
What Funders Are Looking For: 

The Colorado Common Grant Application 

and Common Grant Report



Å Common documents: to improve the process of 
applying for and reporting on grant funding

Å Created and revised by a team of grantmakers, 
grantseekers, and technical assistance providers 

Å CGA provides basic information to grantmakers,  
allows nonprofits to fundraise more efficiently. More 
time to be spend on achieving mission!
ïCreated early 1990s; revised 2008

Å CGR offers a more efficient reporting process for 
nonprofits while giving consistent and relevant 
information to grantmakers
ïCreated in 2002; revised 2009

What are the CGA and CGR?
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CGR vs. the CGA

Å Two completely different documents; each stand alone

Å Both will spark reflection, planning, and sharing valuable 

information.

Å Complement each other but do not repeat information. 

Å CGA describes who you are plus what you will do if 

funded. Overall, it is a forward-looking document.  

Å The CGR is the tool that allows you to report out on how 

grant money was spent. Overall, it is a backward-looking 

document.
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Why did the CGA and CGR change?

The CGA was revised: 

Å To promote nonprofit best practices

Å Because the funding environment changed

Å Because new fiscal rules exist; nonprofit accountability

The CGR was revised:

Å To complement the revised CGA

Å To collect relevant information in a more streamlined 

fashion

Created Userôs Guides during both revisions

Eliminated redundancies, and made them more user-friendly
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The Common Grant Report



Why do we report in the first place?

Å Funders are holding their grant recipients accountable ï

what happened with their investment? 

Å Measure fundersô own impact in their mission area

Å Accountable to their own stakeholders (trustees, 

founders)

Å Learn about and share ñlearning in the fieldò in complex 

mission areas

Å Formal communication within the relationship

Å DONôTbe part of the 70% of reports that are just fluff!
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Before you get startedé

Gatheras referenceé 

Å Contract, grant letter, and/or any other correspondence 

from the funder specific to the funded grant.

Å Copy of the funded application, including financial 

documents

Å Note any special requirements for individual funders

Reflect on the most basic purpose of the Report: 

Å Did you do what you said you would do? Honest, 

accurate, and transparent communication

Å Challenges you faced, successes you achieved. 
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Summary Sheet Form

Asks for information, such as:

Å Legal name and DBA

Å EIN

Å Dates covered by the grant

Å Type of grant

Å Grant amount and ID Number

Å Name of program/project, if applicable

Å Summary of grant purpose

ÅOne signature - executive director
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1. Progress and Results.

Å You will need to know the purpose of the funded grant to 

answer this question. 

Å Was this a general operating or program/project grant?

ÅWhat was set out for the funded grant to accomplish?

Å First part: describe progress toward what was set out

Å Second part: summarize key evaluation results

ïOpportunity to attach actual results. 

Å CGA Reference: Questions 2 and 4 (if applicable)
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2. Successes and challenges

Å Bragging, and bumps

ÅWhat happened in the past (Q3 addresses what is next) 

Å Things that impact your work:

ïAn economic crisis, natural disaster, etc. 

ïInternal program hurdles, staffing changes, etc.  

ïDescribe any and all situations that impacted the 

work. 

Å CGA Reference: Consider information provided in 

Questions 2, 4 (if applicable), and 5 ï10 if relevant
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3. Lessons Learned

ÅWhat did you learn doing the grant period and what are 

you going to do about it? 

Å What will the future will look like for a program, the 

agency overall, the agencyôs evaluation practices, etc.? 

Å Will you change practices? Processes? Behaviors? 

Å Every organization faces challenges. A lot can be 

learned about how an organization responds to such 

challenges. 

Å CGA Reference: Consider information provided in 

Questions 2, 4 (if applicable), and 5 ï10 if relevant
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4. Additional Information

Å Read the answers to other questions before responding 

to this one.  Is there anything new and relevant to add?  

Å Address any changes to your IRS tax-exempt status. 

Å Address any issues identified by your funder when the 

grant was awarded. 

Å This is also the place to talk about other things 

mentioned in your grant that impact your work overall 

but werenôt specifically funded by this grant. 

ïWhat else was in your grant application? 
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Attachments

ÅMake sure each attachment is labeled with the agencyôs 

name as well as the appropriate dates.  

Å Does this funder require additional information? Check!
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Attachment 1: Financial Statements 

Å Balance Sheet & Income Statements

Å A budget-to-actual report for the funded grant (both for 

GOS, and for program/project and capital grants). Be 

sure to work with the approved budget for the funded 

grant.

Å Additional information? Make sure you are submitting 

the appropriate documents with each report. 

Å This can be a confusing section! 

ïUserôs Guide or your internal financial manager(s)

ïContact the funder directly
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Attachment 2: Accompanying Narrative

Å You are not required to submit this; however, it is 

strongly encouraged. 

Å Share information that might not be immediately obvious 

to the reader.

ÅThe question references ñsignificantò variances.  What 

counts as ñsignificantò varies for every organization.  

Å Try to anticipate what might not make sense to an 

outsider. 

Å Here, explain any grant funding that was not expended 

and why. 
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Attachment 3: Evaluation Results

Å It is expected that you will answer Question 1b in 

addition to submitting this attachment. 

Å Simple! Do ANALYZED evaluation results exist?  If so, 

include them with the report. Make sure the 

results/findings are for the time period of the funded 

grant. 

Å If you have a robust, lengthy full evaluation report, check 

with each funder to see if they would like this as well. 

Å Internal or third party reports are acceptable. 

Å DO NOT send raw data!
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What do you do between the Application 

and the Report? 



The Common Grant Application



1. Organizational Background
Å History

Å Issue or opportunity for which you were originally 

founded to address - and how that may have changed 

over time

2. Goals
ÅThe organizationôs current over-arching goals

The Narrative: 11 Questions
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This question requires more specific information 

Å Description of programs

Å Population and numbers served

Å Expected results

4. Program and Capital Requests
Å Issue and/or opportunity addressed is requested in 

relation to the program or capital request

Å Emphasis on best practices

Å Requests for capital grants are now specifically included 

in the CGA

3. Current Programs
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5. Evaluation

Å Your answer will look different depending on the type of 
grant requested (general operating, program, capital)

Å First, discuss how does your organization approaches 
evaluation

Å Then, provide a summary of the key evaluation results (for 
either the organization or the program) and the time frame 
for those results

Å Optional attachment to submit a report/executive 
summary of the evaluation results

Å Be sure to answer (a) and (b), AND (c) or (d)!
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6. Collaboration

Å List the most significant and relative collaborations or 

partnerships for the organization

Å Who is critical to your mission?

ÅDONôTsend a laundry list! 
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