
	ARTS VICTORIA

	AQUITTAL REPORT TEMPLATE



Introduction

Why you need to acquit your grant

Having completed your funded project, Arts Victoria needs to gather information from you.

The information you provide in your Acquittal Report will:

· account for your use of public funds, demonstrating that the funding was 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

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

When should you acquit your grant?
Your Acquittal Report due date and full acquittal requirements are specified in your Offer of Funding / Funding Agreement and at www.arts.vic.gov.au/acquittal.

If you have any difficulty providing your report on time or complying with any specified requirements, you should discuss this with your Arts Victoria Contact Officer as soon as possible. 

What happens if you don’t acquit?
If you do not satisfactorily acquit your grant you will not be eligible to apply for further Arts Victoria funding and action may be taken to recover the grant.
Do you have to answer every question in this form?
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) or leave as is.
How to use this form
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. Program evaluation (feedback on the Arts Victoria program)

E. Declaration
F. Supporting material 

G. Image 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. 

Submitting your acquittal
Please complete this form and email sections A-E to Arts Victoria.
If, as part of your grant conditions, you are required to submit an opinion or certification by an independent auditor that verifies your financial reconciliation (Section C), you will need to post or scan and email a copy with your acquittal. 
Supporting material (Section F) can be emailed or posted.  If posting, please include a printed hard copy of the Supporting Material Checklist at Section F.
If you would like Arts Victoria to include a photo of your project on our website you will need to provide us image details, including correctly crediting the photographer. Remember to make sure you have the rights that allow us to publicly display your images.

Extra Questions
In order to gather some program-specific feedback, recipients of funding through the International and Contemporary and Live Music Development programs are required to submit a short ‘Extra Questions’ form in addition to the standard Acquittal Report.  The Extra Questions should be emailed with the standard form.
Go to www.arts.vic.gov.au/acquittal to download the relevant Extra Questions form. 
Acceptance of your acquittal

We will notify you once we have received and accepted your Acquittal Report.  You will then have completed all of your obligations under the Funding Agreement.
Section A – Project Evaluation
Note:  some sections of this form use input fields – the grey boxes you type your answers into.  The input fields will expand as you type in your answers.

Most sections that contain input fields use Word’s ‘Protect Document’ feature.  You won’t be able to click outside the grey boxes on those sections.  

Note that the financial reconciliation form and sections containing longer descriptive text fields do not use the ‘Protect Document’ feature.

Personal details
	Name
	

	Organisation
(if applicable)
	

	Street address
	

	Phone number
	

	Date
	


Project details

	File number
	

	Arts Victoria funding program
	

	Project title
	

	Project duration
	Start date

End date



Please answer the following questions. Try to be as objective as you can as this evaluation contributes to the continual improvement of program management.
	1. Describe the funded activity, including any changes to the project that was outlined in your original 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.

	


Section B – Project Measures
Activities and attendance
	1. Please provide figures according to the activities and attendance relevant to your funded activity.

	Performances

	Location
	Number of performances
	Total attendance

	
	0
	0

	
	0
	0

	
	0
	0

	
	0
	0

	

	Exhibitions (Exclude display of permanent collection)

	Location
	Number of exhibition days
	Total attendance

	
	0
	0

	
	0
	0

	
	0
	0

	
	0
	0

	

	Lectures, seminars, conferences (and other events)

	Location
	Total number of sessions
	Total attendance

	
	0
	0

	
	0
	0

	
	0
	0

	
	0
	0

	

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

	Location
	Total number of sessions
	Total attendance

	
	0
	0

	
	0
	0

	
	0
	0

	
	0
	0

	

	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


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

	Please type Yes or No
	

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

	Number of issues

	0

	Circulation/readership

	0


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

	
	Number

	Number of works presented (include new Victorian public presentations of existing work)
	0

	Number of new works created
	0


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

	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	 FORMCHECKBOX 
  Developed new

	 FORMCHECKBOX 
  Updated existing

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

	 FORMCHECKBOX 
  Images, artworks, audio or performance
	

	 FORMCHECKBOX 
  Multimedia (video of music/performance)
	

	 FORMCHECKBOX 
  Education resources
	

	 FORMCHECKBOX 
  Other (please describe below)
	

	

	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 


page hits FORMTEXT 

     

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


Employment
	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


Section C – 
Financial Reconciliation

You must complete the financial reconciliation form over the page by comparing your actual project finances to the budget in your original application or the revised budget you submitted to Arts Victoria (whichever is more recent).
If the form does not provide enough space, use it as a summary and provide a full financial reconciliation on a separate sheet.
Please make sure you address any Special Conditions related to acquittal that may be required in your Offer of Funding / Funding Agreement.
Independent audit condition
If specified in your Offer of Funding / Funding Agreement, you must include an opinion or certification by an independent auditor to verify that your financial reconciliation is a true and fair view of the income and expenditure of the project.
You will need to either post or scan and email a copy of the opinion or certification signed by your auditor with your Acquittal Report.
Financial reconciliation form explained
The ‘Budget’, ‘Actual’, and ‘AV’ columns in the financial reconciliation are used to compare the figures contained in the original or most recent budget (‘Budget’) with how the money was actually allocated on the project (‘Actual’).

