Lower Manhattan Cultural Council

2008 Grants for Art in Public Spaces Program

GRANTEE CHECKLIST

· CONTRACT: Countersign grant contract and return one copy to LMCC. Keep the second copy for your records.

· FIRST PAYMENT: Receive first half of your grant payment upon receipt of one signed contract: July 2008.
· LOGOS: Request LMCC and The September 11th Fund logos via email.

· CREDIT LMCC: Use LMCC and The September 11th Fund credit line and logos in all printed and electronic materials created to promote your project (see contract).

· EVENT NOTIFICATION: Download, complete and submit an Event Notification form to LMCC at least six weeks before you present your project.

· PROMOTION: Submit electronic project blurb and images with your Event Notification Form, if you would like LMCC to help promote the project through our e-newsletters and website. Note: we need 4-6 weeks notice in order to list this event in our monthly e-newsletter.

· PROJECT CHANGES: Inform LMCC of any significant changes in the timing, personnel, scope or location of the work through a Change in Proposed Grant Activity form and await written response that the grant remains valid.

· SECOND PAYMENT: Receive second half of your grant payment. Note: release is contingent upon receipt of your event notification form.

· FINAL REPORT: Download a final report form from LMCC’s website. Submit a complete narrative and financial report on the project within 30 days of completing project activity.

DON’T FORGET:
· Site permissions

· Sound permits (if applicable)

· Liability insurance

· Community Board 

· Promote your project widely to make sure people experience it! 

· Downtown Express: www.downtownexpress.com
· Tribeca Tribune: www.tribecatrib.com
· Wall Street Rising: www.wallstreetrising.org
· Battery Park City Broadsheet: www.ebroadsheet.com

Download forms at: http://www.lmcc.net/grants/infoforrecipients/index.html
LMCC Contact:
Natasha Chuk, Grants & Services

Lower Manhattan Cultural Council

125 Maiden Lane, Second Floor

New York, NY 10038

Tel: 212.219.9401 x117 / Fax: 212.219.2058

nchuk@lmcc.net
