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WHY REPORTING?

• All grants require some kind of 
report

• While not a grant, it is grant-like

• Future funding depends on good 
project reporting

• Reporting is a core responsibility of 
the Grant Manager This Photo by Unknown Author is licensed under CC BY-NC

https://savageminds.org/2015/10/19/anthropology-as-theoretical-storytelling/
https://creativecommons.org/licenses/by-nc/3.0/


WHY REPORTING?



WHY REPORTING?

Reports serve multiple 
purposes: Reports

Progress

Challenges

Financial

Impact



TWO TYPES OF REPORTING

NARRATIVE REPORT FINANCIAL REPORT

This Photo by Unknown Author is licensed under CC BY-SA-NC This Photo by Unknown Author is licensed under CC BY

https://www.editage.com/insights/tips-for-writing-the-perfect-imrad-manuscript
https://creativecommons.org/licenses/by-nc-sa/3.0/
https://press.rebus.community/financialstrategy/chapter/accounting-and-financial-reporting/
https://creativecommons.org/licenses/by/3.0/


NARRATIVE REPORT

Typical Report Outline

Summary Statement

Progress toward Objectives/Outcomes

Challenges/Changes to Implementation Plan

Strategy for Overcoming Challenges

Leveraged Resources

Success Stories/Unexpected Outcomes and Successes



NARRATIVE REPORT

A Grant Report should:

1) Document that substantial 
progress has been made

2) Include facts and examples

3) Be concise

4) Be written professionally

5) Reflect the reporting period

6) Submitted on time

This Photo by Unknown Author is licensed under CC BY-SA-NC

https://www.frisch-gebloggt.de/spezial/mach-mit-bei-der-blogparade-storytelling-storyselling/
https://creativecommons.org/licenses/by-nc-sa/3.0/


NARRATIVE REPORT

A Grant Report should not:

• Include activities not included in the Scope of Work unless they are 
supplemental or leveraged resources

• Air the college or district’s dirty laundry

• Include changes to the grant that require prior approval unless 
already requested elsewhere

• Lead to more questions



NARRATIVE REPORT

Areas that cause the most 
headache

• Outlining Substantial Progress

• Documenting Program Impact, 
including Outcome Reporting



NARRATIVE REPORT 

Outlining Substantial Progress

1) Note progress toward each 
activity

2) Reference Project Work Plan

3) Should review the work plan at 
least quarterly

This Photo by Unknown Author is licensed under CC BY

https://opentextbc.ca/selfpublishguide/chapter/project-timeline/
https://creativecommons.org/licenses/by/3.0/


NARRATIVE REPORT

Documenting Program Impact

• What has changed as a result of grant

• How have the intended recipients 
benefitted from the grant

• Students
• Faculty
• Programs
• Colleges/District
• Community

This Photo by Unknown Author is licensed under CC BY-
ND

This Photo by Unknown Author is licensed under CC BY

https://www.bigclassaction.com/lawsuit/unreimbursed_employee_expenses.php
https://creativecommons.org/licenses/by-nd/3.0/
http://esheninger.blogspot.com/2017/08/the-impact-of-educator.html
https://creativecommons.org/licenses/by/3.0/


NARRATIVE REPORT

Documenting Program Impact

• Reference purpose of grant, such as
• Build capacity
• Improve student success
• Strengthen learning environment

• Include Outputs and Outcomes
• Outputs indicate what was done
• Outcomes measure how outputs 

changed the baseline

• Use data to document impact
This Photo by Unknown Author is licensed under CC BY-SA-NC

https://www.academycasemanagement.org/capacity-building/
https://creativecommons.org/licenses/by-nc-sa/3.0/


NARRATIVE REPORT

QUANTITATIVE DATA

• Great way to tell the story with facts

• Can be measured

• Examples include:

• Output:  Number of students who 
attended

• Outcome:  Percentage of students who 
demonstrated a change in attitude as a 
result of attendance

QUALITATIVE DATA

• Great way to tell the story around 
program successes and accomplishments

• Anecdotal rather than factual

• Examples include:

• Student success stories

• Photos and videos

• Responses to Satisfaction Surveys



NARRATIVE REPORTING

The Challenge of Impact Reporting

• Need to plan ahead

• Identify strategies for collecting the 
information

• Database development

• Surveys

• Coordination with IE/IR Office

• May need to contract with an evaluator

• Difficult to report on impact at the last minute

This Photo by Unknown Author is licensed under CC BY

https://courses.lumenlearning.com/suny-oneonta-education106/chapter/6-1-assessment-and-evaluation/
https://creativecommons.org/licenses/by/3.0/


FINANCIAL REPORTS

• Tells the story in numbers

• Documents how funding was spent

• Addresses issues of compliance and 
fidelity with grant award 
requirements

• Used to substantiate “substantial 
progress”

This Photo by Unknown Author is 
licensed under CC BY-SA

This Photo by Unknown Author is licensed under CC BY-SA

https://blog.longnow.org/02020/09/07/study-group-for-progress-launches-with-discount-for-long-now-members/
https://creativecommons.org/licenses/by-sa/3.0/
https://www.thebluediamondgallery.com/wooden-tile/p/progress.html
https://creativecommons.org/licenses/by-sa/3.0/


How To:

1) Report only allowable costs

2) Have documentation on file for all 
expenses charged to grant and 
included in report

3) Confirm numbers with Business 
Services 

4) Secure signature of CBO or 
designee if signature is necessary

FINANCIAL REPORTS



FINANCIAL REPORT

Where the headaches arise:

• Galaxy may not be accurate

• May not be possible that report 
matches the numbers in Galaxy

• Manual changes to Galaxy may 
be necessary

This Photo by Unknown Author is licensed under CC BY-NC-ND

https://www.flickr.com/photos/fitzvillafuerte/4383533766/
https://creativecommons.org/licenses/by-nc-nd/3.0/


GRANT REPORTING

Best Practices

• Develop a good relationship with your 
program officer

• Communicate with the program officer 
regularly

• Reconcile grant budget monthly

• Review work plan at least quarterly 

• Identify the evaluation plan at the beginning

• Ask for help 



• District Grants

• Brainstorm strategies to assess and evaluate 
impact

• Assist with identification/selection project 
evaluator

• Review and edit narrative reports

• Meet quarterly to monitor fiscal spending

• Prepare financial reports

• Secure authorizing or certifying signatures

HOW CAN GRANTS & SPONSORED PROGRAMS 
ASSIST

• College Grants

• Provide technical assistance upon 
request

• Connect grant managers with others 
within college who may assist

• Review and edit narrative reports

• Secure authorizing or certifying 
signatures from district personnel



QUESTIONS

This Photo by Unknown Author is licensed under CC BY

https://owl.excelsior.edu/writing-process/prewriting-strategies/prewriting-strategies-asking-defining-questions/
https://creativecommons.org/licenses/by/3.0/
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