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Before you begin…

• Open your contract and have it in 
front of you.

• For Full Grants:

• Open to Appendix A, Section III.

• For Microgrants:

• Open to “Per your application”

Full Grant

Microgrant



Opening the Form

• Open the spreadsheet provided by 
the Program Coordinator.

• Ensure you are on the “Budget” tab.

• Familiarize yourself with the 
navigation.

• Read the instructions at the top of 
the page.



Instructions

• On the first page, the only fields you 
should edit are:

• Organization Name

• Grant Year

• Contract Funds

• Any “Other Categories” that 
need to be labeled.



Instructions

• Please use the information from your 
contract to fill the fields.

(CONT’D)



Navigation

• Once you’ve filled out the information 
on the top sheet, you can then navigate 
to the sheets located at the bottom of 
the page.

• If you are not using the category, 
please skip it and leave the tab blank.

• The tabs correspond with the 
shortened name of each category, 
concluding with the “Other” categories 
listed from 1-5.



Demonstration
• For this example, we will fill the Materials and Supplies 

tab.

• Click Materials at the bottom.

• The information from the top sheet has transferred here.

• Add information from your receipts.

• Date

• Method of Payment

• Description

• Dollar Amount (on the Receipt)

• Whether the documentation is saved with the 
line number attached.



Demonstration

• Once you begin filling out information, you 
may scroll down to the bottom of page 2 
and view your summary including:

• Total funds spent

• Amount remaining in your budget.

• Estimated Reimbursement

• Do this for every applicable tab!

• Remember: Please do not modify 
formulas or edit colored fields.

(CONT’D)



Submission

• When you have included all of your 
relevant receipts, your report is complete 
and ready to submit.

• You may see your total funds spent and 
your estimated reimbursement in the 
“Actual Budget.”

• Gather your receipts into ONE PDF file.

• Head to the agency portal and submit your 
budget tracker, receipts, and final report 
information.

https://www.cognitoforms.com/CTDoAg/CTG4CTKFinalReportSubmission


Questions?
Program Coordinator:

• Hannah Carty
• Phone: (860) 471-1620 
• Email: Hannah.Carty@ct.gov
• Book a Meeting with Me

mailto:Hannah.Carty@ct.gov
https://outlook.office.com/bookwithme/user/0f9e78adab664eee9c5556d6d831255c@ct.gov?anonymous&ep=signature
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