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Challenge Report
Grant recipients may request up to two payments each grant year – one progress payment and one final payment.  For each payment, we ask that you submit this Challenge Report Form.  In conjunction with the request for payment, we also ask you to answer the questions below, which are meant to provide us with a quick, general update on the funded program(s). The report should focus mostly on major organizational and/or programmatic shifts, if any, since your original grant request and the length of this report does not need to exceed two pages.
Please send all reports and other materials available electronically to info@cosfoundation.org.  For any items not available electronically, please mail them to our P.O. Box.  We do not accept UPS or FedEx.
If you have any questions about reporting and/or specific questions about what counts toward the challenge grant, please refer to your grant terms and the Eligible Gifts section of our website.  If your question is not addressed in either place, please contact Christine Plautz, Grants Manager, at christine@cosfoundation.org or 847-716-2173.

Grant Information
1. Name of organization 

2. Purpose of grant, amount and period covered by this report

3. Name and address of the person to whom the check should be sent.

4. Name and title of report preparer
Program Update
5. Please briefly describe the progress toward accomplishing the program goals and desired outcomes, as described in your grant request.  Did you achieve what you set out to do in the program, or are you on track to do so?  Please explain why or why not.  [150 words maximum]
6. Please explain any material changes to the organization and/or funded program(s), if any, including but not limited to, changes in the scope of the program, timeline, budget or staffing. Please also include any anticipated changes.  [150 words maximum]
Fundraising Update

7. Please briefly describe the tactics you used to complete the COSF challenge grant and the specific steps you took to execute your strategy. Discuss, among other things:

[150 words maximum]

· The extent to which board members, staff or others were involved

· Targeting of donors

· Costs incurred in executing the challenge grant

· Communication strategy

· Challenges faced

· Adjustments needed to be made during the term of the grant

8. Please summarize the lessons you learned throughout the challenge grant period and the impact of the challenge grant, including:

[150 words maximum]

· Successes you experienced (for example, an increased number of new donors)

· Difficulties that you encountered and obstacles faced (for example, difficulties of tracking donors)

· Anything you would do differently next time

· The overall impact on your organization

Payment Request
9. Please submit a list of the donations that you are asking us to match. Please note: for the purposes of the challenge, fundraising year refers to your organization’s fundraising year. You may use our Challenge Report Spreadsheet template. You are not required to use our template, but if you use a different form, please ensure that it includes all of the information requested on our template, including:
· Organization Name

· Challenge Amount

· Maximum Match per Donor

· COSF Grant Start Date and Grant End Date

· Donor Information Including: 

· Donor Identification

· Donation Description

· Cumulative Donation Amount for Last Fundraising Year or Current Fundraising Year Prior to Grant Year Start Date
· Cumulative Donation Amount for This Fundraising Year after Grant Year Start Date
· Amount Eligible for Match

· Total Eligible for Match

10. Please include a statement signed by your executive director and an officer of your board attesting that the donations listed are accurate and are qualifying donations as described in the COSF grant terms.  This statement may be included on the list of donations (it is included in the Challenge Report Spreadsheet template) or may be included in a separate letter.
11. If Section 2 of your grant agreement is labeled “Payment Conditions,” please include a second statement, also signed by your executive director and an officer of your board, attesting you have met those challenge grant criteria as described in the COSF grant terms. The statement may be included on the list of donations, directly beneath the statement described in section 10, or it may be included in a separate letter.
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