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Why must you acquit your grant?

Having completed your funded project, Arts Victoria needs to gather information from you for a number of reasons. 

Acquittal reports: 

· provide Arts Victoria with important information to advocate for continued funding for the arts;

· account for your use of public funds and demonstrate that the funding has been used for the purpose for which it was provided, and in accordance, with your Funding Agreement;

· assist Arts Victoria in assessing how successful funding programs are in meeting the needs of the arts sector and the Victorian community; and

· provide you with the opportunity to make suggestions regarding improvements to the funding program.

When should you acquit your grant?

Acquittal reports for the program are due 
90 days after the completion of the funded activity, as specified in your Funding Agreement. If you have any difficulty in providing your report on time or complying with any other reporting requirements detailed in your Funding Agreement or this document, you should discuss this with the relevant program officer as soon as possible. 

What happens if you do not acquit?

Failure to satisfactorily acquit funding will make you ineligible for future Arts Victoria funding and may result in action to recover the grant. 

Do you have to answer every question in this form?

You will not necessarily have to answer every question!  The acquittal report is made up of several sections.  You will need to address each section, although some questions may not be relevant to your project.  In cases where the item does not apply to your project, please answer NA (not applicable), or in cases where you are unable to provide the information, please answer DK (don’t know)   and move on to the next question.
The sections of the form are:

A
project evaluation (feedback on your project) 

B
project measures (quantitative outcomes of your project)

C
financial reconciliation (how you spent your money)

D
documentation 

E
program evaluation (feedback on the Arts Victoria program)

F
declaration

G
photographic licence

This report also includes a glossary which you can refer to if you are unsure of the meaning of any of the underlined terms. 

Please complete this form and send it back to Arts Victoria. Please note that if you are required under the Funding Agreement to provide an independently audited financial statement, a signed hard copy of this statement will need to be submitted as part of the acquittal. If you wish to give Arts Victoria permission to use images from your project you will also need to submit a hard copy of the signed Photographic Licence. 

Once Arts Victoria has received a completed copy of your acquittal report, you will have completed all of your obligations under the Funding Agreement.
	Full Name
	

	Project Title
	     

	Organisation Name
	     

	Contact Phone Number
	     

	Date
	     

	Address
	     

	
	

	State
	     

	Postcode
	     


	Office use only
File # 
	     

	Program Name
	     


Please answer the following questions. Try to be as objective as you can as this evaluation contributes to continual improvement of program management. (The boxes below will expand if you fill in this form electronically. Otherwise you can attach information, if needed)
	1. Describe the funded activity, including any changes to the project which was outlined in the application.

	     


	2. Provide an assessment of the impact of your project (with particular reference to the objectives stated in your application) and include any unexpected outcomes.

	     


	3. In evaluating your project, is there anything you would do differently? If so, please describe.

	     


Activities and Attendance
	1. Please provide these figures according to the activities and attendance relevant to your funded activity.

	Performance

	Location
	Number of performances
	Attendance

	     
	0
	0

	     
	0
	0

	     
	0
	0

	     
	0
	0

	Exhibitions (Exclude display of permanent collection)

	Location
	Number of exhibition days
	Attendance

	     
	0
	0

	     
	0
	0

	     
	0
	0

	     
	0
	0

	Lectures, Seminars, Conferences (and other events)

	Location
	Total number of sessions
	Attendance

	     
	0
	0

	     
	0
	0

	     
	0
	0

	     
	0
	0

	Workshops (Include all public workshops for adults, youth and school-aged children)

	Location
	Number of sessions
	Attendance/
Participation*

	     
	0
	0

	     
	0
	0

	     
	0
	0

	     
	0
	0

	* To calculate workshop attendance / participation, multiply number of participants by number of sessions.

	Total attendance for all above categories Please provide paid and unpaid attendance, if possible

	Total number paid attendance
	0

	Total number unpaid attendance
	0

	Total number attendance
	0


	2. Did you produce a publication as a core component of this funded activity?

	Please select Yes or No
	     

	If yes, please provide the number of issues and number of circulation/readership if known

	Number of issues*
	0

	* Include literary publications and one-off publications like major catalogues. In the case of serial publications, each issue to count as a publication. Exclude annual reports, newsletters and theatre programs.

	Circulation/readership*
	0

	* To calculate circulation, use number printed and/or downloaded.


Community Impact

	3. Number of community participants involved in the funded activity

	Number of community participants
	0


	4. Were any of the funded activities targeted towards any of the following groups? 

If possible, please estimate the number of community participants for each group.

