Obici Healthcare Foundation

Grant Expenditure Report Instructions
Six Month Expenditure Reporting

You are required to report expenditures on a line-item basis corresponding to your approved budget.  For the six month expenditure report, you should have spent approximately 50% of your 1st year operating expenses for each category A-D (Salary Expenses, Employee Benefits, Other Project Expenses and Consultant/Contractual Agreements).  If your expenditures have varied by more than 10% of this amount (if you have spent less than 40% or more than 60%) for any of these four categories (not the individual line items within) at the six month point, then please briefly explain this variance in your expenditure narrative. For example:

A. SALARY EXPENSES

   Approved Budget   Expended to Date   % of budget   Remaining Funds
Project Coordinator       50,000                    25,000                      50%                25,000  
Case Manager                 37,000                      7,000

     19%                30,000
Total Salary Expense     87,000
               32,000                       37%               55,000

In the above example, 50% of the Project Coordinator’s salary is $25,000 and it has been spent.  For the Case Manager, only 19% of their budgeted salary has been spent.  Overall, your Total Salary Expense is only 37% and thus greater than a 10% variance from the 50% you should have spent.  In the cover letter explain why you have only spent $7000 for a Case Manager rather than the $18,500 that should have been spent (eg. It took 3 months to hire for this position).  

Annual Expenditure Reporting
For the annual expenditure report, you should have spent 100% of your 1st year approved budget (all Categories A-F).  If you have a variance greater than 10% in any of the major budget category totals, then include an explanation in your expenditure narrative.  (major budget category totals – eg. If you spent more than 10% in the office supplies line item in Category C. Other Project Expenses, this would not trigger an explanation unless the total spent in C. Other Project Expenses exceeds 10%)  However, a budget revision should have been submitted if a grantee was going to exceed a major budget category by 5%.  (This is why expenses should be monitored closely!) 
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Grant Expenditure Report Instructions, continued

Unexpended Funds

Grantees may request that funds unexpended from previous budget periods be used in subsequent budget periods.  This request should be made with an annual expenditure report by providing a revised 2nd year budget and budget narrative outlining your proposed use of these funds.  The Foundation will work with you so that these funds can be carried forward.  

Grant extensions

An extension may be granted to provide extra time to complete your project.  Grantees may also request that funds unexpended from previous budget periods be used to extend the grant beyond the original end date.  In both instances, the proposed activities must be consistent with the original objectives of the grant.  An explanation of activities to be undertaken during the extension period must be provided and the new end date must be approved by Foundation staff, as well.  Staff may require a separate budget and budget narrative for this extension period.  
Please use these guidelines to assist you in preparing your expenditure reports.  If you have any questions, contact Lisa Kelch, Grants Associate, at (757) 539-8810 or lkelch@obicihcf.org
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