Grant Requirements Reminder

Dear [Recipient's Name],

| hope this message finds you well. This is a friendly reminder regarding the requirements for the
[Grant Name] that you are currently managing. As we approach the next reporting period, please
keep in mind the following key requirements:

e Submission of financial reports by [Due Date]

e Completion of programmatic reports by [Due Date]

o Documentation of expenditures and activities

o Compliance with [Specific Guidelines or Regulations]

If you have any questions or need assistance, please do not hesitate to reach out. Thank you for
your attention to these important requirements.

Best regards,

[Your Name]

[Your Title]

[Your Organization]

[Your Contact Information]



