Grant Amount, column a: Enter the full year budget you submitted in your grant application as approved by the Center. This is the amount you enter on page 1, Section I under Grant Funds. The orange “Check” field at the bottom should total zero. If it does not, the total does not match Section I, AWARD amount. There is a mathematical error that must be corrected. 
Prior Grant Expenditures, column b: Enter the grant amounts spent by line item for prior quarter(s). The orange “check” field at the bottom should total zero. If it does not, the total does not match Section III, line 1 on the cover page. There is a mathematical error that must be corrected. 
Current Grant Expenditures, column c: Enter the amount spent by line item for the current quarter you are reporting on. The orange “Check” field at the bottom should total zero. If it does not, the total does not match Section III, line 2 on the cover page. There is a mathematical error that must be corrected.

Project Status: This section will calculate the balance of grant funds you have remaining for you. 

Financial report must be signed and dated. An electronic signature is acceptable. If not complete, form will be returned.
