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COMMUNITY STORIES

Instructions for Completing the Final Report


Community Stories grantees are required to submit a final report to California Humanities after the completion of all project activities. The report is due within 90 days after your project end date (project end date can be found in the award letter and grant agreement). 

Upon receipt, review, and approval of your final report and supplemental materials, we will disburse the remainder of your award. Final payments will be processed in approximately 20 days.

You can access the final report at any time via California Humanities’ online user account at https://www.grantrequest.com/sid_348?sa=am. This is the same account you would have used to submit your original application. 


You will be asked to upload these documents electronically:

1) Project Director Narrative Report: A narrative report with responses to self-evaluation questions regarding project goals, objectives, outcomes.

2) Final Financial Report: A completed financial report showing how you have spent the total award amount (including the final 10% you have not yet received from California Humanities) and all other funds and contributions expended during the grant award period. Please note that your award must be matched by non-federal funds and/or in-kind services and materials equal to or exceeding the award amount.

3) Public Programming Log: A completed table providing information on public activities (discussions, screenings, presentations, etc.) supported through this project. 

These documents are available for download in the “Manage Your Grant Toolkit” .zip at: http://calhum.org/grants/community-stories-grant.
 

You will be asked to submit these documents by post:

4) Publicity and press materials

5) Two copies of the final product resulting from the project, if applicable.

Label all materials with your grant award number and mail to:

  	California Humanities – Community Stories
 	538 9th Street, Suite 210
 	Oakland, CA 94607
      


Grantee Organization Approval
The authorizing official of the grantee organization will need to approve the submission of the interim report by entering his/her full name into the online form. This electronic signature is the legal equivalent to a handwritten signature.

Credit language and California Humanities logo
[bookmark: _GoBack]As stipulated in the grant agreement, please include the official California Humanities acknowledgement language and logo in all materials resulting from this grant award. Both are available for download in the “Manage Your Grant Toolkit” .zip at: http://calhum.org/grants/community-stories-grant.

Grant Disbursement
Grant disbursements will be processed in approximately 20 days after our receipt and approval of a complete report. Should you require an extension on completing your project, please contact us for approval before your original project end date.  

Questions?
If you have any questions, please contact Angelica Dongallo, Grants & Programs Associate, at 415.391.1474 ext. 308 or at adongallo@calhum.org. 

Thank you very much for your cooperation, and we look forward to learning of your project’s accomplishments!     
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