Louisiana Decentralized Arts Funding (DAF) Program

Final Report Instructions - Project Assistance Category
Arts Council of Greater Baton Rouge

DEADLINE: Your Final Report is due within 45 days after completion of your program or November 15, 2011, whichever comes first. For example, if your program wraps up on February 1 your Final Report is due March 15, not November 15. It’s a good idea to let artists and providers you write checks to with grant funds know they should cash their checks immediately so you may submit your Final Report on time. Do not submit an incomplete Final Report as we will not be able to process it.

Please look through the Final Report before beginning your grant-funded activities to ensure you track all information required, such as attendance, number of artists, etc. and that you credit the grant properly in all printed and promotional materials.

The Final Report evaluates your grant-funded activities. There are 4 purposes to this Report:

1. Determine your project’s effectiveness after completion

2. Be fiscally accountable for State of Louisiana grant funds

3. Demonstrate compliance with the rules and regulations detailed in the Grant Contract

4. Gain direction for future improvements

The Arts Council enters the information submitted in every Final Report into a database to produce a master database detailing the activities of the DAF Program for our 11 parishes each year. The State of Louisiana then gathers this information from all Regional Distribution Agencies and reports it back to the Louisiana Legislature, which funds the DAF Program. It is vital to complete your report in a timely and thorough manner, as not doing so can affect the prospects of future DAF funding for everyone.

WHAT TO INCLUDE WITH THE FINAL REPORT:

· Invoices and receipts showing how every DAF dollar was spent.

· Photocopies of cancelled checks showing how all the invoices and receipts were paid, stapled to the relevant invoice/receipt.

· Copies of all printed and promotional materials related to the funded programming, including press releases, PSAs, posters, flyers, programs, advertisements, e-mail blasts, and any other materials sent to the media or seen by the public. Remember that all such materials must use the Credit Statement as listed in the Grant Contract, as well as the Arts Council of Greater Baton Rouge and Louisiana Division of the Arts logos.

· Photocopies of any press or media clippings related to the funded programming.

· Photographs of funded activities (CD acceptable)

· Sample evaluation forms, if applicable. 

· ORIGINAL signatures on the Assurances page.

Keep a photocopy of the signed Final Report for your records. All DAF documentation must be maintained in your files for 3 years.

STEP-BY-STEP DIRECTIONS:

GRANTEE INFORMATION:

· Grant Number is the number listed on your Grant Contract.

· Grant Awarded is the monetary amount of funds listed as your total award in your Grant Contract.

· Grant Expended should be the same monetary amount as the grant awarded. If you did not spent all your funds, contact the Arts Council immediately so that the funds can be redistributed to other worthy grantees in your parish before the year-end date of September 30, 2011. Not using all your grant funds or not notifying the Arts Council in time to redistribute unused grant funds is a major violation of the Grant Contract, as we cannot keep the funds or roll them over to the next year; they must go back to the state. 

· Organization Name and Address is the official name and address of the organization awarded the grant funds. If the grantee is using a Fiscal Agent, the Fiscal Agent’s name and address should go here and the sub-applicant’s name goes below.

· Project Director and Title is the contact person for the grant award. This person should be able to answer all questions related to the funded programming and use of grant funds.

· Phone and E-mail are the means of contacting the Project Director.

· Project Title is the name of your project as listed on your Application and Grant Contract.

· Sub-Applicant, if applicable, is the sub-applicant using a Fiscal Agent to administer the grant funds, as listed above. List only if a Fiscal Agent is used.

ACTIVITIES AND PARTICIPATION:

Some DAF projects are for 1 event, while others include multiple activities. This table details all events held using DAF funds. One activity is 1 event that happens at 1 time and is available to 1 audience; for example, an in-school artist residency with a class that meets during school time and a community performance later in the evening would be listed as 2 activities. If DAF activities were a component of a larger project, include only the DAF-funded activities. 

