
 

 

 

Sample Report Guide 
 
The Colorado Health Foundation has created a sample progress/final report and guide for 
grantees. The sample report was created to help give grantees an idea of the types of 
information and the appropriate level of detail needed through example responses. The 
Foundation wants to learn about the status of the intermediate milestones and measurable 
results (if applicable) outlined in your grant agreement, the organization’s successes and 
challenges, and the status of the funds awarded through the grant. We have included example 
responses where appropriate. Here are a few items to keep in mind when completing a 
progress report or final report:  
 

1.  Use your Signed Grant Agreement as a reference when filling out your report:  
- Keep in mind any amendments that have been approved during the timeframe of the 

report  
- Expected Intermediate Milestones can generally be found on the first or second page 

of grant agreement and are listed within the online report form for your project  
 

2. Reporting Timeframe:  
- All Progress and Final Reports should report on work for the current period since 

your last report (unless otherwise noted) 
- For grants that have grant terms of 12 months or less, you will generally only have 

one Final Report to submit  
 

3. If an Intermediate Milestone was not met at time of report, please be sure to explain how 
your organization plans to meet that milestone during next period or address if the 
milestone will no longer be met  
 

4. Reports should be concise and include only relevant information (1-2 paragraphs per 
question) 
 

5. DO NOT include client health information/data – results reported should be aggregated. 
 

6. We encourage you to provide an honest assessment of how your organization and 
program are doing in your responses. We’re here to learn from you and provide any 
support that we can!  

 
7. We recommend writing the sections in a word-processing document and copying and 

pasting them into the appropriate sections of the online report form. Remember to save 
your work frequently.  

 

* Not all reporting templates will look like this.  Some reporting templates will be specific to your grant type (Example: 
Healthy Schools and Rapid Response) and will have added or less fields that what is listed here. 

   



Grant Summary 

In this section, please review the organizational and grant information displayed for 
accuracy. If information requires updating, please update the information in the “Update 
Organization Contact Information” section of the portal.  
 
Milestones 
 
In this section, a narrative response will be provided by the grantee on the status of the 
grant milestones. 
 

- Example below of Milestones listed (per the grant agreement) and a narrative 
response example that specifically address the Milestones

 
 



Measurable Results 
 
In this section, the grantee will provide an update on the measurable results as specified 
in the grant agreement (if applicable), focusing on those measurable results that relate to 
this reporting period. *Should the grant not track Measurable Results, this section will not be 
included on the report. 
 

- The agreed upon Measurable Results will be displayed. The anticipated measurable 
results for the year of the report will be listed for reference according to the grant 
agreement. Please report on the actual measurable results (quantity) achieved 
during the current reporting period.  

o Example 1: 

 
o Example 2:  

o  
- In the narrative fields, specifically address the method of tracking and any deviations. 

o Example 1: 

 
o Example 2: 

 



 
Successes and Challenges 
 
In this section, the grantee will provide information on the successes and challenges the 
organization has experienced related to the grant. 
 

- Example: 

 
   



Additional Information 
 
In this section, the grantee will provide any positive or negative impacts to the 
organization during the reporting period as well as any recommendations and feedback 
for the Colorado Health Foundation.  This section is not required.   
 

- Example 
 

 
   



Finance 
 
In this section, the grantee will report on the organization’s financial position and the use 
of grant funds. 
 

- Example: 

 
 

 
   



Documents 
 
In this section, the grantee will attach financial statements and the actual expenditure 
report.  Additionally, should the grantee wish to provide additional documents (ex: 
amendment request, evaluation reports, pictures, etc…) they may do so here. 
 

- The required Attachments are: 
o Income and Expense Statement - most recent available statement that 

captures the organization’s income and expenses 
o Balance Sheet - most recent available statement that captures the 

organization’s assets and liabilities 
- Uploading instructions and Sample Document View: 

 

 
 


