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FINAL REPORT FORM – for grants under $20,000
Please report on all the fields included below and attach an itemised financial statement and other requested materials as appendices.  
As we encourage excellence but also seek to support innovation, we do not expect success in every aspect of every project, and appreciate your honesty and transparency in reporting.
	Reference number
	

	Organisation name
	

	Amount granted
	
	Date awarded
	

	Author of this report 
	
	Report date
	

	Author’s role in project
	

	Project title
	


	A. PROJECT PROCESSES AND OUTCOMES

	1. Please provide a brief description of the project.

	

	2.   Please list the project’s goals and objectives.

	

	3.  Did the project achieve its objectives? If any changes were made during the life of the project, please describe these changes, and explain the reasons for them (e.g. received a smaller grant than requested, resulting in...; could not hire appropriate staff, resulting in...; could not recruit participants, resulting in...; permits took longer than expected to be generated, resulting in...; building costs increased, resulting in...).

	

	4.  How was the project evaluated? What were the outcomes of the project? Were there any unanticipated outcomes?

	

	5.  If relevant, were you able to leverage the Foundation’s funding to gain other support, such as ongoing funding, other forms of support, or any other benefits?

	

	B. FEEDBACK to The Ian Potter Foundation

	Have you any suggestions of ways in which we could improve our processes?

	

	C. FINANCIAL STATEMENT

	Please include a statement of total project income and expenditure, with itemisation of:

· the amount received from The Ian Potter Foundation

· other funding sources and amounts received from each

· amounts expended over the term of the project and 

· balance (if any) remaining at date of the report. 
Please note that the financial statement must be signed and dated by the CEO or equivalent of the applicant organisation.


	D.   ATTACHMENTS

	If possible, please provide at least one high-res digital image and/or other appropriate material such as reports and newsletters to illustrate your project. If your grant was for a performance or workshop, a DVD recording (and images) is likely to be a more appropriate way to demonstrate how the funding was used. 

You must ensure that all rights, consents, licences and permissions have been obtained prior to submitting images. Images sent to the Foundation should include captions, names of any people pictured and any acknowledgements required. The provision of information and images will be taken as permission to reproduce and publish.

Note: We acknowledge that there may be sensitivities around some projects and that it may not be appropriate to take photos.
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