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The Robert Wood Johnson Foundation has created a system for electronic submission of reports and grant
products that will allow us to stay current with your work and to post your important products on our

Web site, www.rwjforg, on a timely basis.

Effective immediately, only reports and products from grantees and program contractors (herein after
called Grantees) that meet the criteria specified in this document should be submitted electronically.
Please comply with the instructions detailed here to ensure your documents are processed appropriately.
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SECTION 1: GENERAL INSTRUCTIONS

E-mail electronic versions of reports, bibliographies and products to RWJE, using the e-mail address
grantreports @rwjf.org— arantrenorts@localfundinanartnershins. |

When submitting narrative and budget reports, include the award ID# in the subject line of the e-mail
followed by the word Report. When submitting bibliographies, include the award ID# in the subject line
of the e-mail followed by the word Bibliography. When submitting products, include the award ID# in the
subject line of the e-mail followed by the word Product.

¢ Only submit materials that fit into our specified categories. Refer to “Narrative and Budget Report
Descriptions” and “Product Descriptions” below for details.

e Name files according to the RWJF standards. Refer to “Report Naming Standards” and “Product
Naming Standards” below for details.

¢ You can include multiple reports or products produced during one grant/contract in a single e-mail,
but the total size of the e-mail should not exceed 10 megabytes. (See below for how to handle larger
files.)

¢ Only submit materials from a single award ID# per e-mail. If you have more than one grant/contract
for which you are submitting documents, send separate e-mails for each grant/contract.

¢ Do not mail hard copies of materials you have sent electronically, except for book chapters where
RWJF does want the book in which the chapter appears.

A color PDF is the appropriate format for most written products. Refer to “Section 2: Acceptable File
Formats” below for details.

¢ Include only one document in each electronic file. Do not create a PDF that contains more than one
product.

e Ifa file cannot be opened by the Foundation, you will receive an e-mail from grantreports@rwjf.org with

instructions regarding how to resubmit it. N_[arantrenorts@localfundinanartnershins.

o If the file is too large (more than 10 megabytes), you have two options:
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1. Zip the file and send it by e-mail to grantreports@rwjf.org. ﬁ[nramrenons@Incalfundinnnarmershinsom]

2. Send it on a flash drive, CD or DVD to the RWJF address below, with the award ID# on a label
on each piece. Do not write directly on the CD or DVD. Flash drives, CDs and DVDs will not be
returned.

Central Files

Robert Wood Johnson Foundation
P.O. Box 2316

Princeton, NJ 08543-2316

o For products that cannot be sent electronically (e.g., a book, artwork, plaque, sculpture), put the award
ID# on a cover sheet for each of the items and send them to this same address.

If you have any questions or problems, please communicate with your grants administrator or program
office contact. Do not send correspondence to grantreports@rwjf.org as you will not receive a reply.

Back to Table of Contents
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SECTION 2: ACCEPTABLE FILE FORMATS

Narrative and budget reports and products should be submitted in file formats that are non-editable, such
as PDF, as much as possible. Files will also be accepted in the formats listed below. If a file is received by
RWIJF in a format that is not supported, it will be returned to you for conversion to a supported format.

FILE TYPE EXTENSION(S)

Audio aac, mp3, mpeg4, wav, wma

Compressed File Format Zip

Image bmp, gif, jfif, jpe, jpeg, jpg, pip, pip, pipegy, tif, tiff
MS Excel xla, xlc, xll, xIm, xIs, xlsm, xIsx, xIt, xltm, xItx, xlw
MS Project mpp

MS PowerPoint pot, potm, potx, ppam, pps, ppsm, ppsx ppt, pptm, pptx
MS Word doc, docm, docx, rif, wiz

Portable Document Format Pdf

Shockwave Swf

Text htm, html, mht, rtx, txt

Video avi, mpe, mpeg, mpegv, mpg, mpv, vbs, wmv, mp4

Back to Table of Contents
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SECTION 3: SUBMITTING NARRATIVE AND BUDGET
REPORTS

REPORT NAMING STANDARDS
Name the file “gggggdddyypp.ext,” where:

- geggeg = award ID#

— ddd = document type

— yy =year number of grant, for documents submitted annually with same name (e.g., budget year
2=y2)

—  pp = period number, for documents submitted periodically (e.g., first 6 months of award = p1)

— .ext = file extension

Example: A grant/contract (ID# 55522) produces an Annual Narrative Report in its first year. The file
would be named 55522ANRY 1.pdf. In year 2, it produces a Final Narrative Report. The file would be
named 55522FNR.pdf.

NARRATIVE AND BUDGET REPORT DESCRIPTIONS
ONLY send reports included in this table.

REPORT DOCUMENT TYPES AND NAME DOCUMENT FILE NAMING
EXAMPLES TYPE EXAMPLE

NARRATIVE REPORTS

Annual ANR 55522ANRY2.ext
Periodic (interim, semi-annual, progress) PNR 55522PNRY2P1.ext
Final FNR 55222FNR.ext
Summative SUM 55222SUM.ext
Bibliography BIB 55222BIB.ext

FINANCIAL REPORTS

Annual AFR 55222AFRY1.ext
Periodic PFR 55222PFRY1P3.ext
Final FFR 55222FFR.ext

Due Diligence (Audited Financials, 990s) DDR 55222DDR.ext
Expenditure Responsibility Report of Income ROI 55222R0IY2.ext

Expenditure Responsibility —Private Foundation

Statement PFS 55222PFSY3.ext

Back to Table of Contents
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