Expenditure amounts allocated from the Arts Victoria grant must be noted in the far-right column (‘AV’).

Surplus or deficit
The totals in the ‘Actual’ income and expenditure columns in your financial reconciliation might not balance exactly.  If the project's income is greater than its expenditure you will have a surplus; if the expenditure is greater than the income, you will be in deficit.
You will need to describe how any surplus or deficit came about by explaining any major variations between the figures in the ‘Actual’ and ‘Budget’ columns.


Definition of terms (headings used in the Financial Reconciliation):
Income

· Earned income: box office, merchandise, membership, fees, sales
· Applicant’s and others’ contributions: applicant’s cash contributions, sponsorship, donations, fundraising, philanthropic
· Government grants: grants from local, state and federal Government
Expenditure
· Project / production costs: development, production and/or recording costs, studio/venue hire, installation, materials, CD/DVD manufacture, travel, freight, project management
· Marketing & promotion: publicity, advertising, printing and design, website development, digital tools, programs, distribution, flyers
· Administration: office costs, overheads, insurance
· Salaries, fees, on-costs: artists salaries (list each artist separately), other salaries, contracts, superannuation, living allowances/per diems
In-kind
In-kind items can be included in your reconciliation but must only appear under the ‘In-kind’ heading.  Items must be accounted for in both the Income and the Expenditure columns – an identical entry must appear in each column.

If you have an item of expenditure that is made up of in-kind and cash (eg venue hire), you must show each amount as a separate item.  The cash component must appear under the appropriate heading (eg Project / production costs) and the in-kind component will need to appear in both the Income in-kind and Expenditure in-kind columns.

	Financial reconciliation form


	Income
	$
Budget
	$
Actual
	
	
Expenditure
	$
Budget
	$
Actual
	$
AV

	Earned income*
	
	
	
	Project / production costs*

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	Marketing & promotion*
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Applicant’s and others’ contributions*
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	Administration*
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Grants
	
	
	
	
	
	
	

	Arts Victoria
	
	
	
	
	
	
	

	
	
	
	
	Salaries, fees, on-costs* (list each artist separately)

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	In-kind*
	
	
	
	In-kind*
	
	
	

	
	
	
	►
	
	
	
	

	
	
	
	►
	
	
	
	

	
	
	
	►
	
	
	
	

	
	
	
	►
	
	
	
	

	
	
	
	►
	
	
	
	

	Total Income
	
	
	
	Total Expenditure
	
	
	

	
	*See previous page for definitions of terms

	
	Surplus or deficit (Total Actual Income minus Total Actual Expenditure):
	


Budget variations

	Explain any surplus or deficit, providing details of variations between the ‘Budget’ and ‘Actual’ figures in your financial reconciliation.  Pay special attention to figures that relate to your Arts Victoria grant

	


Section D – Program Evaluation
	Do you have any suggestions on how the program your project was funded through, or Arts Victoria services, could be improved?

	


Section E – Declaration
 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, including Financial Reconciliation, 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.

Go to www.arts.vic.gov.au/acquittal to make sure you have completed the full acquittal requirements for your project. 

Thank you for completing the report.  
**Please continue over the page and complete the Supporting Material Checklist (Section F).**
Where to send your completed Acquittal Report

Please include your File Number on all correspondence.
What must be emailed:

· Your completed Acquittal Report (sections A-E)

· Extra Questions form (International and Contemporary and Live Music Development programs only)
What can be emailed or posted:

· Supporting material (Section F)
· Independent auditor’s opinion or certification (if applicable) (see Section C)
Send emails to arts.acquittals@dpc.vic.gov.au, clearly quoting your File Number in the subject line.
If applicable, post material, including a print out of the Supporting Material Checklist (Section F), to:

Acquittals

Arts Victoria

Private Bag 1

South Melbourne 3205
Section F – Supporting Material

You may accompany your Acquittal Report with supporting material to:

· provide us with further details about the outcomes of your project
· illustrate the listing of your project that is published on our website
· have your project included in Arts Victoria presentations and publications.
What to submit
You can submit photos, music, videos, manuscripts, books, magazines and evidence of media coverage as part of your acquittal.  Any supporting material submitted must relate directly to the funded activity.

You can email files, post hard copy media, or provide links to the internet (for example, YouTube or Flickr).  Make sure you complete the Supporting Material Checklist on the next page to provide clear details of what you are submitting.
Note that an email must be no bigger than 10 MB.  If you wish to submit large electronic files such as high resolution images, video, music or scanned documents, please load the documents on a CD‑R or DVD‑R and post it in. 

