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	ACCOUNTABILITY REPORT

	CHECKLIST

	In accordance with TSB Community Trust Policy, your organisation is required to complete an accountability report and return it to the TSB Community Trust Office.
	Completed

or Attached

	Name of Organisation
	
	(

	Grant Amount Received     
	   $                                 .00
	

	Year Grant Received           
	
	

	Purpose of Grant:
	
	

	
	

	
	

	
	

	
	

	1. What has the money been spent on? 
	

	
	

	
	

	
	

	
	

	
	

	2. Has your organisation spent the entire donation?                           (  Yes    (    No
	

	If NO, please attach a written request to keep the extra funding, or return the extra funding immediately.
	

	Amount returned:  $
	

	(It is policy that any grant will be utilised within two years of being received.  If it is more than two years after receipt of the grant you will need to seek the Trusts permission to retain the unspent portion).  Please advise why you are seeking an extension. 
	

	
	

	
	

	
	

	
	

	3. How has the grant helped you achieve your purpose?   Please be specific (3a, 3b, 3c)
	

	3a: Group Benefit: 
	
	

	
	

	
	

	
	

	
	

	3b: Community Benefit:
	
	

	
	

	
	

	
	

	
	

	3c: Did you achieve your goal?
	           (  Yes               (    No
	

	
	
	

	4. Was your project completed within expected budget and time frames? 
	           (  Yes               (    No
	

	If No, please attach written explanation:
	
	

	
	
	

	
	
	

	5. How have you publicised your grant?
	
	

	
	
	

	
	
	

	
	
	

	6. Please provide a final project breakdown/statement showing income and   expenditure, and attach copies of invoices that are consistent with this.  
	

	Example Format: 
	

	Budgeted Figure

TSB CT Grant

Actual Cost
Invoice Reference

Data Projector

$1500.00

$1500.00

$1350.00

Dick Smith #1

Two Tables
$350.00

$350.00

$350.00

SL Interiors #2

Totals

$1850.00

$1850.00

$1700.00

Refund to Trust $150.00


	

	Please provide any other information you believe is relevant. (photographs, newspaper articles etc.)
	

	DECLARATION
	

	I/We solemnly declare that all details contained in this report and attached are true and correct to the best of my/our knowledge.  I/We have the authority to provide this information
	

	Name 
	Position Held
	

	Signature
	Date
	

	Please return fully completed report and attachments to:
TSB Community Trust

P O Box 667
New Plymouth  4340
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