
HRAB RECORDS PRESERVATION GRANT

FINAL REPORT
Name of Grant Recipient:                                                                                                                                      
[image: image1.wmf]
Project Director:
Name/Title:  




E-Mail Address:                                         


Address:  




Telephone No.:                                            

City/State/Zip: 



Fax No.:                                                       

Description of Grant Project:
Title of Project:                                                                                                                                             


Starting Date:




 Ending Date:                                                           

Funding Budgeted for Project:

    
Grant Funds: 



Local Funds: 


Total Cost:                                


Funding Expended on Project:

    
Grant Funds: 



Local Funds: 


Total Cost:                                

CERTIFICATION
To the best of my knowledge and belief, all information on this form and in the narrative is complete and accurate.

Signature of Project Coordinator:                                                                                                                            

Name/Title of Project Coordinator:





Date:                                        

Signature of Financial Administrator:   
Name/Title of Financial Administrator:




Date:                                         
Send the completed financial report (plus project  narrative) to: 


ADAH Government Records Division

P.O. Box 300100

Montgomery, AL 36130-0100
Or submit report by fax to (334)353-4321, or by e-mail (as a PDF attachment) to: records@archives. alabama.gov.  Questions?  Contact Tom Turley, Christine Garrett or Tracey Berezansky at (334)242-4452.
FINANCIAL REPORTING FORM
Salaries and Wages:
List names/titles of all project staff, volunteers, and consultants; their payment during the grant period; and the source of the payment (grant or local funding).  Include logs or time sheets for all project staff and volunteers to document the hours worked.   

	Name/Title
	Amount Budgeted
	Grant Funds Spent
	Local Funds Spent
	Total Spent

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Subtotals:
	
	
	
	


Equipment, Supplies, Materials:  List equipment, supplies, and materials purchased for the project.                                                                        Include vendor price quotations, invoices, canceled checks, etc.
	Item
	Amount Budgeted
	Grant Funds Spent
	Local Funds Spent
	Total Spent

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Subtotals:
	
	
	
	


Services: List costs of all vendor-provided services or activities devoted to the project.
	Item
	Amount Budgeted
	Grant Funds Spent
	Local Funds Spent
	Total Spent

	
	
	
	
	

	
	
	
	
	

	Subtotals:
	
	
	
	


Travel: If travel was part of the project, list number of trips, number of people participating, and costs.                Include per diem, room and board, and travel reimbursement rates, as applicable.

	Item
	Amount Budgeted
	Grant Funds Spent
	Local Funds Spent
	Total Spent

	
	
	
	
	

	
	
	
	
	

	Subtotals:
	
	
	
	


SUMMARY FINANCIAL REPORT:
Add subtotal lines to obtain summary grant costs.  (All projects must show at least a 50% cost-share of the total project budget from the grant recipient.  Cost-sharing can be either cash or in-kind contributions.)

	Category
	Amount Budgeted
	Grant Funds Spent
	Local Funds
	Total

	Salaries and Wages
	
	
	
	

	Equipment, Supplies, Materials
	
	
	
	

	Services
	
	
	
	

	Travel
	
	
	
	

	TOTAL GRANT COST:
	
	
	
	


FINAL NARRATIVE REPORT
The final narrative report should be no longer than five (5) double-spaced, typewritten pages (8½ x 11" paper) and should be attached to this application form.  It should cover the following topics:
# 
What were the project’s original purpose, goals, and work plan?

# 
What changes (if any) to plans, procedures, or budgeted expenses occurred during the grant period?  How did they affect the project’s outcome?

# 
Were the project’s goals successfully fulfilled?  If not, why not?

# 
What improvements to your program will result from the grant?  

# 
How can your agency/entity build on progress made under this grant in further improving records programs, collections, services, etc.?  What are your future plans?

Be specific and detailed in outlining plans, procedures, and accomplishments.  For example, what database did you use to inventory your collections?  What kind of shelving, supplies, or equipment did you purchase for the project?  How many records/artifacts/photographs did you inventory, re-box, re-folder, or catalog?  Did you learn anything new about your records/collections during the project?  What new information or services will the grant enable you to offer?  If possible, include photographs of staff or volunteers at work, “before and after” photographs, copies of any finding aids or inventories, and other “work products” to document your project.  

If you have questions or need assistance with your narrative or financial report, please contact Tom Turley, Local Government Records Archivist, Christine Garrett, Appraisal Archivist,  or Tracey Berezansky, HRAB Deputy Coordinator, at: 

ADAH Government Records Division

P.O. Box 300100

Montgomery, AL 36130-0100

Telephone:(334)353-4607 (Tom), (334)353-5039 (Christine), or (334)353-4604 (Tracey)

Fax: (334)353-4321

E-mail: Tom.Turley@archives.alabama.gov
Christine.Garrett@archives.alabama.gov 

                         Tracey.Berezansky@archives.alabama.gov 

HRAB website: http://archives.alabama.gov/hrb/hrbmainpage.htm 
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