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TOP OF THE SOUTH COMMUNITY FOUNDATION
ACCOUNTABILITY REPORT
	Name of organisation
	

	Project title
	

	Project date
	

	Name of contact person
	

	Mobile phone number
	

	Email address
	

	Accountability Report due by
	



Thank YouThank you for all your incredible work to support the communities and natural environments of Te Tauihu to thrive. This report is your opportunity to tell us how the funds were used, what you achieved, and the difference your project made.
Please complete each section with as much detail as you can. Clear, simple language works best — and the more specific you are, the better we can tell your story to the donors who made this funding possible.
This report should be completed by someone who was closely involved in the project.

How to Submit Your ReportIf you completed your grant application online, you can submit your Accountability Report directly through the TSCF grant portal. Log back in, go to My Applications, select the relevant application, and scroll down to Other Requirements. You should see your Accountability Report listed there.
If you’re unable to use the portal, simply email your completed report and any attachments (including photos and supporting documents) to comms@topsouthfoundation.org.nz.
Please ensure all sections are completed before submitting.

Section 1: Financial ReportIs your organisation registered for GST?
Yes  □     No  □
Expenditure details:
	Item
	Notes
	GST Incl.

	Example: tools
	Selection of tools for project
	

	Example: wages
	Contribution to staff time for project
	

	
	Add lines as needed
	

	OR
	Summary in spreadsheet / report attached
	

	Sub-total
	
	

	Less GST (if GST registered)
	
	

	Net total expenditure
	(Note: our donation does not contribute to GST)
	

	Grant amount approved
	
	

	Outstanding amount (if grant not fully spent)
	
	



Note: Unspent grant funds are to be returned to Top of the South Community Foundation – please contact us before submitting this form if you have unspent funds.
Please attach evidence of spending such as a Xero report or summary budget.



Section 2: Outcome & Impact SummaryThe information you provide in this section will be used to help us share your story and demonstrate the impact of this funding to our donors and community. Use clear, simple language and include specific examples and measurable outcomes where possible.

Outcome (up to 200 words)Please provide a summary of the work completed as part of this grant, including the activities, services, or programme delivered.

Thought starters: What did you do? Who was involved? When and where did it take place? What was delivered (e.g. programme, sessions, workshops, support, services)? What were the key components or activities?














Impact (up to 300 words)What difference did the funding make? Consider both direct and indirect impact and what has changed as a result of your work.
Directly impacted = people/environment that received an immediate benefit (e.g. participants)
Indirectly impacted = people/place affected because of the project (e.g. whānau, wider community)

Thought starters: What changed because of this project? Who benefited and how? What difference did this make in people’s lives? Were there any unexpected outcomes or benefits? Where possible, include the number of people directly and indirectly impacted, and any measurable outcomes (e.g. attendance, participation, improvements).


















Quote from a participant or your organisationPlease share a short quote about what the funding meant for your organisation or what it enabled you to achieve.







Section 3: PhotosPlease provide 2 clear high-resolution photos (JPEGs) of your project in action.
1. Landscape (horizontal) images are preferred
1. Include images that show people, activities, or the environment
1. Ensure you have permission to share any identifiable individuals and provide names for photo captions

Section 4: CertificationThis section must be completed by an appropriately authorised person on behalf of the organisation.

“I certify that to the best of my knowledge the statements made within this application are true and correct, and I understand that if the applicant organisation is approved for this grant, we will be required to accept the terms and conditions of the grant as outlined in the letter of approval.”

Signature:  _______________________________________________
Name of authorised person:  _______________________________________________
Position held:  _______________________________________________
Contact phone number:  _______________________________________________
Contact email:  _______________________________________________
Date:  _______________________________________________

Section 5: CompletionPlease submit this report through the online portal if you’re able to. Otherwise, the completed documentation may be emailed to comms@topsouthfoundation.org.nz along with any required attachments.
You must complete and submit the grant accountability report no later than the date stipulated in your funding agreement. If you fail to do so you may not be eligible to apply for further grants from Top of the South Community Foundation.
We reserve the right to ask for further information should we deem it necessary to meet our auditing requirements.

Support & ContactChelsea Routhan, Chief Executive Officer
027 205 3111
Chelsea.Routhan@topsouthfoundation.org.nz
www.topsouthfoundation.org.nz
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