
Presentation, Promotion & Audience Development Report Guide
Project information required
Your report should address each of the following eleven areas.  Please make sure you attach the coversheet.

1. What was presented and promoted?

2. Where and when?

3. To what audiences – including specific audience profiles (eg region, age, gender, ethnicity, etc)? Please note that audiences include readers, viewers, listeners, ticket buyers and all who have viewed, read or listened to your work.)
4. Who was involved – including the names and functions of key practitioners?

5. What worked well, what didn’t work so well and (if applicable) describe how the project might have been improved?
6. Describe the marketing undertaken for this project and provide an assessment of the effectiveness of that marketing. 

7. Describe any further markets or future audience development opportunities you have identified as a result of this project.
8. What (if any) plans exist to promote and/or present the work to other audiences (either locally or internationally)? 

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

10. Provide 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. 
11. Please list details of all support material provided on a separate sheet (eg Otago Daily Times Review, Video of show, CD, 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 of types of income items include:

· Earned income – all revenue received as a result of people attending and/or buying the work(s) including ticket sales (indicate number and quantity of ticket sales); all sales or subscription revenue (indicate actual number of sales/subscriptions).  

· Support from other sources – all revenue received that was not directly related to individuals attending and/or buying the work including sponsorship monies, pub charity support, donations, any monies provided by yourself or other members of the project team, and the value of any contra/in kind support (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 includes wages, salaries, fees and allowances paid to practitioners directly involved in this project.
· Production, exhibition, event and material costs include all expenses directly attributable to the presenting of an exhibition; publishing a book (indicate size of print run); staging a show; performing a gig; recording an album, etc. These include costumes, equipment hire, lighting, sound and other media equipment, venue hire (indicate number and price of available seats), travel and touring costs, studio hire, ticketing costs, royalty payments, publication costs (indicate size of print run).
· Administration and overhead costs include electricity, insurance, legal fees, office supplies, telephone and communication expenses, postage, etc. 
· Marketing, distribution and promotion costs should provide a breakdown of all costs associated with advertising (press and electronic); printed promotional material (posters, pamphlets and programs and exhibition catalogues – indicate size of print runs); promotional photography and video expenses.

