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LOWER MANHATTAN CULTURAL COUNCIL

Promotion Grants

Reporting Requirements for Promotion Grants
Grantees of the Lower Manhattan Cultural Council’s Promotion Grants program are required to submit a final report describing project activities supported by the grant.  Please send your report within sixty days of the completion of your project to:  






Mary Ellen Obias






Program Associate, Grants & Services






Lower Manhattan Cultural Council

125 Maiden Lane, 2nd Floor

New York, NY 10038

The information provided by grantees will be carefully considered in the Lower Manhattan Cultural Council's evaluation of the program.  Statistical and informational material included in the report may also be made available to artists and arts organizations through the Lower Manhattan Cultural Council's website for general information purposes or program promotion.

If you have any questions about the final report, please contact Mary Ellen Obias, Program Associate, at 212-219-9401, extension 129, or meobias@lmcc.net
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PROMOTION GRANT

FINAL REPORT PACKAGE

Your final report package should include the following items. Please provide copies when specified:

1.
Final Report Summary Information (see below)


2.
A narrative report on activities supported by the grant.  The narrative should describe in detail the activities undertaken with the support of the grant and address the items listed in the attached document.  

3. 
A financial accounting of the use of all grant funds in line item budget format.  

4.
Guides, calendars, postcards, brochures, and other printed material created to promote the project (2 copies)

5.  
Copies of reviews, listings and other press clippings about project activities.

6. *Photo documentation: reproduction quality prints, slides, 4 x 5 inch transparencies, or digital images on disk in jpeg, tif or gif format (72 dpi) of project activities and/or the artist(s) involved. Action shots preferred.
*With the submission of these materials the Lower Manhattan Cultural Council reserves the right to use and reproduce visual material in annual reports, program marketing materials, future guidelines, and websites.  All artists and photographers will be properly credited if credit information is provided on the materials.  Please note the materials will not be returned.



FINAL REPORT SUMMARY INFORMATION

Grantee Name: 



Contact Name/Title: ____________________________________________________________

Date of Award: __________________________Amount of Award: ______________________
Project Start Date: ________________________Project End Date: 




Promotion Grant Program

FINAL REPORT NARRATIVE

In a separate document, please address in detail the items outlined below. 


Please provide a narrative description of the activities undertaken with the support of this grant.  Be sure to indicate how activities may have changed from the original proposal.  In your narrative, please address the following:

· Marketing Consultant: if you engaged a marketing consultant for this project, describe the responsibilities taken on by the consultant and the outcomes of your work with the consultant. Is this the first time you have worked with a marketing consultant? How did you identify the consultant? Were you satisfied with the work performed? Why or why not?

· Audiences: in what ways did you work to expand audiences? Did you target new audiences and if so, how did you identify and reach them? Use statistics to show changes in audience attendance, if any.
· Press: was press coverage one of your project goals? If so, what coverage were you able to garner? How? 

· Tracking results: How did you define your project goals and how did you measure the impact and outcomes of the project? Provide relevant statistics.
· Other support: were you able to raise other funds to support this project or leverage any in-kind services? Describe.
· Please describe any special challenges faced and lessons learned in carrying out the project.

· Outcomes of the project.  Please describe aspects of the project you felt were particularly successful or positive. 
Lower Manhattan Cultural Council


