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GRANT REPORT FORM

A Grant Report Form must be submitted to the Community Preservation Committee with
each disbursement request and upon project completion.

1: CPA Project Status Information

Project Title:

Grant Application
Number:
Grantee Name:

Grantee Contact:

Grantee Address:

Grantee Email and
Phone Number:

Disbursement Total:

Date Disbursement Covered:



http://www.framinghamma.gov/3286/Community-Preservation-Committee
mailto:CPC@framinghamma.gov

2. CPA Grant Report- Narrative

The information in this section should cover work completed during the previous project phase
(i.e., between this report and the last report submitted). For phased disbursement grantees,
this section should describe work completed with funds received in your previous grant
payment.

Project Description (Briefly account for the amount of CPA funds within the requested
disbursement):

Project Timeline (Review project milestones, indicate percentage of completion and list the
projected deliverables for the next quarter):

Issues/Comments/Concerns:

Project Start Expected Project Completion Date
Date




3. Financial Report

Provide invoices from vendors and evidence showing that the invoices were paid by the
grantee. Supporting financial documents should be attached and listed in the table below.

Additional lines may be added to the table if needed.

Item Vendor Invoice/ Budgeted | Actual Paid?
Receipt (Yes/No)
Reference
Total

Disbursed Amount

Difference

4. Document Deliverables

Send photos (as image files i.e. .jpg or .png) or reports via email to
hodonnell@framinghamma.gov. Enter a description of photos or other deliverables in the

following table. Additional lines may be added to the table if needed.

File Name

Description

NA

NA
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5. Sign and Date

| certify this information
is accurate:

Signature

Date

Name

Title

To be completed by the CPA Coordinator:

Date Received:

Purchase Order #

Notes

Invoice Approval:

Heather O’Donnell, CPA Coordinator

Grant Report Forms and Invoices along with copies of all expenditure documents and check-in
meeting notes should be sent to the CPA Coordinator, Heather O’Donnell at
hodonnell@framinghamma.qov or City of Framingham Memorial Building, 150 Concord Street,

Framingham, MA 01702.
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