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GUIDELINES

Please use this guideline in preparing your final report document to be sent to LCIF.

1. LCIF grant number

2. Project title

3. Name of applicant or sponsoring club/district/multiple district

4. Name of host club/district/multiple district

5. Grant award amount (US$)

6. Date project completed

7. Describe all project activity and accomplishments. Provide detailed description on how the LCIF grant funds were utilized.
List what was specifically purchased with LCIF grant funds. Note any changes from the original approved plan of action.
If this is a medical mission, please include a roster of Lions who participated and provide a timeline of daily activities and ac-
complishments.

a. Describe the role of the sponsoring club/district/multiple district.

b. Describe the role of the host club/district/multiple district.

c. Number of direct beneficiaries for this project.

8. What was the situation in the community/country before the project started?

9. How has this project affected the people in the host community or country? How has the project helped the community to
become more aware of the Lions work and efforts within the community?

10. Please send action photographs of the project and those individuals benefiting from the project.

11. Where applicable, describe what plans are in place to provide continued or follow up services to the beneficiaries or host
community at the conclusion of this LCIF funded project?

12. Please forward information on the financials for this project. The following should be included:

a. A complete and accurate record of the funds received and expenses incurred. Please list each source of income and
expense item individually, following the budget format below.

b. A comparison between the anticipated and actual expenditures. Any portion of the grant unspent at the completion of
the project shall be immediately returned to LCIF.

c. Receipts and supporting documentation for all goods and services purchased, or costs incurred, consistent with the
approved budget.



BUDGET

INCOME EXPENSE

13. How has LCIF’s involvement with the project been publicized? (Please include copies of newspaper stories, video footage,
publicity materials, etc.)

14. Include photographs/documentation acknowledging LCIF’s involvement with the project.

DID YOU REMEMBER TO…

� Include original receipts for all items, goods and services purchased with LCIF grant funds?

� Include photos showing the Lions involvement in project activities?

� Keep a copy of the entire report being sent to LCIF for club, district or multiple district files?

� Send report to LCIF via a traceable mail service (i.e., DHL, FedEx, UPS, Courier, etc.), to reduce the chance that the report
will be lost in the mail?

� Include evidence that the district or multiple district cabinet has reviewed and approved the
report?

SIGNATURE ENDORSEMENT

(Required for all Reports Submitted to LCIF)

As the grant administrator, in signing this document, you certify that the information contained in this
report submitted to LCIF details an accurate and factual accounting of the Lions project carried out with
LCIF grant funds. You further understand that LCIF will contact you with any questions regarding this
final report.

Name ____________________________________ Signature ________________________________________

Title __________________________________________ Date ________________________________________

Phone Number ________________________________ E-mail _______________________________________

SOURCES AMOUNT ITEMS /EQUIPMENT AMOUNT

LCIF grant

TOTAL: TOTAL:



OUR SUCCESSFUL
RESULTS
inspire us to achieve more.

Lions Clubs International Foundation
Humanitarian Programs Department
300 West 22nd Street
Oak Brook, IL 60523-8842 USA
Telephone: (630) 203-3819
Fax: (630) 571-5735
E-mail: lcif@lionsclubs.org
Web site: www.lcif.org
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