THE CLEVELAND FOUNDATION

SCHOLARSHIP REPORT PREPARATION GUIDELINES

Overview
The Cleveland Foundation requires all grant recipients (and scholarship selection committees) to prepare narrative and financial reports on project activity and expenditures.

By this notice, the Cleveland Foundation advises its grantee organizations that it enforces a policy that assures that its scholarship grants are made according to the best practices in scholarship administration.  We expect the grantee organization (and selection committee) to ensure that:

· The group(s) from which recipient(s) were selected is related to the purpose of the grant and constitutes a charitable class as defined by the Internal Revenue Service.

· The selector(s), at the time of their selection decisions, were not in a position to benefit, directly or indirectly, from the outcome of the decisions related to the grant.

Periodic reports are not only necessary for proper oversight to ensure accountability, but also serve as a valuable learning tool for both foundation staff and grantees.  Be assured that we do not share these documents with any other organization or funder.

Please type your report and provide the requested information in the order listed on the reverse of this page.  If the report is for a scholarship grant to an educational institution for its scholarship program, the financial report should include expenditures incurred as well as the balance of foundation funds unexpended through the reporting period.

Release of Grant Funds

The foundation may hold scheduled grant payments until it has received narrative and financial grant reports.

Unexpended Funds

Funds that are not expended or encumbered during the grant period should be returned to the Cleveland Foundation unless the foundation makes written authorization to extend the award beyond the original end date.

RETURN TO:

Scholarship Office 



The Cleveland Foundation




1422 Euclid Avenue, Suite 1300




Cleveland, OH  44115
THANK YOU FOR YOUR ATTENTION TO THIS REPORT.
THE CLEVELAND FOUNDATION SCHOLARSHIP REPORT PREPARATION GUIDELINES

Organization Name: _______________________________________________________________
Grant Number: ___________________________________________________________________
Please provide the following information.  Attach additional sheets if necessary.  Those questions not applicable to your grant should be marked N/A.

Information related to the selection process:

1. Marketing procedure – How was the information on the availability of the scholarship(s) conveyed (e.g. printed in the school newspaper, announced at parent meetings, informed all teachers, guidance counselors, etc.)?

2. Eligibility requirements – What were the eligibility requirements used to determine candidates?

3. Selection criteria – On what criteria was the selection based (e.g. financial need, merit, etc.)?

4. Selection process – What process did the committee use to select the finalist(s) (e.g., all committee members reviewed each application and made recommendations based on the selection criteria)?

5. Number of persons who applied _________     Number of persons who were reviewed __________
Information related to the grant recommendations:

6. Name(s) of recommended finalist and amount(s) recommended for each.  (Institutional programs are asked to also provide the level (freshman, sophomore, junior, senior) and enrollment status (full- or part-time).
7. Number of scholarships recommended to be awarded

8. Selection committee members (and affiliation) – Please list the name, address, telephone number and occupation of selection committee members.

9. For conflict of interest purposes, selection committee members are required to disclose any familial relationship with any applicants or candidates for a grant and refrain from voting.  For this purpose, a relative shall be a spouse, an ancestor, a lineal descendant, a spouse of a lineal descendant, a sibling, a spouse of a sibling or a lineal descendant of a sibling.  Please advise us by noting in this report occurrences of substitution selectors.  Please advise the Scholarship Officer so that a replacement selector for the selection cycle can be appointed.  In the case of a grant to institutional scholarship programs, please be advised that if an individual related to a scholarship selector applies for a scholarship, a replacement selector, designated by an officer of the institution must be substituted who is unrelated to the applicant.  In no event, may a relative of an active selector be awarded a scholarship by the Foundation.  
Please feel free to attach additional sheets, if required
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