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UPDATE REPORT:

The Update Report should be a concise (1-2 pages) narrative summarizing project progress for the first six months of the award term. The summary should touch upon key points listed in the final report outline if they are applicable at the time of the update report. Please specify and quantify measurable results wherever you can, as these will be required for the Final Report. 
Please include a signed and dated Financial Report Form. If the project and/or funds have been delayed, please submit a brief statement to this effect, and describe when you expect it to resume. Please keep in mind that the NFF funds must be requested and expended prior to the end of the award period, and that no funds may be requested after the project completion date. 
FINAL REPORT:

The final report summarizes the accomplishments of the grant. It must contain the following components:

A. Final Report Cover Sheet 
Complete this sheet summarizing the tangible accomplishments of your project through your NFF award. Results reported on the form must parallel what is reported in the narrative. 
B. Executive Summary

Provide a one to two paragraph summary of the project objectives accomplishments, and performance on financial goals. 
C. Narrative Summary
Provide a succinct, thorough account of the work accomplished, and its significance. In 3-5 pages, respond to the following questions: 
1) What were the goals and objectives of the projects, as described in the approved proposal?
2) Did you meet them? Why or why not? How do you know? 
3) What were the tangible outcomes of this project? In other words, what’s different now compared to before the grant started? Please quantify results as appropriate.  Were there intangible outcomes that also occurred? If so, please briefly describe. 

4) Did you share project results with the surrounding community?  If so, how? If you have additional plans to share project results, please briefly describe.
5) List the partners involved in making the work possible and the nature of their involvement. 
6) What were the biggest challenges encountered during the course of the project? How were they addressed or overcome?
7) List a few things you would do differently if you were to repeat the project. If another organization were to take on a similar project elsewhere, what advice would you give them?
D. Financial Report

Complete, sign and date the Financial Report Form for the update and final report showing all expenditures and in-kind contributions pertaining to the project. Any unexpended NFF funds must be returned at the end of the award period. The expenditure of non-federal funds must be equal or greater to the expenditure of NFF funds at the close of the project.  If you are using In-Kind donations as the primary matching funds for your grant, please provide documentation.
Please make sure that you have requested and expended all of the NFF and non-federal funds prior to the end of the award period, and that the financial report is accurate, completely filled out and signed. A final report will not be accepted without the inclusion of the signed and dated financial report. 

E. Digital Images, Press Coverage and Grant Products
Enclose a CD or DVD with digital images illustrating project results, methods, physical location, before/after or other relevant images documenting the project. High resolution images are preferred. Include copies of any articles (newspaper, magazine, etc.) or website links featuring the project. If funding was used towards the production of any materials or plans, include at least one copy.


Please e-mail one electronic copy of the report to hday@nationalforests.org and mail one hard copy (with any photos, press articles, etc.) to:
Heather Day
Conservation Awards Associate
National Forest Foundation

Building 27, Suite 3 Fort Missoula Road
Missoula, MT 59804 
Electronic versions of all forms are available online at http://nationalforests.org/conserve/grantprograms/
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