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<<Insert FCI Logo>>

<<FCI>> Grant Program: Evaluation and Acquittal Report Form
	NAME (MANDATORY)

	

	

	Name of your organisation/group (if applicable):
	

	Your name or name of contact person:  _______________________________________________________________

	Title:
	 FORMCHECKBOX 
 Mr
	 FORMCHECKBOX 
 Ms
	 FORMCHECKBOX 
 Other (please specify)
	

	Given names:
	

	Family name:
	

	Position in organisation:
	

	

	CONTACT DETAILS (MANDATORY)

	
	

	Street address:
	

	Suburb/Town:
	
	State:
	
	Postcode:
	

	Postal address:
	

	
	(if the same as your street address, write ‘as above’)

	Suburb/Town:
	
	State:
	
	Postcode:
	

	Telephone: Work:
	(     )
	
	Home:
	(      )
	
	Fax:
	(      )
	

	Mobile: 
	
	Email:
	

	Website address:
	
	
	

	

	SUMMARY INFORMATION (MANDATORY)

	

	Grant Activity Title:
	

	Grant Activity description
	

	Grant amount (excluding GST): 
	AUD $
	

	What was the start date for the funded activity?
	
	
	

	What was the end date for the funded activity?
	
	
	


	1.4 FINANCIAL STATEMENTS (MANDATORY)

	I, the undersigned, certify that:

	· The following financial statements are in agreement with the relevant accounts and records and present fairly the financial transactions in relation to the particular Grant received from DFAT.

	

	Signature:
	
	
	Date:
	/
	/
	

	Name in full: 
	

	Position title/company:
	


Please note: As in the application form, if you are GST-registered, your acquittal budget should be exclusive of GST. You should provide amounts in Australian dollars (AUD$). If you are not GST-registered, your acquittal budget should include GST as this was part of the cost of the project.
	INCOME
	
	
	EXPENDITURE
	

	Earned income
	AUD$
	
	Salaries and fees
	AUD$

	
	
	
	Artists (please itemise)
	

	
	
	
	Marketing and publicity personnel
	

	
	
	
	Administrative/management personnel
	

	
	
	
	Agent’s fee/commission
	

	
	
	
	Other
	

	
Subtotal
	$
	
	
Subtotal
	$

	
	
	
	
	

	Other Grants
	AUD$
	
	Travel Costs
	AUD$

	Australian Federal Government (please specify)
	
	
	Airfares (__ persons x ___ ticket cost)
	

	
	
	
	Other fares
	

	Australian State Government (please specify)
	
	
	Travel allowance

(___ per diem x ___ persons x ___ days)
	

	
	
	
	Accommodation
	

	Australian Local Government (please specify)
	
	
	Taxis
	

	
	
	
	Car Hire
	

	Other (please specify)
	
	
	Meals
	

	
	
	
	Other (please specify)
	

	
Subtotal
	$
	
	
Subtotal
	$

	
	
	
	
	

	Other contributions
	AUD$
	
	Overhead/administrative costs
	AUD$

	Cash
	
	
	
	

	
	
	
	Postage
	

	In Kind (please specify)
	
	
	Telephone and fax
	

	
	
	
	Stationery and printing
	

	
	
	
	Venue Hire
	

	
	
	
	Catering
	

	
	
	
	Other (please specify)
	

	
Subtotal
	$
	
	
Subtotal
	$

	
	
	
	
	

	Sponsorship/donations
	AUD$
	
	Marketing/promotion costs
	AUD$

	Cash
	
	
	Advertising – press
	

	
	
	
	Advertising – electronic media
	

	
	
	
	Printed material
	

	
	
	
	Photography
	

	
	
	
	Programs
	

	In Kind
	
	
	Merchandise
	

	
	
	
	Other
	

	
Subtotal
	$
	
	
Subtotal
	$


	Other Income
	AUD$
	
	Production Costs
	AUD$

	Please specify
	
	
	Publications
	

	
	
	
	Electronic Media (DVDs etc)
	

	
	
	
	Websites
	

	
	
	
	Education Kits
	

	Sub-Total
	
	
	Sub-Total
	

	
	
	
	
	

	
	
	
	Research Costs
	AUD$

	
	
	
	Please specify
	

	
	
	
	Sub-Total
	

	
	
	
	
	

	Note to Drafters: Insert additional Income Categories if required
	
	
	Note to Drafters: Insert additional Expenditure Categories if required
	

	
	
