
Final
Report
Forms

 breaking them down so you
can bui ld one up

 



L e t's  t a ke  i t  f r o m
t h e  t o p    

 
Step 1:  the Lodge applies for a grant 

 

Step 2:  Lodge receives grant approval 
 

Step 3:  next the check and Final

Report Form are mailed to the Lodge
 

Step 4:  Lodge hosts its project!
 



t i m e  t o  b r i n g  i t
h o m e

 
Step 5:  Lodge completes Final Report

Form
 

Step 6:  Lodge emails digital  photos to

LodgeGrants@elks.org
 

Step 7:  Lodge mails in completed

form and receipts for al l  grant funds.
 



W h e r e  t o
f i n d  a  fo r m

 

A copy of  the form
was sent with the

grant check
 

Did you lose
the form?

 

We have   copies
avai lable

to download 
 

enf.elks.org/FRF
 



No t es  o n
F i l l a b l e  Fo r m s

 Download the form before

enter ing your  informat ion.
 

I f  f i l led out  in  a  web browser ,

the changes wi l l  not  save.  
 

Issues?  Check to  see i f  Adobe

is  up to  date.
 

You can type responses in  a

separate  word document ,  as

long as  the actual  form

includes contact  informat ion

& necessary  s ignatures.
 



C I P  t i p s
fo r  a  fo r m
f r e e  o f
fo l l ow- u p

 

A n s w e r  E v e r y  Q u e s t i o n
 

We don' t  need a  nove l  or  a

grammat ica l ly  correct  prose .  We

want  a  descr ipt ion  of  how your

pro ject  went  s ince  we weren' t

there  to  exper ience  i t .
 

R e c e i p t s !  R e c e i p t s !  R e c e i p t s !
 

For  every  dol lar  spent  we need

documentat ion  as  per  IRS

guide l ines .  We need i temized

rece ipts  deta i l ing  what  you

gave  and what  you got .
 

S e a l e d  w i t h  a  S i g n a t u r e
 

On the  bot tom of  the  second

page,  we require  two

s ignatures .  We need both  to

c lose  out  the  form.  S ign- i t !
 



Re c e i p t s !
Re c e i p t s !
Re c e i p t s !

 c o n t i nu e d
 

Qualifies as a receipt:
 

Store receipts
 

Purchase orders
 

Does NOT qualify as a receipt:
 

Lodge vouchers
 

Check copies  wr i t ten to  members
 

Invoices
 

For  approved donat ions only :  
 thank you let ters  f rom the

organizat ion donated to  with the

donat ion amount  & date ,  on

off ic ia l  let ter  head or  a  copy of  the

canceled check 
 

P icture of  check presentat ion
 

Check stubs or  quick-book pr intouts
 



Un s p e n t
g ra n t   f u n ds?

 

contact  us ,  we can

l ike ly  f igure out  a

way for  your  Lodge

to ut i l i ze  the

remaining funds.  
 

first,
 

then if,
 

be sure to,
 

inc lude the

Lodge number

on the check and

mark i t  as  a

grant  refund.  For

example,  in  the

memo l ine wr i te

"2018 Promise

Grant  refund"
 

the Lodge st i l l

can' t  f igure out

how to spend the

funds or  doesn' t

wish to ,  you can

inc lude a  refund

check with the

Final  Report  Form.
 



S i g n e d ,
s e a l e d ,
d e l ive r e d .  

 
Now that  the form is

completed,  mai l  i t  in !
 

2750 N Lakeview Ave.

Chicago,  IL  60614
 

This  address  can be found at

the bot tom of  every  form.
 

Photos?  Emai l  them to us  at

LodgeGrants@elks .org
 



Qu est i o n s?
Co n t a c t  u s !

 

LodgeGrants@elks.org
 

773/755-4730
 