· Total Number of Performances is the total number of performances that took place during the course of your programming. If your program did not involve performances, put 0.

· Total Number of Artist Residencies is the total number of artist residencies that took place during the course of your programming. An artist residency allows visiting artists to work with students or the public at a school, college, or museum. If your program did not involve artist residencies, put 0. 

· The Project Activity Details Table should be completed as follows:

· Date is the day the activity occurred. For the 2011 DAF program, funded activities may only occur between October 1, 2010 and September 30, 2011. 

· Activity is the type of activity conducted on that date, such as a class, performance, residency, etc. Please include the artistic discipline (dance, design, folklife, literature, music media, theatre, visual arts & crafts, multidiscipline). Examples could include: 

· Concert, performance, or reading

· Touring or production

· Exhibition

· Publication

· Broadcasting

· Fair/Festival

· Creation of a new work 

· Recording/filming/taping

· Research/planning

· Artist Residency

· Class/Workshop/Art Instruction

· Art demonstration

· Writing about art/criticism

· Location is where the event occurred, including the facility and city.

· Artist is the name of the artist or group performing the activity. 

· Participants are your audience and the participants involved. For example: 1st grade, senior citizens, general public, Hammond residents, college dance students, etc.

· Attendance is the number of people attending each activity. Please report exact numbers whenever possible. 

NUMBERS SERVED: 

· Number of Persons Age 18 and Under is the number of children and youth served by your activities or involved as participants.

· Number of Adults is the number of individuals age 18 and up served by your activities or involved as participants.

· Total Attendance is the total number of individuals served by your activities or involved as participants, including children and adults (total the above 2 categories).

· Number of Schools (Pre-K – 12) is the number of individuals schools served by your activities.

· Number of Teachers is the number of Pre-K – 12 teachers served by your activities. 

· Total Number of Artists Involved includes all artists directly involved in your activities. For an exhibition, include living artists only. Includes both paid and volunteer artists.

· Total Number of Artists Paid is the number of artists paid (above number minus volunteer artists).

· Total Amount Paid to Artists is the total payment to artists as Providers of Service. Should list all artistic fees, including both DAF funds and other forms of payment such as cash or sponsorship. This amount should include artistic fees for services rendered only and should not include per diems such as travel, supplies, or other expenses.

NARRATIVE:

The Narrative describes the final outcomes of your program as it relates to the DAF Evaluation Criteria – Artistic Merit, Need and Impact, Planning and Design, and Administration and Budget. You may continue on additional sheets if necessary. 

Question 1 summarizes the funded program and describes services it provided to participants and the region.

Question 2 asks how you used the grant funds. Please be specific. 

Question 3 asks about the community’s response to your project.

Question 4 asks how you promoted and marketed the project to the public and your target audience. 

Question 5 asks you to list the methods you used to evaluate the success of the program. 

Question 6 asks about your greatest accomplishment and your most challenging obstacle in administering your programming.

Question 7 asks if you thanked your Legislators and invited them to your funded event.

Question 8 asks if any changes were made to your project as described in the application you originally submitted and your Revised Budget Form. If changes were made, a Grant Amendment Form should have been submitted to the Arts Council in advance. 

Question 9 asks if you are planning on continuing this same project in the future. 

Question 10 asks what the Arts Council can do for you. How are we doing? What are your needs? 

FINAL PROJECT BUDGET

This budget is the same format as the budget in your original application and Revised Budget Form, and your final budget should be as similar as possible to those numbers. Any requests for significant changes to the program as approved by the grant panel and our Board of Directors should have been submitted to the Arts Council in advance on the Grant Amendment Form. Give the budget for your entire project, not just the DAF-funded portion. The budget must balance; Line A in Revenue must match the monetary amount of Column A in Expenses, etc. 

Revenue Definitions:

· Decentralized Arts Funding Grant is the actual amount of DAF grant funds spent on the project. It should be equal to “Grant Expended” in the Grantee Information section.

