Example C
(Date)

Kurt Sacha

Finance Director

City of Longview

P.O. Box 128

Longview, WA   98632

Re:
Reimbursement of Expenses Covered by the $(amount) Grant from the City of Longview for (year)

Dear Mr. Sacha:

Below is an itemized list for covered expenses accrued in (month) (year) to be covered by the above grant approved by the City Council for (year), along with copies of cancelled checks for those expenses.


1.
Mortgage payment - (institution name)
$000,000.00


2.
Property insurance - (carrier name)

$        000.00






total for (month)

$000,000.00




Amount due for (month) (year)* = 

(* This amount is 1/12th of total amount approved by Council for the year.)

Sincerely,

Name 

Position in Agency
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Example C

1. What was your program’s target for reaching people outside our community, and can you quantify that goal?

	

	

	

	

	

	

	

	

	


2. Following an event, but no later than December 31 of the year the event occurred, please provide the City with event information such as:  How many participants and spectators attended?  

	

	

	

	

	

	

	

	

	


3. From what locations did your event draw participants/spectators?  How do you collect that information? 
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Example C

Organization Budget
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