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2011 OPERATING GRANT – FINAL REPORT
TEL: 604.982-3894
E-MAIL: barb.mclean@artsoffice.ca
WEB: www.artsoffice.ca
The FINAL REPORT and FINAL REPORT BUDGET provide staff with important information that we can share with City and District Councils to assure them of the value of their investment in the community and in the arts.  The information provided in this Final Report will help us to continue to improve our support services for community, arts and cultural practitioners in North Vancouver.

2011 FINAL REPORT DEADLINE:  Thursday January 26, 2012 -12 noon

a) Please type all information onto the FINAL REPORT and BUDGET WORKSHEETS. Handwritten, incomplete and/or illegible reports may not be accepted. Failure to complete this report and budget by the stated deadline may result in future grant requests being considered ineligible

b) To assist you in completing this FINAL REPORT and BUDGET, have a copy of your 2011 OPERATING GRANT APPLICATION and BUDGET WORKSHEET on hand.

c) Submit one hard copy signed by two current officers of the society; please also submit an electronic copy of all materials on disc or CD-R.
d) If you have any questions, contact Barb McLean, Cultural Development Officer:

TEL: 604.982.3894, or by E-MAIL: barb.mclean@artsoffice.ca
1.  ORGANIZATION DETAILS

Name of Organization:


Name of Registered Non-Profit Society: 

(if different from above)

Society Number:

Charity Number (if applicable):

Main Contact Person:

          Title (with organization):


Telephone:

    E-Mail:



Mailing Address:

    City:



Postal Code:
         Website:


2.  PRODUCTION ACTIVITY


What are your primary areas of activity or purpose?  (check as many as apply.

( 
Visual Arts
( 
Multi-Cultural Collaborations
( 
First Nations

( 
Dance / Performing Arts
( 
Design / New Media
( 
Education

( 
Festival
( 
Heritage / Museum
( 
Literary Arts


( 
Music
( 
Multidisciplinary     
( 
Theatre


(
Educational
(
Other (specify):



List your organization’s services to the community.  (check as many as apply): 
( 
performances
( 
exhibitions (visual art)
( 
 tours

( 
outdoor events/festivals
( 
classes/workshops
( 
benefit events

( 
school programs/workshops
( 
other (specify): 



3.  DETAILS OF ACTIVITIES / USE OF GRANT

a) Provide a brief summary of your organization’s most recent season of activity.

b) Indicate any significant changes between your actual activities and your original plans as outlined in your 2011 OPERATING GRANT application.

c) Identify factors that influenced or changed your activities/outcomes.

d) Speak specifically to how your OPERATING GRANT was used.

e) Identify the key goals achieved and partnerships involved.

f) Describe how you publicly acknowledged receipt of your OPERATING GRANT (please attach samples).

g) Describe or attach samples of any media coverage received.

h) Provide photographs of your activities. These photos may be used in reports, publications and other communication platforms produced by The Arts Office; please send as printable resolution .jpg files to info@artsoffice.ca
4.  PRODUCTION AND ECONOMIC ACTIVITY
This section will be used for statistical analysis to track overall trends in arts consumer spending and various economic impact indicators for the arts & cultural community.
a) Complete the following activities chart.  If required, please add notes that may assist in the interpretation of these numbers.

	
	Performance
	Exhibitions
	Workshops/Classes
	School Programs
	Outdoor Events
	Tours & Trips
	Other (specify)

	# Activities
	
	
	
	
	
	
	

	# Artists involved
	
	
	
	
	
	
	

	# Paid Admissions
	
	
	
	
	
	
	

	# Free Admissions
	
	
	
	
	
	
	

	# Admissions by Donation
	
	
	
	
	
	
	

	Estimated % attendance by North Van residents
	
	
	
	
	
	
	


c)
Has your organization conducted any audience surveys that track participant/audience satisfaction, attendance and/or spending? If yes, provide details, or attach copy of the report.

d)
Please share some of the feedback and/or testimonials you have received from participants, patrons, and audience members.

5.  STAFF, HUMAN RESOURCES and VOLUNTEERS

a)
PAID STAFF, ARTISTS and CONTRACT STAFF for the most recent season.

