expenmodelannshtform

Date

Name/ Address

Salutation:

As you may know, in order for us to be in compliance with US tax laws, we
must ask you to complete the attached Annual Report form for the grant you received in Month, Year for the Grant Project Description.  Please indicate on this form all expenditures incurred in Last Fiscal Year related to this Grant Year grant.  For your quick reference, I have attached a copy of the Annual Report form your organization filed with us last year.

To meet our deadline, we need to have this information by Deadline Date.
If you cannot send a hard copy to my office by that time, please fax me the completed form followed by the hard copy via mail.  If it is absolutely impossible for you to meet this deadline, please alert me as soon as possible at 202-123-4567 (tel) or 202-123-4568 (fax).  Completed forms should be returned to:



Contact


Manager - International


Philanthropic Program


XYZ Foundation


123 Maple Lane


Mayberry, NC  12345-6789

Please feel free to contact me if you have any questions or comments.

Sincerely,

Contact
Manager - International
XYZ Foundation

Annual Report of Grantee Organization

Fiscal Year 19__

____________________________________________________________________________________

Grantee Name



Original Grant Total



Grant Date

____________________________________________________________________________________

Address




City



Country

____________________________________________________________________________________

Grant Purpose

1.  Progress made in accomplishing the above Grant Purpose (attach additional pages if more space is 

     needed:

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

2.  Itemization of expenditures made from grant funds, including salaries, travel and supplies (attach 

    additional pages if more space is needed):

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

3. Amount of grant funds remaining as of January 1, XXXX: __________________. (This Annual   

      Report shall constitute Grantee's Final Report if all above grant funds have been spent).

4.  Amount of grant funds remaining as of January 1, XXXX+1: __________________

5.  Grantee asserts that it has made all expenditures detailed in Section 1 above in furtherance of the 

     stated purpose of the grant.

6.  Grantee asserts that it has complied with all of the terms and conditions of the grant specified in the 

     Grant Agreement executed by the Grantee and XYZ Foundation.

I swear under the penalties of perjury that I am authorized to sign this report on behalf of the above organization, and I have examined the foregoing statements and to the best of my knowledge they are true, correct and complete.

BY:________________________________             DATE:_________________________

TITLE:___________________________________________________