	Tick
	Groups
	# of community participants

	 FORMCHECKBOX 

	Children (up to 12 years old)
	0

	 FORMCHECKBOX 

	Youth (12 to 25 years old)
	0

	 FORMCHECKBOX 

	Women
	0

	 FORMCHECKBOX 

	Aboriginal / Torres Strait Islander people
	0

	 FORMCHECKBOX 

	People from culturally and linguistically diverse backgrounds
	0

	 FORMCHECKBOX 

	People with disabilities
	0

	 FORMCHECKBOX 

	Senior citizens
	0

	 FORMCHECKBOX 

	Regional Victorians
	0

	If yes, please describe briefly

	     


 Work Created

	5. Works (presented and/or created) funded by this Arts Victoria grant

	
	
	Number

	Number of works presented(Please indicate the type of work presented, for eg. a play, a piece of music, etc. Include new presentations (Victorian premieres) of existing work.)
	0

	Number of works created
	0


	6. Have you developed or updated your website under this project? 

	Please answer Yes or No

	Developed New
	     

	Updated existing
	     

	If so, please describe the way in which the context of this project is presented on the website

	Images or artworks or performance
	 FORMCHECKBOX 


	Multimedia (audio/video of music/performance)
	 FORMCHECKBOX 


	Education resources
	 FORMCHECKBOX 


	Other (please describe)
	 FORMCHECKBOX 


	     


	If yes, what was the total number of visits or ‘user sessions’ for the section of your website relevant to the funded activity? 

	Total number of user sessions 
(Only answer this question if your unit of measurement for online access 
is 'user session', not 'page hits' for the relevant section of your website)
	     


	7. Number of professional artists involved in the funded activity

	Number of professional artists
	0


	8. Paid employment

	
	Number
	EFT

	Number and EFT (equivalent full-time) persons employed for the duration of the funded activity.

	Number of permanent full-time employees
	0
	n/a

	Number of permanent part-time employees
	0
	0.0

	Number of casual employees
	0
	0.0


	9. Volunteer contribution (these figures apply to the duration of the funded activity)

	Total number of volunteers
	0

	Estimated total annual volunteer hours
	0


	10. If your funded activity was part of a festival, please provide the total attendance figures for the festival – if available. 

	Name of festival
	     

	Total attendance
	     


You must complete the following financial worksheet by reconciling the actual finances against either the budget in your application or the revised budget you submitted to Arts Victoria (whichever is more current). You need to ensure that in-kind support is accounted for in both the expenditure & income columns. You are required to keep copies of all financial records relating to the project, such as receipts, invoices etc, as you may need to provide these in support of your acquittal at a later time.
You will need to identify expenditure supported through the Arts Victoria grant with an asterisk ‘*’ or an ‘x’. 

If the form does not provide enough space, use it as a summary and provide the additional budget items on a separate sheet.

There is a sliding scale of accountability depending on the level of funding provided by Arts Victoria. If specified in your Offer of Funding, in addition to completing the financial worksheet, you may have to provide an independently audited financial statement, verifying that:

· the funding was spent in accordance with the project brief; and

· that the entire grant fund was spend in accordance with the Funding Agreement.
The above requirements for an independently audited financial statement also apply to auspiced projects.

Please make sure you address any Special Condition/s related to acquittal that may be required in your Funding Agreement.

The financial worksheet must be signed and dated at the bottom of the page by your Chair or Treasurer.

Budget/Actual

These terms are used in the budget and refer to the figures contained in the original application (‘Budget’) and how the money was actually spent on the project (‘Actual’).
Definition of terms on financial worksheet
1.
Earned Income: Box office (provide details on how this figure was calculated) Merchandise/Membership/Entry fees/Art Work Sales. 
2.
Artists / Project Contribution: Self investment/Value of materials.

3. 
Non Government Grants & Support: Sponsorship/ Donations/Fundraising/Philanthropic.

4. 
Project / Production Costs: Development costs/production/ Technical/Materials/Freight/Insurance/Visas.
5. 
Marketing & Promotion: Promotions/Publicity/Advertising/Printing and design/Programs.

6. 
Administration: Office costs/
Admin overhead/Insurance.

7. 
Artists Salaries, Fees, On-costs: Artist's salaries and costs (List all principal personnel and breakdown of salary/costs living allowance).

