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CHECKLIST FOR FY15 FINAL REPORTS

Your Final Report package consists of the Final Descriptive Report (FDR), the Federal Financial Report (FFR), a payment request (if funds remain), and any required products.  Use this checklist to ensure your Final Report package is complete.

Edit or delete items on this list that do not apply to your package.  Once finished, copy and paste the checklist into an e-mail.  Attach the Final Report documents and send the email to finalreports@arts.gov.

  
	 
Attached to this e-mail are final report materials for:  [name of organization].
NEA grant number:  [15 - xxxx - xxxx].

This grant has:
	__  Funds remaining.
	__  No funds remaining.  All grant funds have been received and expended.

This final report package is: 
	__  Complete.   
	__  Incomplete.

Attachments to this email include the:
	__  FDR:  Parts I and II. 
	__  FFR.
	__  Payment Request - if funds remain. 
	__  Final Product - if required and if an electronic version is acceptable to NEA.

Online, I completed the:
	__  FDR:  Part III (Geographic Location of Project Activity) 

A hard copy work product was:
	__  Shipped on ________________ via ___________________________to Grants & Contracts Office.
	__  Not required for my grant.

Contact Information:  [Name, title, e-mail, phone, and fax number.]
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