Walton Family Foundation

Environment Program Narrative and Financial Report Guidelines

All grants issued by the Walton Family Foundation require submission of periodic narrative and financial reports.  The project grant letter will indicate the schedule for these reports.  The reports must be received and approved prior to additional fund disbursements.  Please use the following outline to prepare the narrative report. Please use the attached financial report template to prepare financial reports. Include the grant number on all reports. This number can be found on the original grant letter you received from the Foundation.
I. Overall Progress and Accomplishments
a. List the original project goals and a brief description of status since the grant was initiated.

b. What have been your most notable success(es)?
c. Have there been any significant changes in the project or challenges in meeting project goals?

II. Progress Toward Specific Anticipated Measurable Results
a. List the specific measurable anticipated results of the project that were described in the proposal.

b. Discuss progress toward achieving each of those results during the current reporting period.

III. Evaluation

a. If a goal or anticipated result was not accomplished, why not?

b. What changes have occurred that will alter your originally proposed workplan? How have you changed your future plans and resource allocations to account for these changes?

c. What lessons have been learned – project barriers, actions to overcome barriers, advice, etc.?

d. Describe any formal evaluation conducted on the progress of the project.
IV. Financial Report 

a. Use the attached template to provide an accounting of funds spent on the project.

b. Explain in the narrative report any significant variances in actual expenses from the budgeted expenses.

Electronic reports are encouraged, emailed to the Program Officer in charge of the project and copied to Cheryl McFarland (cmcfarland@wffmail.com).  Supplemental materials (audio or video tapes, formally bound reports, press clippings, legal documents, brochures, reports) should only be sent if directly related to program goals and after discussion with WFF Program Officer. Submit any written materials to:

The Walton Family Foundation

919 18th Street, NW, Suite 650
Washington DC 20006
