TEMPLATE – FINANCIAL REPORT BACK TO FUNDER
	Item
	Budgeted Funds
	Actual Expenditures

	[paste line items from your budget here]
	[copy and paste your budget]
	[write in how much you actually spent on this line item]

	Program Coordination (salary)
	0
	0

	Travel and Transportation
	0
	0

	Equipment and Gear
	0
	0

	Honoraria
	0
	0

	Learning Materials
	0
	0

	Community Events
	0
	0

	Training
	0
	0

	Food
	0
	0

	Intern wages
	0
	0

	Subtotal
	[add up the above numbers]
	[add up the above numbers]

	Admin (___ %)
	[insert admin costs at whatever % you agreed in your budget]
	[insert admin costs at whatever % you agreed in your budget]

	Total 
	[add numbers above up]
	[add numbers above up]






SAMPLES

Sample 1: Financial Report (all money spent)
	Item
	Budgeted Funds
	Actual Expenditures

	Coordinator Salary
	$30,000
	$30,000

	Honoraria for Knowledge Keepers 
	$10,000
	$10,000

	Field Trips and Exchanges
	$10,000
	$10,000

	Travel / Pro-D
	$5,000
	$5,000

	Equipment and Supplies 
	$5,000
	$5,000

	Miscellaneous Costs (e.g. printing)
	$500
	$500

	Subtotal
	$60,500
	$60,500

	Admin (5%)
	$3,025
	$3,025

	Total 
	$63,525
	$63,525



Sample 2: Financial Report (overspent)
	Item
	Budgeted Funds
	Actual Expenditures

	Coordinator Salary
	$30,000
	$40,000

	Honoraria for Knowledge Keepers 
	$10,000
	$15,000

	Field Trips and Exchanges
	$10,000
	$20,000

	Travel / Pro-D
	$5,000
	$5,000

	Equipment and Supplies 
	$5,000
	$5,000

	Miscellaneous Costs (e.g. printing)
	$500
	$500

	Subtotal
	$60,500
	$85,500

	Admin (5%)
	$3,025
	$3,025

	Total 
	$63,525
	$88,525



Sample 3: Financial Report (underspent)
	Item
	Budgeted Funds
	Actual Expenditures

	Coordinator Salary
	$30,000
	$30,000

	Honoraria for Knowledge Keepers 
	$10,000
	$5,000

	Field Trips and Exchanges
	$10,000
	$10,000

	Travel / Pro-D
	$5,000
	$0

	Equipment and Supplies 
	$5,000
	$5,500

	Miscellaneous Costs (e.g. printing)
	$500
	$500

	Subtotal
	$60,500
	$51,000

	Admin (5%)
	$3,025
	$2,575

	Total 
	$63,525
	$53,575