If posting hard copy media, please include a printout of the Supporting Material Checklist and make sure you quote your File Number.

Supporting material will not be returned unless by prior arrangement with program staff.
Image Details – Arts Victoria website, publications and presentations

Arts Victoria is always seeking dynamic images of arts activities, projects and events to enliven our website, promote funded activities and to accompany media releases, presentations and publications. 

If you would like to allow Arts Victoria to publish your images you need to provide us with relevant captions and photographer credits. Credits can be included in the Image Details section of the Supporting Material Checklist or submitted as a printed word document or electronic file.

By submitting images for publication you confirm that, per Clause 5d in your Funding Agreement, you have the rights that allow us to publish them.
Types of supporting material
Images
Images should be submitted by email, included on a CD‑R or DVD‑R, or by specifying links to the internet for photos to be downloaded.
The ideal resolution is 300 dpi (print quality), with a size of 500kb-1000kb (1MB) per picture.  Images should be in JPEG or PNG format.  If the ideal resolution can’t be met, JPEG files at lower resolutions are acceptable.
Music
Music can be presented on original CD, CD‑R or DVD‑R, or by specifying links to the internet for tracks to be downloaded.

Digital audio files should be in MP3 or WMA, compressed to a minimum of 192 kbps.

Video
Videos can be of multimedia presentations, live performances, rehearsals or any other activities related to your project.

Videos can be submitted on original DVD, DVD‑R or CD‑R, or by specifying links to the internet where they can be viewed or downloaded.  

You can submit full works or selected clips.  Individual clips on disk should be in WMA, MP4 or AVI format.

Literature
You can submit manuscripts, books, magazines, programs, catalogues, musical scores or media coverage in either hardcopy or as files by email or on CD‑R or DVD‑R, or specifying links to material online.

Other
You can submit any other type of supporting material to support your acquittal, including promotional material, reviews and posters.  Please be sure to include a description of ‘other’ material in the Supporting material checklist.

Questions
If you have any questions about what supporting material to provide, speak with your Arts Victoria Contact Officer.
Supporting Material Checklist
	Project Details
Only fill these details in if you are posting your supporting material in hard copy.

	Name
	

	Organisation
(if applicable)
	

	File number
	

	Arts Victoria
funding program
	

	Project title
	


	Supporting material

Please indicate the material you are attaching
.

	Items
	Description(s)
	Email
	Post

	Link(s) to internet site(s)
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Still images
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Moving image files
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 



	Music CD
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	DVD
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Manuscript
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Book, Magazine, Program, 
Exhibition catalogue
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Media coverage / reviews
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Other
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 



	Image Details
 - for images for use on Arts Victoria’s website, presentations and publications
· Include caption and photographer credit details of the images you are submitting.
· If there is not enough space below you can include your image details on a separate printed sheet or in an electronic text file.

	Caption – details of photographs / images
(eg title of artwork or performance, description of activity, names of performers)
	
	Photographer

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Glossary
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
Opinion or certification by an independent auditor
This is a statement or letter written and signed by an independent auditor.  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. 
Links
Links to existing files on external sources like YouTube and Flickr are encouraged.  Links must relate to the funded activity and will be accessible for at least 12 months from the date you submit your acquittal.
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 visual artist, writer, musician, performer or others who create or give expression to works of art, including music
· 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

· has a history of public presentation
Publication
The public issuing of a book or 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
Includes the creative development stage of visual art, literature, a play, music, choreography and performance, amongst others.
Work presented
Includes public presentation of visual art, literature, a play, music or choreography that is presented to the public through, for example, exhibition or performance. 
Where to send your completed Acquittal Report





Please include your File Number on all correspondence.





What must be emailed:


Your completed Acquittal Report (sections A-E)


Extra Questions form (International and Contemporary and Live Music Development programs only)





What can be emailed or posted:


Supporting material (Section F)


Independent auditor’s opinion or certification (if applicable) (Section C)





Send emails to �HYPERLINK "mailto:arts.acquittals@dpc.vic.gov.au?subject=Acquittal%20Report%20for%20Project:%20%3cENTER%20FILE%20NUMBER%3e"��arts.acquittals�@dpc.vic.gov.au�, clearly quoting your File Number in the subject line.





If applicable, post material, including a print out of the Supporting Material Checklist (Section F), to:





Acquittals


Arts Victoria


Private Bag 1


South Melbourne 3205








� 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.


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


� See specifications on the previous page


� If you are posting supporting material, ensure it will be received by Arts Victoria within your acquittal timeline.


� By submitting images for publication you confirm that, per Clause 5d in your Funding Agreement, you have the rights that allow us to publish them.
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