VCVA Financial Status Form Instruction Sheet

This report is designed in an Excel spreadsheet.  There are separate pages for each quarter.  Look at the bottom of the computer screen and find the tabs labeled 1st, 2nd, 3rd 4th Quarter.  After you fill in some basic information on the 1st quarter page, that information will automatically transfer to the other quarters.

Top Left
Name and Address:  Type in the current agency information.  This only needs to be done on the first quarter page, the other quarters will fill automatically.  

Top Middle
Type of Report:  The 1st, 2nd, and 3rd quarter reports are all progress reports.  The 4th quarter is the final report.  This section is already completed for you.

Top Right
Grant Number:  Type in the current grant number.  It is in the form 12-XXXX.  This only needs to be done on the first quarter page, the other quarters will fill automatically.  
Project Period:  Indicates the dates of the grant award and the dates for each quarter.  This section is already completed for you.  You do not have to type any information in this column.

Middle Right
Award:  Type in the amount of the grant award.  This only needs to be done on the first quarter page, the other quarters will fill automatically.  
Cash Received:  Type in the amount of money received by the end of the quarter.  This must be done each quarter.
Balance:  This is the amount left in the total grant award.  It will automatically total.

Chart
Approved Budget:  Fill in each line item with total amount awarded in each line.  This only needs to be done on the first quarter page, the other quarters will fill automatically.  
Expenditures Beginning of Quarter:  This will list how much money you have spent at the start of each quarter.  The first quarter is always zero, and this is filled in for you.  As you progress through the quarters, this will autofill each quarter.  You do not have to type any information in this column.
Expenditures This Quarter:  This is the actual dollar amount you spent in the quarter.  You must fill in each line item each quarter.  It will autosum at the bottom.
Unexpended Funds to Date:  This is how much you have left in each line time and the total amount left in the grant.  As you progress through the quarters, this will autofill each quarter, including the first quarter.  You do not have to type any information in this column.

Bottom Left
Cash Balance Beginning of Quarter:  The 1st quarter is always zero.  As you progress through the quarters, this will autofill each quarter.  You do not have to type any information in this column.
Receipts During Quarter:  This will autofill from the line “Cash Received” that you type in each quarter.  You do not have to type any information in this line.
Expenditures During Quarter:  This will auto fill from the expenditures column you complete each month.  As you progress through the quarters, this will autofill each quarter.  You do not have to type any information in this column.
Cash Balance End of Quarter:  This is amount of money remaining after all expenses are reported for the quarter.  It does not have to be zero.  This will autosum.  You do not have to type any information in this column.

Bottom Right
Quarter Check Boxes:  These boxes are already checked with the appropriate date.  You do not have to type any information in this box

Bottom Line
Fiscal Officer Signature:  The Fiscal Officer, designated on the Authorization to Sign Project Documents form, must sign, date, and add their phone number on these lines.  Original signatures are required.  

The only information that must be added each quarter, after the 1st quarter, are the line item expenditures and the cash received each quarter.  The other columns will autofill and autototal.
