Hyde Family Foundations
REPORTING GUIDELINES
Key Organization Annual Progress Reports

As supporters of your organization, we view ourselves as partners in your efforts to impact the community.  Our reporting requirements allow us to keep apprised of annual progress toward achieving the mission of your organization.  
First, please fill out the attached Reporting Coversheet.  If you prefer an electronic version, please contact Courtney Leon at (901) 685-3400 or cleon@hydefoundation.org.

Reports should be five pages maximum (not including attachments) and include the items listed below.  Feel free to include additional information that would be helpful for us to have a good understanding of your organization’s most recent accomplishments and current status.  Gretchen Wollert McLennon, Program Officer, will follow up with you for an update meeting to review this information in person.
Key organization reports are due March 15 of each year.  This report also functions as your organization’s request for continued support, so it is NOT necessary to submit a separate request for annual renewal of funding.
· State the goals you set for the organization during the grant period (Last review was in March 15 of prior calendar year.)
· Progress and/or setbacks relative to these goals
· General update on organization activities for the past year including:
· Key accomplishments
· Key set-backs or challenges
· Fundraising update—including list of key sources of funds, fundraising event(s) description and outcomes (if applicable), goals going forward
· Number of individuals/families served & any other key statistics describing use of services and impact on population served
· What you learned from this information and how you applied or will apply it to improve future activities or strategies
· Significant board and/or staff changes, if any
· Major programmatic shifts experienced by your organization since the grant was funded
· Goals and/or plans for the coming year, organizationally or programmatically
· Please include the following Attachments:

· Organization’s detailed annual operating budget in place during period of grant showing budget vs. actual comparison; if there are any major discrepancies, please explain
· Current annual operating budget 

· Next year’s budget, if available (draft budgets are acceptable)
· Current financial statements including balance sheet and income statement for most recent reporting period
· Most recent audited financial statements, if not already provided

· Current board list 

· Include officer/committee chair assignments

· Note timing for next board elections/assignments  

· Describe particular areas of expertise or focus for each member (i.e., how does this person add value to the board?)
· Most recent annual report, if not already provided
If, during the course of the grant period, significant changes or challenges arise at your organization, please update Hyde Family Foundations staff promptly.
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