FINANCIAL WORKSHEET
	Income
	$ Budget
	$ Actual
	Expenditure
	$ Budget
	$ Actual
	*

	Earned Income (1)
	0.00
	0.00
	Project / Production Costs (4)
	 0.00
	0.00
	 FORMCHECKBOX 


	     
	0.00
	0.00
	     
	0.00
	0.00
	 FORMCHECKBOX 


	     
	0.00
	0.00
	     
	0.00
	0.00
	 FORMCHECKBOX 



	     
	0.00
	0.00
	     
	0.00
	0.00
	 FORMCHECKBOX 


	Artist / Project Contribution (2)
(please specify)
	0.00
	0.00
	     
	0.00
	0.00
	 FORMCHECKBOX 


	Cash
	0.00
	0.00
	     
	0.00
	0.00
	 FORMCHECKBOX 


	     
	0.00
	0.00
	Marketing & Promotion (5)
	0.00
	0.00
	 FORMCHECKBOX 


	     
	0.00
	0.00
	     
	0.00
	0.00
	 FORMCHECKBOX 


	In-kind
	0.00
	0.00
	     
	0.00
	0.00
	 FORMCHECKBOX 


	     
	0.00
	0.00
	     
	0.00
	0.00
	 FORMCHECKBOX 


	Government grants & support
	0.00
	0.00
	     
	0.00
	0.00
	 FORMCHECKBOX 


	Arts Victoria
	0.00
	0.00
	     
	0.00
	0.00
	 FORMCHECKBOX 


	Australia Council 
(please specify)
	0.00
	0.00
	Administration (6)
	0.00
	0.00
	 FORMCHECKBOX 


	     
	0.00
	0.00
	     
	0.00
	0.00
	 FORMCHECKBOX 


	Other Federal Government
	0.00
	0.00
	     
	0.00
	0.00
	 FORMCHECKBOX 


	     
	0.00
	0.00
	     
	0.00
	0.00
	 FORMCHECKBOX 


	State Government
	0.00
	0.00
	     
	0.00
	0.00
	 FORMCHECKBOX 


	     
	0.00
	0.00
	     
	0.00
	0.00
	 FORMCHECKBOX 


	     
	0.00
	0.00
	     
	0.00
	0.00
	 FORMCHECKBOX 


	Local Government Grant
	0.00
	0.00
	     
	0.00
	0.00
	 FORMCHECKBOX 


	     
	0.00
	0.00
	     
	0.00
	0.00
	 FORMCHECKBOX 


	     
	0.00
	0.00
	     
	0.00
	0.00
	 FORMCHECKBOX 


	Local Government In-kind
	0.00
	0.00
	     
	0.00
	0.00
	 FORMCHECKBOX 


	     
	0.00
	0.00
	     
	0.00
	0.00
	 FORMCHECKBOX 


	Other (please specify)
	0.00
	0.00
	     
	0.00
	0.00
	 FORMCHECKBOX 


	     
	0.00
	0.00
	     
	0.00
	0.00
	 FORMCHECKBOX 


	Non Government grants & support (3) (please specify)
	0.00
	0.00
	Artists Salaries, Fees, 
On-costs (7)
	0.00
	0.00
	 FORMCHECKBOX 


	Cash
	0.00
	0.00
	     
	0.00
	0.00
	 FORMCHECKBOX 


	     
	0.00
	0.00
	     
	0.00
	0.00
	 FORMCHECKBOX 


	     
	0.00
	0.00
	     
	0.00
	0.00
	 FORMCHECKBOX 


	In-kind
	0.00
	0.00
	     
	0.00
	0.00
	 FORMCHECKBOX 


	     
	0.00
	0.00
	     
	0.00
	0.00
	 FORMCHECKBOX 


	Total Income
	0.00
	0.00
	Total Expenditure
	0.00
	0.00
	

	1, 2, 3, 4, 5, 6, & 7 – definition of terms on page 8
	
	
	
	
	
	


The financial worksheet must be signed and dated by the Chair or Treasurer.

Name:
_________________________
Signature:
_________________________

Job title:
_________________________
Date:
_________________________

This report may be accompanied by the items listed in the table below, if applicable.

Documentation must be clearly labelled, including relevant credits. Please note that this material will not be returned unless by your prior arrangement with program staff.

If you would like to give Arts Victoria permission to use the images from your project, please complete the attached Photographic Licence and submit with your acquittal report.

	Please indicate the material you are attaching as part of your report with a  Yes or No

	Items
	Title/description (if applicable)
	Yes/No

	VHS Tape
	     
	     

	CD / CD ROM 
	     
	     

	DVD
	     
	     

	Audio Tape
	     
	     

	Manuscript
	     
	     

	Book, Magazine, Program, 
Exhibition catalogue
	     
	     

	*Slides / Photographs (number) 
	     
	     

	*Media coverage / reviews
	     
	     

	Internet site
	     
	     

	Other

	     


* If necessary, add a separate listing with details of slides, photographs and media coverage.