	
	# People
	Position Title(s)
	Total Paid (Salary/Fees)
	# Resident in 

North Vancouver

	Full Time Staff
	
	
	
	

	Artist (s)
	
	
	
	

	Part Time Staff
	
	
	
	

	Other Contracted Staff
	
	
	
	


Full Time equivalent (FTE) standard is a 35 hour week 

Part Time (PT) employee who works 20 hours per week is equivalent to a 0.57 FTE 

b)
BOARD MEMBERS and VOLUNTEERS (final report ??)
Number of Board Members:
(Provide current list of board members)

Number of Society Members:


Number of Volunteers, actively involved in the administration of the society:


Number of Artists whose participation is provided on a volunteer (un-paid) basis: 


(Estimated) Volunteer Hours Per Year:


(Describe how you came to the above estimate)

6.  FINANCIAL REPORTING

a) Complete the 2011 FINAL REPORT BUDGET and submit it along with your 2011 FINAL REPORT. Have a copy of your 2011 Operating Grant Budget on hand when completing the form.

b) The 2011 FINAL REPORT BUDGET is an MS Excel spreadsheet form with formulas. The form includes separate pages for REVENUES, EXPENSES and NOTES (click on tabs at the bottom of the spreadsheet to access each page). 

c) NOTE: The 2011 FINAL REPORT BUDGET is the same format as the 2012 OPERATING GRANT APPLICATION.  You do not need to include information on the 2012 Grant Year in this report but you will use the same form for your 2012 Operating Grant Application. 

d) IN-KIND CONTRIBUTIONS of goods and services entered as revenue line items should have corresponding expense line items. 

e) The FINAL REPORT BUDGET should be signed by your Treasurer or another designated officer.

f) In addition to the FINAL REPORT BUDGET:

· If your Society’s total ANNUAL OPERATING BUDGET is LESS THAN $10,000, complete the FINAL REPORT BUDGET only. 

· If your Society’s total ANNUAL OPERATING BUDGET is GREATER THAN $10,000 and UP TO $100,000, please submit a copy of your society’s ANNUAL FINANCIAL STATEMENTS, signed by your Treasurer or by another delegated officer, covering the operations of the Society for your last completed fiscal year.  These should include both a Statement of Account and a Statement of Balance.

· If your Society’s total ANNUAL OPERATING BUDGET is GREATER THAN $100,000, submit a copy of your FINANCIAL STATEMENTS, PREPARED BY AN OUTSIDE BOOKKEEPER, covering the operations of the Society for your last completed fiscal year.  These should include both a Statement of Account and a Statement of Balance.

7.  ENCLOSURE CHECKLIST

Please ensure that your 2011 FINAL REPORT package includes the following: 

· One original signed hard copy of this FINAL REPORT and FINAL REPORT BUDGET. 

· One electronic copy of all materials on disc or stick drive.

· Financial Statements (if required - see Section 6 f.), signed by your treasurer or other delegated officer, covering the operations of your society for your last completed fiscal year.
·  Samples of promotional materials that include recognition of the operating grant support provided by The Arts Office.

· Samples of media coverage or media exposure report (if available).

· Audience Surveys (if applicable).

· Photographs if available (print quality .jpg or .tif files).

· Current list of Board of Directors

8.  DECLARATION AND SIGNATURES

This report must be signed by TWO current representatives of the society / organization.

We certify that, to the best of our knowledge, the information provided in this Final Report is accurate and complete and is endorsed by the organization we represent.

Signature of Person filing the Final Report
Signature of Board Chair 

(identified as Contact Person on Page 1)
 (or another designated board member):
Type the following information:

Name:


Name:



Title:


Title:



Date:


Date:



Please submit your completed 2011 FINAL REPORT and FINAL REPORT BUDGET FORM, and any other materials on or before the deadline to:
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Attention: Barb McLean, Cultural Development Officer

Suite 315 – 1277 Lynn Valley Road, North Vancouver, BC  V7J 0A2
E-MAIL: barb.mclean@artsoffice.ca        TEL:  604 982-3894
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NOTE: APPLICATIONS MUST BE TYPED 
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