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    Cultural Facilities Fund


    Reporting Form
	Name of Organization: 

	Contact Person: 

 FORMCHECKBOX 
  Yes, contact has changed since last correspondence

	Address: 
 FORMCHECKBOX 
  Yes, address has changed since last correspondence

	Phone Number: 
	Email: 

	

	Project Title: 

	Category Funded:

A – Capital Funding
 FORMCHECKBOX 
 Purchase of Equipment         FORMCHECKBOX 
 Restorations

 FORMCHECKBOX 
 Renovations

B  – Studies 
 FORMCHECKBOX 
 Needs Assessment                 FORMCHECKBOX 
 Feasibility

 FORMCHECKBOX 
 Pre-Feasibility                         FORMCHECKBOX 
 Capital Fundraising
	Type of Report: 

 FORMCHECKBOX 
 Final Report
 FORMCHECKBOX 
 Interim Report

If this is an Interim Report, please note that a Final Report is still required once your project is complete.  What is your expected date of completion?      

	Brief project description (50 words max)



	Date project started


	Date project completed


	Date funding received  (year)


	Funding amount received



	

	I certify that, to the best of my knowledge, the information in this report is true, accurate and complete. 

__________________________________  
      ____________________            _________________________________________

Print Name



      Date


               Signature

Municipal Freedom of Information and Protection of Privacy Act 
Personal information on this application form is collected under the authority of section 107 of the Municipal Act, 2001 S.O. 2001, C. 25 in accordance with the City of Ottawa Grants and Contributions Policy.  The City of Ottawa will use this information in the determination of eligibility and in establishing funding allocation recommendations.

Questions regarding the collection of this information may be addressed to: Portfolio Manager, Cultural Funding Support Section, at 613-580-2424 ext. 27412 or infoculture@ottawa.ca


Reporting Requirements

Please note: To be eligible for further funding from this program, a Final Report must be submitted.

Provide the following requested information on separate 8 ½ X 11 sheets of paper.

Final Reports: 
For submission of project reports that have been completed as described in original funding application, please submit:
1. The Report Form Cover Page completed and signed.
2. A detailed summary of the final project results, including:

· Challenges

· Achievements

· Changes to the original proposal

· Outstanding deliverables
3. A description of how you think your project was a success.  Include how the project benefited your organization and the community in which you work.  Include tangible evidence of the outcomes where possible.
4. A summary of how you publicized the project, and how the City’s contribution was acknowledged in the publicity.

5. The final project budget. 
6. Relevant supporting documentation such as:

· For renovations, restorations or facilities improvements: schematic drawings or plans, invoices, work contracts, photos of the renovated facility

· For equipment purchases: photos of equipment or purchase receipts
· For studies or strategic plans, include a copy of the final document 

Interim Reports: 
For submission of project reports that are not yet complete, or have been delayed.  

1. The Report Form Cover Page completed and signed.

2. A description of the current status of the project.  Provide timelines and an estimated completion date.

3. A description of any changes to the scope of the project.
4. An interim budget for the project.  Please show any changes in the projected expenses since the application was first submitted.
5. Relevant supporting documentation if project has been started:
· For renovations, restorations or facilities improvements: schematic drawings or plans, invoices, work contracts, photos of the renovated facility

· For equipment purchases: photos, photocopied descriptions from catalogues or Web sites, purchase receipts 
Final Project Budget – Revenues 
	Revenue
	REQUESTED BUDGET

(projected)
	FINAL BUDGET

(actuals)

	Public Sector Support – Do not show full amount of grants received by the organization. Only show portion of grant directed towards the project

	City of Ottawa

	01 
	Cultural Facility Fund (Minor Projects)

(your request rounded to the nearest $100)
	
	

	02
	
	
	

	Federal (please specify)

	03
	
	
	

	04 
	
	
	

	Provincial (please specify)

	05 
	
	
	

	06 
	
	
	

	Other Sector Support and Fundraising

	Foundations (please specify)

	07 
	
	
	

	08 
	
	
	

	Corporate Cash Sponsorship (please specify)

	09 
	
	
	

	10 
	
	
	

	Individual Donations (please specify)

	11 
	
	
	

	12 
	
	
	

	Special Fundraising Projects (please specify)

	13 
	
	
	

	14 
	
	
	

	Other Revenue (please specify)

	15 
	Applicant’s Earned Revenue
	
	

	16 
	
	
	

	Total Revenue
	
	


Final Project Budget – Expenses 
Please attach a breakdown of expenses from the list below on a separate sheet of paper.
Exclude any refundable taxes.

	Expenditures
	REQUESTED BUDGET

(projected)
	FINAL BUDGET

(actuals)

	 Professional or Consulting Fees (please specify)

	17
	
	
	

	18
	
	
	

	Materials and Supplies (please specify)

	19 
	
	
	

	20
	
	
	

	Equipment (provide full breakdown on separate sheet if necessary)

	21 
	
	
	

	22
	
	
	

	23
	
	
	

	24
	
	
	

	Construction - Labour (please specify)

	25 
	
	
	

	26 
	
	
	

	Construction – Materials (provide full breakdown on separate sheet if necessary)

	27 
	
	
	

	28
	
	
	

	29
	
	
	

	30 
	
	
	

	Study Fees (please specify)

	31 
	
	
	

	32 
	
	
	

	Other Costs (please specify)

	33 
	
	
	

	34 
	
	
	

	Total Expenditures
	
	


	Total Revenue
	
	

	Total Expenditures
	
	

	Please note: Total expenses must equal total revenues.


Please note:

All items you submit as part of the Reporting package must be labelled with both the name of the funding program and the name of your organization.  All material should be sent with the report in a single hard copy package by mail to the following address:

Adrija McVicar
Cultural Facilities Fund (Minor Projects)
Cultural Funding Support Section 

110 Laurier Avenue West (01-49)
Ottawa, ON    K1P 1J1
If you require assistance in order to complete the report, please contact:

Adrija McVicar
Cultural Funding Officer
613-580-2424 ext. 23231
adrija.mcvicar@ottawa.ca 
5