	1. Do you have any suggestions on how the program your project was funded through, or Arts Victoria services, could be improved?

	     


 FORMCHECKBOX 

I am authorised to acquit this grant and certify that the above grant was used for the approved purpose. The information provided in this acquittal report is correct and discloses a full and accurate picture of the funded activity.

 FORMCHECKBOX 

I also agree to provide Arts Victoria with additional information on the funded activity if so requested.

Thank you for completing the report
This deed witnesses as follows:

1.
…………………………………(‘the Contributor’) of …………………………………… grants to the State of Victoria and its agents a non-exclusive, perpetual and worldwide licence to reproduce, publish and disseminate the photographs detailed below, or any part of them, through any media for the purpose of promoting Arts Victoria or its programs. 

Title/details of image(s) (caption) ……………………………………………………………………………………………………………

……………………………………………………………………………………………………………

……………………………………………………………………………………………………………

2.
To avoid doubt, this licence allows the State of Victoria to use the Photographs in Arts Victoria publications, on Arts Victoria websites, digital image database (AVID) and presentations including all Arts Victoria marketing collateral. 

3.
The Contributor warrants to the State of Victoria that:

(a)
the Contributor took the Photographs, owns the copyright in the Photographs or is otherwise entitled to grant this licence to the State of Victoria; and

(b)
the Photographs do not infringe the rights of any person and are not defamatory of any person.

4.
The Contributor indemnifies the State of Victoria for any loss, damage and costs which result from any breach of the warranties in paragraph 3.

5.
The State of Victoria respects moral rights and will make all reasonable efforts to ensure the Contributor is acknowledged as the author of the Photographs. If the Contributor did not take the Photographs, the box below must be completed.

6.
This licence cannot be terminated without the written agreement of the State of Victoria.

Executed as a deed: 

	Signed, sealed, delivered

(Contributor’s signature)
	Date

       /          /

	Contact Number
	

	Witnessed by

(Witness’ signature)
	Date

       /          /


	Acknowledgment where Contributor did not take the Photographs

	The name of the person who took the Photographs is
	

	Photographers contact number is
	

	I confirm that I, the Contributor, am entitled to grant this licence.


*’the Contributor’ – individual or company name as it appears on funding agreement

Community participants

Members of the community who were actively engaged in the arts project, rather than operational or administrative activities.

Equivalent full-time (EFT) persons

Equivalent full time persons describe the total number of full-time employees required to account for all paid ordinary hours of work. It is not a count of the number of employees. For example, two employees, both working half the standard number of full-time hours for their position, will together be counted as one full-time equivalent employee.
To calculate an EFT, each part-time-time employee is counted as a decimal fraction by dividing the number of hours worked each week by the normal full time hours per week for that position.  For example, in a position in which 38 hours each week is full-time:  30 hours = 0.8 EFT, 38 hours = 1.0 EFT

Independently audited financial statement

An independently audited financial statement includes an opinion or certification by an independent auditor that verifies the financial reconciliation.  An independent auditor is a member of the Institute of Chartered Accountants, CPA Australia or the National Institute of Accountants, who is not employed by or related to the funding recipient.
Lectures, seminars, conferences

This includes speaking occasions and small or large organised group meetings for the purposes of discussion and sharing of ideas. 

Page hits

The number of times a web page has been visited by a user.

People from culturally and linguistically diverse backgrounds

People who are born overseas in a country where English is not the dominant language or culture or have parents born in such a country.


Professional artist

•
could be a writer, performer or others who create or give expression to works of art;

•
has specialist training in their field (not necessarily in academic institutions);

•
is recognised by their peers (professional practitioners working in the art form area);

•
is committed to devoting significant time to the artistic activity; and

•
has a history of public presentation.

Publication

The public issuing of a book, journal that is made available either as a printed version or on the Internet.

User session 

Each time one person visits the website, no matter how many pages they view.

Volunteers

People who help with operational and administrative tasks.  Include volunteer board/committee members, volunteer fundraisers and auxiliaries, as well as volunteers involved in organisational and other operational activities. 
Work created

Could include visual art, literature, a play, music, choreography and performance, amongst others. 
Work presented

Could include visual art, literary journal, a play, music or choreography that is presented to the public in some way for example by exhibition or performance. 
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