A CHECKLIST FOR FINAL REPORTS

(Interim reports require all items in sections I & II)

I. Complete pages one, two, and three of the financial report.

A.  Page One: 

1. Expenditures of grant funds are allowed only within approved budget   categories.  (Amounts less than $500 can be transferred from one approved category to another without contacting the VFH.  Please contact the VFH if you would like to transfer more than $500.)
2. Cost share must be at least equal to VFH funds spent.

3. The signatures on page one both must be originals, not photocopies.

4. The signatures must match the names assigned for the project director and financial officer on the Notification of Award.  (If any changes are made, the VFH must be notified in writing.)

B. Page Two:

1. Expenditures of VFH funds must fall within grant period.  (See Notification of Award.)

2. All columns should be completed.  (Budget codes on page one refer to approved categories.)

3. Travel must be itemized in detail to ensure it falls within state limits. Please include name of traveler, hotel, airline, restaurant or rental company, and all associated hotel, meal, air, rail or mileage charges. (Mileage is currently reimbursed at $.445/mile.) Include extra pages if necessary.  Listing only the name of the traveler and a single sum for travel costs is insufficient. We will require you to resubmit itemized travel expenditures before any funds are disbursed.
4. Lodging, Meal, and Incidental Expense Limits: http://www.procurement.virginia.edu/main/departments/LodgingAndMealLimits.html
       
C.  Page Three:
1. Cost share must be included.

2. Cost share only occurs during the grant period.  Please report all possible cost share.  It will most likely exceed the grant award but must at least equal it.

II.
Include a Narrative Report.  (Refer to your grant manual.)
III.
Include the Basic Data Form.

IV.
Include Participant Surveys.  (Participants include those involved in

planning the project, scholars, speakers, etc.)

V.
Include Audience Surveys if applicable.

VI.
Please include brochures, posters, videos, or audiotapes if applicable.

Please note that a maximum of 80% of the total grant award can be disbursed before the final report is complete and has been approved.  The Virginia Foundation for the Humanities makes its payments through the University of Virginia.  All payments are sent thirty days from approval of the report.  A report cannot be approved until all of the above items have been received.

