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Instructions for filling out Denali Contributions to Non-Profit Quarterly Report Form
	These instructions are a detailed outline of the Denali Borough Contribution to Non-Profit Quarterly report form.  If you are filling this form out online, one thing to note is that every highlighted field needs to have something in it (even if it is a “0”).  This new form does all of the calculations for you, so all you have to do is input your total grant amount, previously reported expenditures, expenditures paid directly by the Borough during the quarter, total expenditures this quarter by grantee, and total reimbursement requested in each of the 3 categories (equipment, training, and operations).  On page 2, you will have to itemize your expenses in each of the 3 categories (equipment, training, and operations); once you have itemized your expenses the form will automatically calculate the total for you.  Your totals for each category on page 2 should reflect the total expenditures this quarter by grantee on page 1.  
	The following is an explanation of what should be inputted into each field (notice on the form that each field is numbered in the top left hand corner):

1. Grant recipient name and address - This field should contain the organizational name and address of the grant recipient.  
2. Grant number - This field should contain the grant number supplied to the organization when the grant/funding was approved. 
3. Report number – This field should have either a 1,2,3,4 in it depending on what quarter the report is for.  For example, if you are submitting a report for quarter 2 (10/12 - 12/31) you would put 2.
4. Reporting period - Reports are quarterly and are broken up into 3 month periods.  1st quarter - 7/1 to 9/30, 2nd quarter - 10/1 to 12/31, 3rd quarter - 1/1 to 3/31, 4th quarter - 4/1 to 6/30.  Depending on what quarter you are reporting depends on the dates entered.
5. Name and title of person completing report – Whoever is completing the report to submit to the borough places his/her name and title in this field.
6. Signature of person completing report – The person completing the report must sign his/her name in this field.
7. Date of Report – The date the report is being completed must be entered in this field.

Financial worksheet fields   

A)  Total grant award amount – This field should contain the amounts your organization was awarded in each of the three categories (equipment, training, and operations).
B) Previously reported expenditures – During the 1st quarter of the year, nothing would be placed into these fields since it is a new year and up to this point no expenditures have been reported.  However, during the 2nd, 3rd, and 4th quarters, if your organization had any expenditure in the previous quarter that your organization submitted for funding from the borough, you would need to input that number here. For example, if you are submitting your 4th quarter report and you had expenditures in the equipment category during the 1st quarter that was $300.00, during the 2nd quarter it was $400.00, and the 3rd quarter was $500.00, you would put $1,200.00 in the previous reported expenditures for equipment.  Previously reported means everything in previous quarters and not the current quarter. 
C) Expenditures paid directly by the borough this quarter – If you had a bill sent directly from a vendor to the borough for direct vendor pay during the current quarter, you would enter that amount here.  This amount wouldn’t be included in your reimbursement since the borough paid the bill, but would go against the grant amount remaining. (Note: This option must be approved by the borough mayor).
D) Total expenditures this quarter by grantee – This field is where you put your organizations expenditures for the current quarter that you are reporting to the borough.
E) Grant amount remaining – This field is how much grant you have remaining for the year.  This amount is calculated for you automatically so you don’t have to input anything here.  As long as you inputted the above information correctly, this number will be right (it will never show a negative number).
F) Total reimbursement requested – This is the amount that you are requesting the borough to reimburse you for expenses.  Usually, this number will be the same as total expenditures this quarter by grantee unless your expenditures are more than grant amount remaining. 

8. This field is where you would explain to the borough what you have done this quarter to complete the goals of your funding application (how the money you spent achieved those goals).
9. Percentage of project completed – This is where you would put a percentage of the project’s completion.   
10. This field is where you would explain to the borough any problems you are having with the completion of the goals on your application.  
11. Certification by Recipient – This signature (usually by the person filling out the report) is stating that the financial expenditures reported on this form are allowable and eligible according to the project goals, objectives, and grant guidelines.  
12. Date – The date the certification by recipient was signed.
Page 2 of the contribution to non-profit quarterly report form   
	On page 2 of the form is where you itemize your expenses.   For each receipt you have under each of the 3 categories, give a description of what was bought (ex. Office Supplies) and the amount (ex. $50.00).  Once you are done adding your receipts, the form will total your expenses and give you a total at the bottom of each category (these numbers should match those on page 1 under total expenditures this quarter by grantee).  Underneath the operations box, the total amount of your expenses will be displayed (equipment, training, and operations).  The total amount should be that same amount that is displayed on Page 1 underneath the total for expenditures this quarter by grantee.    

If you have any questions please feel free to contact:
Denali Borough
Attention: Chris Noel
[bookmark: _GoBack]P.O. Box 480
Healy, AK 99743

Phone: (907) 683-1330
Email: chris_noel@denaliborough.com
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