	
	
	

	GRANT FUNDING FROM DFAT
	$
	
	Contingency
	$

	TOTAL INCOME
	$
	
	TOTAL EXPENDITURE
	$

	
	
	
	AMOUNT OF GRANT FUNDING TO BE RETURNED TO DFAT
	$


Note:  financial statements are only required for high risk and high value grants, in accordance with the standard complex funding agreement.  Where the grant is low value and low risk, this section should be removed.
	Project Outcomes and Key Performance Information (Mandatory)

	KPI: Quality and quantity of media coverage, and social media interest



	Number of media articles
	
	Number of radio broadcasts
	
	Number of television broadcasts
	
	Number of website hits
	
	Number of social media interactions
	

	Please describe the quality of media coverage and social media interest generated by your Project.  Include publicity tools and strategies you used to promote the Project.

(100 word limit)




	KPI: Attendance at funded events 

	Type of event

Please specify, for example, performances/exhibitions days/film screenings/community events/workshops/seminars/other.  
	
	Number of events of this type
	
	Total attendance numbers for event type
	

	[Insert new row for each event type]
	
	
	
	
	

	Please describe audience make-up (e.g. VIPs and/or general demographics) of your Project

(100 word limit)




	KPI: Critical and audience response to the events

	Please describe the critical and audience response to your Project events 

(100 word limit)




	KPI: Satisfaction of stakeholders (including quality of feedback from overseas diplomatic missions and participants)



	Did you receive any formal/informal feedback from people associated with your Project (e.g. presenters, workshop/lecture participants, Australia/Foreign Government officials)?

(100 word limit)




	KPI: Number of follow up enquiries/subsequent interest and ongoing linkages in the work of the applicant 



	Number of follow up enquiries
	

	Number of ongoing linkages
	

	Please describe any subsequent interest in your conducting/participating in further activities and any ongoing linkages as a result of your Project.  Please include any new/strengthened partnerships resulting from the Project.

(100 word limit)




	KPI: Level of engagement of local community 



	Please describe any involvement/engagement of the local community in your Project 

(100 word limit)




	PROJECT INFORMATION


	Please include any additional comments you would like to make regarding your Project.  You may wish to include a statement on whether you consider the Project to have been a success and whether milestones and objectives were achieved or not, and why.


	



	CERTIFICATION (MANDATORY)

	

	Privacy and Freedom of Information

	The information you provide in your funding acquittal is used when finalising your grant payment and reporting the outcomes to the Government.  Summary information provided by all applicants will be stored centrally and will be available to Commonwealth officers and the government on a need-to-know basis. The information you have provided, excluding  personal information,  may be distributed to the FCI, Commonwealth and State or Territory governments, organisations which are responsible for grants programs, and may be made public through national and local media or via the DFAT or FCI websites. DFAT may also publish this information, excluding personal information, in its Annual Report and on the DFAT web site. DFAT will only use and/or disclose personal information in accordance with the Privacy Act 1988.  Applicants should also note the provisions of the Freedom of Information Act 1982 apply to documents in DFAT’s possession.

	I, the undersigned, certify that:

	· The statements in this application are true to the best of my knowledge.
· I certify that the grant of $[amount] [inclusive / exclusive of Australian GST] for [project/activity] was used in accordance with the approved budget as detailed in the Funding Agreement. 
[Include next paragraph if an amount is to be repaid]

· An amount of $[amount] [inclusive / exclusive of Australian GST] remains unspent and in accordance with the Terms and Conditions of the Funding Agreement the payment [has been made] OR [a cheque payable to the Cashier, Department of Foreign Affairs and Trade is enclosed].

· I confirm that original receipts and other documentation which account for the expenditure will be retained for at least five years from the date of this letter and will be available upon request.

· I consent to information provided in this application being stored on a central database to which other Commonwealth, State or Territory government agencies may have access

· I consent to information provided in this application, other than personal information, being used for training and testing purposes by DFAT staff

	

	Signature:
	
	
	Date:
	      /
	      /
	     

	Name in full: 
	     

	Position in organisation/group:
	     


Note to Drafters: Insert FCI contact details here if required.
	EVALUATION BY PROGRAM MANAGER


	Did the supervising Australian mission believe that the project contributed to the program’s objective?       Yes/No

Did the Secretariat believe that the project contributed to the program’s objective?       Yes/No
Was the project completed on time?       Yes/No

Was the project completed on budget?       Yes/No
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