Hello NEA Final Reports staff!

Attached to this email, find final report materials for [organization]’s NEA grant #12-_ _ _ _ - _ _ _ _.
My final report is [delete one]: 

· Complete

· Incomplete (still working on __________________)

My grant has [delete one]:

· Funds remaining

· No funds remaining…all grant funds have been received

Attachments to this email include these required documents [delete any that are not attached]:

· Final Descriptive Report (FDR), parts I and II 

· Federal Financial Report

The FDR, part III (Geographic Location of Project Activity) has been [verify]:
· Completed online

Attachments include these other files [delete any that do not apply]:

· Payment Request (if funds remain)

· Work products (if required and an electronic version is acceptable to NEA)
· n/a
The following materials have been sent to the NEA [delete any that do not apply]:

· Federal Financial Report, by fax / by separate email 
· Payment Request (if funds remain), by fax / by separate email
· Work products (if required), shipped to the Grants Office

· These materials were sent on [date]
· n/a
Questions about my final report should be directed to:

[Name, title, phone, fax, email]
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