Blandin Foundation 

Instructions for Preparing

Grant Revenue and Expense Worksheet

There are two parts to the monitoring and reporting process.  The first is a narrative report that compares actual results with the goals included in the grant proposal.  The second part of the reporting process requires grantees to periodically report actual revenue and expenses compared to the proposal budget.  This document provides instructions for the financial reporting part of the periodic report. The due dates for your reports can be found in the grant agreement.
Please access a blank copy of this financial reporting form from our website at http://www.blandinfoundation.org/resources/reports  Choose Grant Monitoring Reports

The budget worksheet can be downloaded into Excel.  
Please refer to your original proposal and grant agreement to assist you in preparing the Budget and Revenue and Expense Worksheet.  You have already filled out a version of the Worksheet as part of the grant approval process. 

Instructions:

1.
Each time you periodically report, insert the appropriate dates in the Actual Column, Current Reporting Period using Month = mm ( 01 for January); Day = dd (12); and Year = yyyy (200_).  This will change each time you submit a monitoring report.

2.
Each time you periodically report insert dates in the Actual Column, Grant To Date using Month = mm (01 for January); Day = dd (12); and Year = yyyy (200_).  The beginning date will not change.

3.
List your actual sources of revenue.  Where did the funds come from? Use the revenue accounts already established during the grant budget process.  Remember to divide the actual revenue received into the two columns, Blandin Foundation and Other.  The worksheet is already formatted to total.

4.
List your actual expenses.  Where did you spend the money? Use the expense accounts already established during the grant budget process.  Remember to divide the actual expenses into the two columns, Blandin Foundation and Other.  The worksheet is already formatted to total.
5.
Be sure to include in-kind contributions on both the revenue and expense sections.  Make a reasonable estimate of the value of these contributions and keep simple/basic documentation of these contributions.  For volunteer time, please use a valuation of $20 per hour.  Other examples of in-kind include discounted services, donated space, materials, or other resources used to implement the project.

Other Requirements:

If the actual expenses of Blandin Foundation funds are expected to vary by more than 15% in a major budget account, written approval from the Foundation must be obtained in advance.

Written footnotes (explanations) of any revenue or expense variance are recommended to assist in the financial review process.

The Grantee’s accounting records may be either on the accrual or cash basis, consistently applied for all financial reports.

The Grantee’s accounting records must be maintained to account separately for Blandin Foundation grant funds received and expended.  This is a record keeping function and does not require the grantee to maintain a separate bank account.  Interest earned from the grant must be recorded separately and applied only to the project the grant was awarded.

All original invoices, payroll records, receipt records, canceled checks, bank statements, etc. that support grant revenues and expenses must be retained for six years after completion of the grant project or the final reporting documents are received by the Blandin Foundation which ever is later.

Funds from Blandin Foundation grants are to be used only for the purpose stated in the Grant Agreement.  These funds cannot be loaned to, or even temporarily diverted to, other sources.

All Blandin Foundation funds, which are not expended by the end of the grant period, must be returned to the Blandin Foundation unless a request for an extension of the grant period has been submitted in writing and subsequently approved.
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