· Admissions, Ticket Sales, Memberships, Subscriptions is the cash income brought in to support the project through event admissions sales, ticket sales, and any memberships or subscriptions sold.

· Contracted services is income brought in through workshops or presentations that the audience paid to attend.

· Concessions is income brought in to support the project through sales of food, beverages, and souvenirs.

· Advertising Revenue is income brought in to support the project by selling advertising space in event programs or other printed materials.

· Tuition and Fees is income brought in to support the project through class tuition or class fees.

· Applicant Cash is cash allocated to the project by the applicant organization.

· Individual Contributions are donations from individuals to support the project.

· Fundraising is activities the organization performs to raise funds for the project, for example donor drives, gala events, candy sales, etc.

· Foundations are donor- or community-based organizations that award the organization a grant to help support the project.

· Business/Corporate Funds are businesses and corporations that give event sponsorships or other funds to help support the project.

· State is state-level government grants or other government awards, sponsorships, or other funds given to help support the project.

· Regional is regional-level government grants or other government awards, sponsorships, or other funds given to help support the project.

· Local is city or parish-level government grants or other government awards, sponsorships, or other funds given to help support the project. 

· In-Kind is the monetary value of time, materials, and other tangible goods or services contributed free of charge by businesses and individuals such as volunteer hours, administrative staff salaries already being paid by the applicant, donated supplies, discounted fees, etc. They are the cash equivalents of time, supplies, facilities, etc. that would normally be paid, but were instead donated to help support your project. In-kind contributions must be expended only for the proposed activities and under the direct supervision of the grantee. General volunteers may be counted at $10/hr. 

Expenses Definitions

· Personnel – Administrative is permanent, paid staff of the organization in charge of operations and/or programming.  Not eligible to be paid with a DAF Project Assistance grant as this is a general operating expense.

· Personnel – Artistic is permanent, paid staff of the organization responsible for the artistic direction of the organization and/or programming.  Not eligible to be paid with a DAF Project Assistance grant as this is a general operating expense.
· Personnel – Technical/Production is permanent, paid staff of the organization responsible for production, construction, lighting, etc. Not eligible to be paid with a DAF Project Assistance grant as this is a general operating expense.
· Fiscal Agent Fees are fees charged by an organization to act as the legal recipient of grant funds on behalf of another organization or individual artist that lacks the legal status to administer the fees on their own. Fees are intended to offset the cost of personnel, time, and supplies used in the administration of grant funds for the funded project only. 

· Outside Professional Services – Artistic is paid artistic services by companies or individuals not considered employees of the organization (e.g., artists, folklorist, curator, dancer, actor, graphic designer, etc.) whose services are contracted for the project.  

· Outside Professional Services – Other is paid non-artistic services provided by companies or individuals not considered employees of the organization (e.g., consultants, set designer, lighting technician, technical director, security, presses, etc.).  

· Utilities are costs such as telephone, gas/electric, water, etc. Not eligible to be paid with a DAF Project Assistance grant as this is a general operating expense. 

· Space Rental is the cost to rent a facility, exhibit or performance venue.

· Travel is the cost of travel incurred as a result of your arts project, such as busing students, artist travel and housing, etc.

· Marketing and Promotion/Printing is the cost associated with publicly promoting the project, including invitations, PSA, flyers, playbills, newspaper ads, design costs, etc.

· Facility Rental is the cost to rent a venue or location for the project. 

· Equipment Rental is the cost associated with renting equipment needed for the project.

· Supplies and Materials is the cost of consumable items, raw materials needed to produce or present the project, such as paints, cameras, paper, etc. Grant funds may only be used for items that cost less than $1,000 per unit with a consumable life of less than one year. Items costing more than $1,000 that have a consumable life of over 1 year are considered Permanent Equipment and not eligible through DAF Grants.

· Postage/Shipping is the cost for mailing and shipping related to the project.

