Instructions for Using This Final Report Tool
This tool helps grantees track their spending, volunteer hours, and donations during the program year. Please read the instructions carefully and confirm all totals before submitting any reports.

Step 1: Find your MOU. The list activity/project, location, and budget sections in this document should match your MOU. If you've had a change request approved, use the details from the change request.

Step 2: Fill in the "Final Report" tab with the activities/projects, locations, and budget amounts from your MOU.  If there is an activity you no longer intend to complete, don't delete it; mark it as "Cancelled" in the Status column. Modification requests should be submitted for cancelled events if you would like to reallocate the money to another activity.

Step 3: Use the Trackers during the year. Track your expenses, volunteer hours, and donations throughout the year.  These three tabs let you track all your activities/projects in one place.  OR if you prefer to track each activity separately, you can use the "Single Activity Tracker".  If you have more than one activity/project, make a copy of this tab for each activity/project. To copy the tab, right-click the tab at the bottom of the screen and select "Duplicate."

Step 4: Take pictures of your receipts and during your events. You will need to send in copies of receipts at the end of the year. Taking photos helps if the receipts are lost or fade. The receipt must show that payment was made (invoices do not count). Beautification projects should have before-and-after photos. Event photos should capture the approximate number of people present.

Step 5: Total it all up. At the end of the program year, or after all your BeautifySJ grant-funded activities are complete, total your hours, expenses, and donations by activity/project at the bottom of each tracker.

Step 6: Finish the Final Report. Use the totals for each activity to complete the blanks on your final report tab. Then complete any remaining cells, including the status of each activity and the name of the person completing the report.

Step 7: Check all the math and email this workbook to Juan at UNSCC (executivedirector@unscc.org) along with your receipts and photos.  
Instructions
[bookmark: _p2c8q7mvcn0g]BeautifySJ Grant
Cycle 8 Final Grant Report Form
This final report is due to UNSCC Executive Director Juan Estrada at executivedirector@unscc.org no later than April 30, 2027.
If you have questions about this workbook, please contact Juan or Kristen Coe at Kristen.Coe@sanjoseca.gov.

	Grantee Name:
	

	Name of Person Completing This Form:
	

	Phone or Email:
	

	Grant Amount:
	



	Projects/Activities

	Project/Activity Name
(from MOU)
	Location
(from MOU)
	Status
(Complete, Partially Complete, Not Started, or Cancelled)
	Amount Budgeted
(after approved modifications)
	Amount Spent
(no rounding)
	Volunteer Hours
(in Hours)
	Matching Funds or
In-Kind Donations (in $)

	Activity 1
	
	
	
	
	
	

	Activity 2
	
	
	
	
	
	

	Activity 3
	
	
	
	
	
	

	Activity 4
	
	
	
	
	
	

	Activity 5
	
	
	
	
	
	

	Activity 6
	
	
	
	
	
	

	Activity 7
	
	
	
	
	
	

	Activity 8
	
	
	
	
	
	

	Activity 9
	
	
	
	
	
	

	Activity 10
	
	
	
	
	
	

	Activity 11
	
	
	
	
	
	

	Activity 12
	
	
	
	
	
	

	
	
	
	Totals
	$ -
	0.00
	$ -




	Incomplete or Cancelled Activities

	Please provide an explaination for any activities that were not completed as originally proposed. This includes any projects that we cancelled, not started, or only partially completed prior to the end of the grant period on March 31, 2027.
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[bookmark: _45jisgmf3l7g]BSJ Grant Expense Tracker
Instructions: Use the form to keep track of spending related to projects/activities funded by the BSJ grant program

	
	Date
	Vendor/Store
	BSJ-Funded Activity/Project
	Amount
	Purpose/Note
Include # of people for expenses with per person limits

	Ex.
	7/1/2026
	Safeway
	National Night Out
	$ 93.77
	Cookies and lemonade for 38 NNO attendees.

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	

	6
	
	
	
	
	

	7
	
	
	
	
	

	8
	
	
	
	
	

	9
	
	
	
	
	

	10
	
	
	
	
	

	11
	
	
	
	
	

	12
	
	
	
	
	

	13
	
	
	
	
	

	14
	
	
	
	
	

	15
	
	
	
	
	

	16
	
	
	
	
	

	17
	
	
	
	
	

	18
	
	
	
	
	

	19
	
	
	
	
	

	20
	
	
	
	
	

	21
	
	
	
	
	

	22
	
	
	
	
	

	23
	
	
	
	
	

	24
	
	
	
	
	

	25
	
	
	
	
	



	Summary Table (Total for Each Activity/Project Here)

	BSJ-Funded Activity/Project
	Total Spending

	Activity 1
	

	Activity 2
	

	Activity 3
	

	Activity 4
	

	Activity 5
	

	Activity 6
	

	Activity 7
	

	Activity 8
	

	Activity 9
	

	Activity 10
	

	Activity 11
	

	Activity 12
	

	Grand Total
	$ -
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[bookmark: _eodbfwfxmd87]BSJ Grant Volunteer Hours Tracker
Instructions: Use the form to keep track of volunteer hours related to projects/activities funded by the BSJ grant program

