
New Work Report Guide
Project information required
Your report should address each of the following twelve areas.  Please make sure you attach the coversheet.

1. What was the aim of the project and what did you hope to achieve?

2. What was the time frame and location for this project?

3. What were the main steps and/or components of this project?

4. How many people were involved in this project? Who were the main people involved and what function/role(s) did each undertake?

5. What were the outcomes of the project? Include comments on how far your expectations, as described in your original funding application, were realised.

6. Please comment on what worked well, what didn’t work so well and (if applicable) how execution of the project might have been improved.

7. Have any audiences been identified for this work and, if so, can you describe them (eg age, gender, location, ethnicity and other demographics)? NB in this context audience includes readers, viewers, listeners, ticket buyers and all who might view, read or listen to the work(s).
8. What do you see as the next stage in the development of this project? If applicable, when and what steps do you intend to take to ensure these developments occur? (eg presenting an exhibition, making a recording, representing or touring a performance, publishing a work, further refinement and development of the work.)

9. If specific activity/activities are planned as a result of this project please list the intended time, place and purpose of the activity/ies.

10. Briefly comment on the reasons for any variances from the original project in areas such as location, process, budget, personnel.

11. See over for the budget report format. Please note that budget information should align with the original budget provided in your application – or, if applicable, the last revised budget provided to Creative New Zealand. 

12. Please list details of all support material provided on a separate sheet (eg Otago Daily Times Review, Video of show, CD, dramaturgs report, two copies of book, exhibition catalogue) and clearly indicate any support material you want returned.
Budget information required
Please provide a report on actual income and expenditure based on your original or revised budget for this project and identify the specifics of any major area of income or expenditure.  This budget outline is a guide only; there may be art form differences with the categories.
Income
	Item




	Budget


	Actual

	Variance

	Earned income
	
	
	

	
	
	
	

	Support from other sources
	
	
	

	    Cash received (including grants and grant agency)
	
	
	

	         - CNZ grant
	
	
	

	    Contributions of project personnel
	
	
	

	     In-kind support
	
	
	

	
	
	
	

	Total Income
	
	
	


Examples include grants, sponsorships, earned income relevant to the project, pub charity support, donations and monies provided by yourself and contras/in kind (product placements or gifts).

Expenditure
	Item




	Budget


	Actual

	Variance

	Personnel costs
	
	
	

	Production, exhibition, event and material costs
	
	
	

	Administration and overhead costs

	
	
	

	Marketing, distribution and promotion costs
	
	
	

	
	
	
	

	Total Expenditure
	
	
	


Examples of types of expenditure items include:

· Personnel costs include personal living costs, wages, salaries, fees and allowances paid to artists.
· Production, event and material costs include all expenses directly attributable to creating the project activity eg creating a new work, a premiere performance, writing a book or recording an album.
· Administration and overhead costs include electricity, insurance, legal fees, office supplies, telephone and communication expenses, postage, etc.
· Marketing and promotion costs, where relevant, should provide a breakdown of all costs associated with advertising; printed promotional material, promotional photography and video expenses.