· Insurance is the cost of any additional liability insurance needed specifically for the funded project and not part of the general operating expenses of the organization. 

· Other is any other expense not listed as an expense category.  Identify all other expenses in the lines provided.

· Fiscal Agent Fees are listed only when the applicant was awarded the grant using a Fiscal Agent. Fiscal Agents are nonprofit organizations that administer the grant funds on behalf of a sub-applicant that does not have nonprofit status. The Fiscal Agent may charge the sub-applicant a small administrative fee to cover costs of managing the grant funds. The fee may be no more than 8% of the grant amount or $150, whichever is less. 

· Total Project Expenditures should total all line items and include both grant and cash.  This should be a representation of all costs associated with the funded project.    
GRANT EXPENDITURE DOCUMENTATION

The Grant Expenditure Documentation Table gives a written description of the invoices/receipts and accompanying cancelled checks used as proof of how all grant funds were spent. List only how DAF funds were spent and not project expenses paid through other means. Please list the expenditures in the same order that you attach the invoices, receipts, and checks to the back of the report. In accepting the grant, grantees are responsible for providing evidence that all grant funds were spent appropriately and on eligible project expenses as described in the original application and Revised Budget Form. 

Definitions:

· Expenditure Category refers back to the Project Budget as listed above: Applicant Personnel – Administrative, Applicant Personnel – Artistic, etc. 

· Date is the date of receipt/invoice, date of the check, etc. Expenses may only be incurred and paid for between October 1, 2010 and September 30, 2011.

· Provider Document is the invoice or receipt showing how the funds were used.

· Payment Documentation is how the invoices/receipts were paid, ie. cancelled check or credit card. It is preferred that grantees write checks for all expenses. Colleges/universities and school systems ONLY may submit copies of bank statements with the relevant cancelled checks highlighted. 

· Amount is the monetary amount the check was written for.

· Payee is the person or company payment was made to.

· Amount Paid from Grant is the portion of the payment that was made with grant funds, i.e. an expense may be paid entirely with grant funds, or partly with grant funds and the rest with cash. For example, you hired an artist for $5,000. The artist submitted an invoice or timesheet demonstrating the work they did for you. You wrote them a check for $5,000, but only $3,000 of those funds were from the DAF grant and you paid the rest. Your documentation for should look like this: 

	Expenditure Category
	Date
	Provider Document
	Payment Documentation
	Amount
	Payee
	Amount Paid From Grant

	Outside Professional Services - Artistic
	11/30/10
	Invoice
	Check #1234
	$5,000
	Jane Q. Artist
	$3,000


Another example: You purchased $500 worth of art supplies using your organization’s business credit card (discouraged, checks are preferred). The entire purchase was made with grant funds. Your documentation should look like this:

	Expenditure Category
	Date
	Provider Document
	Payment Documentation
	Amount
	Payee
	Amount Paid From Grant

	Supplies and Materials
	2/15/11
	Store Receipt
	Credit card statement
	$500
	Hobby Lobby
	$500


CHECKLIST
The Checklist reviews what Arts Council staff will be looking for in your report to ensure you have complied with the grant terms. It is prudent to review the Checklist before starting your activities.

ASSURANCES

The authorizing official assuming legal responsibility for State of Louisiana grant funds must sign the assurances.  The authorizing official must be the Executive Director, Board President, etc.  The project director must also sign the final report form. If the authorizing official and project director are the same person, he or she must sign both lines.  Make sure both parties read and understand the information being provided in the final report.  

HOW TO SUBMIT:

Once all your information is assembled, mail or deliver the Final Report within 45 days of your completed project or by November 15, 2010, whichever comes first, to Grants Department, Arts Council of Greater Baton Rouge, 427 Laurel Street, Baton Rouge, LA 70801. Questions? Contact Laura Larkin at (225) 344-8558 or llarkin@acgbr.com. 
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