	
	Date
	Volunteer Name
	BSJ-Funded Activity/Project
	Number of Hours
	Notes

	Ex.
	7/1/2026
	John Doe
	National Night Out
	5
	Setup, Event, Cleanup

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	

	6
	
	
	
	
	

	7
	
	
	
	
	

	8
	
	
	
	
	

	9
	
	
	
	
	

	10
	
	
	
	
	

	11
	
	
	
	
	

	12
	
	
	
	
	

	13
	
	
	
	
	

	14
	
	
	
	
	

	15
	
	
	
	
	

	16
	
	
	
	
	

	17
	
	
	
	
	

	18
	
	
	
	
	

	19
	
	
	
	
	

	20
	
	
	
	
	

	21
	
	
	
	
	

	22
	
	
	
	
	

	23
	
	
	
	
	

	24
	
	
	
	
	

	25
	
	
	
	
	




	Summary Table (Total for Each Activity/Project Here)

	BSJ-Funded Activity/Project
	Total Hours

	Activity 1
	

	Activity 2
	

	Activity 3
	

	Activity 4
	

	Activity 5
	

	Activity 6
	

	Activity 7
	

	Activity 8
	

	Activity 9
	

	Activity 10
	

	Activity 11
	

	Activity 12
	

	Grand Total
	0.00
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[bookmark: _jvz4l040t6ef]BSJ Donation Tracker (Cash & In-Kind Donations)
Instructions: Use the form to keep track of cash and in-kind donations related to projects/activities funded by the BSJ grant program

	
	Date
	Donor
	BSJ-Funded Activity/Project
	Cash or In-Kind
	Value ($)
	Description

	Ex.
	7/1/2026
	Starbucks
	General Meeting
	In-Kind
	$ 25.00
	Donated coffee for general meeting.

	1
	
	
	
	
	
	

	2
	
	
	
	
	
	

	3
	
	
	
	
	
	

	4
	
	
	
	
	
	

	5
	
	
	
	
	
	

	6
	
	
	
	
	
	

	7
	
	
	
	
	
	

	8
	
	
	
	
	
	

	9
	
	
	
	
	
	

	10
	
	
	
	
	
	

	11
	
	
	
	
	
	

	12
	
	
	
	
	
	

	13
	
	
	
	
	
	

	14
	
	
	
	
	
	

	15
	
	
	
	
	
	

	16
	
	
	
	
	
	

	17
	
	
	
	
	
	

	18
	
	
	
	
	
	

	19
	
	
	
	
	
	

	20
	
	
	
	
	
	

	21
	
	
	
	
	
	

	22
	
	
	
	
	
	

	23
	
	
	
	
	
	

	24
	
	
	
	
	
	

	25
	
	
	
	
	
	



	Summary Table (Total for Each Activity/Project Here)

	BSJ-Funded Activity/Project
	Total Donations

	Activity 1
	

	Activity 2
	

	Activity 3
	

	Activity 4
	

	Activity 5
	

	Activity 6
	

	Activity 7
	

	Activity 8
	

	Activity 9
	

	Activity 10
	

	Activity 11
	

	Activity 12
	

	Grand Total
	$ -
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[bookmark: _yd6noixv1jkr]BSJ Single Activity/Event Tracker
Instructions: Use the form to keep track of spending, donations, and volunteer hours related to one project/activity funded by the grant program. When you have completed a worksheet (tab) for each activity in your MOU, enter the totals on your Final Report. Please use EITHER the Single Activity Tracker for each activity (yellow) OR the Expense, Volunteer Hours, and Donation trackers. They capture the same information. You don't need both.

	Project/Activity Name:
	

	
	
	

	Project/Activity Date:
	
	

	
	
	

	Project/Activity Location:
	
	




	EXPENSES

	
	Date
	Vendor/Store
	Description
	Amount
	Have the Receipt?

	Ex.
	7/1/2026
	Safeway
	Refreshments for 50 people
	$ 93.77
	

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	

	6
	
	
	
	
	

	7
	
	
	
	
	

	8
	
	
	
	
	

	9
	
	
	
	
	

	10
	
	
	
	
	

	
	
	
	Total
	$0.00
	



	DONATIONS

	
	Date
	Donor
	Description
	Value
	Cash or In-Kind

	Ex.
	7/1/2026
	Starbucks
	Donated 1 traveler of coffee
	$ 25.00
	In-Kind

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	

	6
	
	
	
	
	

	7
	
	
	
	
	

	8
	
	
	
	
	

	9
	
	
	
	
	

	10
	
	
	
	
	

	
	
	
	Total
	$0.00
	




	VOLUNTEER HOURS

	
	Date
	Volunteer Name
	Hours

	Ex.
	7/1/2026
	John Doe
	5

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	

	5
	
	
	

	6
	
	
	

	7
	
	
	

	8
	
	
	

	9
	
	
	

	10
	
	
	

	
	
	Total
	0.00



_____	Do you have photos from this activity/project?    
Beautification Projects should have before & after photos
Events should have photos during the event that show the number of attendees
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