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Houston Arts Alliance

Special Initiative Program

FINAL REPORT FORM

GENERAL INSTURCTIONS

· This form is used at the close of your project. Per the Grant Agreement, complete and submit this form within 45 days of the completion of the project. 
· Please type the Final Report on the provided form.  Handwritten reports are generally illegible and will be returned to the organization for resubmission. A copy of this form can be downloaded from our website at www.haatx.com under managing your grants. 

· Do not bind the Final Report but rather place in an envelope and attention it to The Grants Department.
YOUR FINAL REPORT FORM IS NOT COMPLETE WITHOUT THESE REQUIRED DOCUMENTS:
Please enclose only enough materials to document compliance with the contract. Materials will not be returned. Excessive documentation may be discarded.
1. FINANCIAL DOCUMENTATION: It is required to turn in copies of Checks, AND invoices, contracts or receipts; cash payments to artists or other personnel require a signed receipt stating services rendered. Please note; each check submitted must have a matching invoice/contract or receipt. 

Total expenses submitted must match total grant award. (This includes the final payment which you may not have received as yet).

This grant does not require matching funds.
2. PROJECT DOCUMENTATION: Samples of announcements, news releases, flyers, posters, and other materials specific to the activities or project; publicity or printed materials documenting the CACHH logo/credit line. 

Example of Credit line specific to the Special Initiative Program: This project is funded in part by a grant from the City’s Initiative Program through the Houston Arts Alliance. 
· Return the final report and support materials to Houston Arts Alliance within  


Forty-five DAYS AFTER COMPLETION OF THE GRANT PROJECT
Mail or Deliver the Final Report & support documents to

Houston Arts Alliance 
3201 Allen Parkway, Suite 250

Houston, TX  77019

	CHECK LIST OF REQUIRED FINAL REPORT DOCUMENTATION

	 FORMCHECKBOX 

	COMPLETE FINAL REPORT FORM

	 FORMCHECKBOX 

	FINANCIAL DOCUMENTATION: Each item submitted contains a copy of a check and a matching invoice/contract or receipt.

	 FORMCHECKBOX 

	PROJECT DOCUMENTATION: Samples of announcements, news releases, flyers, posters, and other materials specific to the activities or project; publicity or printed materials documenting the logo/credit line.


GRANT PROGRAM—Special Initiative Program 
FINAL REPORT FORM
	Grant Number: 
	     
	
	

	Award Amount:
	     
	
	

	Balance Due
	     
	
	


	Project Start Date:                       
	     
	Project End Date:
	     


	A
	ORGANIZATION INFORMATION

	Organization Name:
	     
	Org Phone:
	     

	Address:
	     
	Fax Number:
	     

	City/ State/Zip Code
	     
	Day Phone:
	     

	Contact Person:
	     
	Alt Phone:
	     

	Title:
	     
	
	

	Website:
	     
	Email:
	     

	Is this New or Updated information?
	 FORMCHECKBOX 
  FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 

	 FORMCHECKBOX 
  Information is not new.


CERTIFICATION

The undersigned has read the agreement between the Houston Arts Alliance and the grantee and assures compliance with those terms.  In addition, I certify the information contained in this report to be true and correct to the best of my knowledge.

Authorizing Official


Name (please type)


Signature


Title


Date
	B 
	DEMOGRAPHICS: Please note that all questions in this section should be completed. Please provide the following demographic information on the audiences and artists that were involved in the project.

	Geographic/Audience Information— Please check all that apply. Organizations can verify district and precinct information through the following link: http://www.cityofhouston.gov/.

	1. City Council Districts Served:
	 FORMCHECKBOX 

	A
	 FORMCHECKBOX 

	B
	 FORMCHECKBOX 

	C
	 FORMCHECKBOX 

	D
	 FORMCHECKBOX 

	E
	 FORMCHECKBOX 

	F
	 FORMCHECKBOX 

	G
	 FORMCHECKBOX 

	H
	 FORMCHECKBOX 

	I

	2. Total number of persons served directly:      

	3. If carried on TV or radio, estimate number reached:       (do not include this figure in 4a, b or c totals)


	BREAKDOWN OF PEOPLE SERVED (AUDIENCE) Please provide an estimate of the cultural /ethnic characteristics of the number of audience and program participants for the event/project.

	

	 (a). Race/Ethnicity
	Audience Numbers
	

	
	African American
	 FORMTEXT 

     

 FORMTEXT 

	
	

	
	Asian American
	
	
	

	
	Caucasian
	
	
	

	
	Hispanic/ Latino 
	
	
	

	
	Native American
	
	
	

	
	Multi-Racial
	
	
	

	
	TOTAL
	
	This number should be the same as item number (b.) below. 

	



	 (b). Age Groups
	Audience Numbers
	

	
	Youth Under 18
	
	

	
	Adults (18-64)
	
	

	
	Seniors (65 and over)
	
	
	

	
	TOTAL
	
	This number should be the same as item number (a.) above. 

	

	 (c). Other 
	Audience Numbers
	

	
	Tourists and visitors (all ages)
	
	These two items do NOT need to equal to the total numbers above.

	
	People with disabilities
	
	

	

	BREAKDOWN OF ARTISTS, PERFORMERS OR CULTURAL EXPERTS INVOLVED IN PROGRAMS. Please provide the number of artists and performers who participated in the project.

	 (a) Race/Ethnicity
	Artists/Cultural Experts:
	

	
	African American
	     

 FORMTEXT 

	
	

	
	Asian American/Pacific Islander
	     
	
	

	
	Caucasian 
	     
	
	

	
	Latino/Hispanic 
	     
	
	

	
	Native American 
	     
	
	

	
	Multi-Racial
	     
	
	

	
	TOTAL
	     
	This number should be the same as (b.) below. 

	

	 (b) Age Groups
	Artists/Cultural Experts:
	

	
	Youth Under 18
	     
	

	
	Adults (18-64)
	     
	

	
	Seniors (65 and over)
	     
	
	

	
	TOTAL
	     
	This number should be the same as (a.) above. 

	

	 (c) Other 
	Artists/Cultural Experts:
	

	
	People with disabilities 
	     
	This item does NOT need to equal total above.

	
	
	
	


	C
	Narratives. Please respond to each question


	1. Provide a summary of the project’s activities. Include number of events associated with the project and any details of any changes or unexpected problems. 



	2. Please describe how this project benefited the City of Houston.   How did the project serve the hotel and tourism industry? 



	3. What was the greatest success or triumph in carrying out this project?




	D
	CASH FINANCIAL INFORMATION: 
Please itemize your expenses into the following categories (please do not change categories).  
Show actual expenses, as though final payment of the Houston Arts Alliance grant has been made. 

	PROJECT EXPENSES
	Actual Cash Expenses Paid with the Grant
	

	1. Personnel‑Administrative
	     
	

	2. Personnel‑Artistic

	     
	

	3. Personnel‑Technical/Production
	     
	

	4. Outside Fees and Services‑Artistic
	     
	

	5. Outside Fees and Services‑Other
	     
	

	6. Printing and Copying
	     
	

	7. Space Rental
	     
	

	8. Supplies and Materials
	     
	

	9. Postage
	     
	

	10. Local Travel
	     
	

	11. Other Expenses (list Separately):
	     
	

	
	     
	

	
	
	

	Total
	     
	This total must show actual expenses, as though final payment of the grant has been made.


	FINANCIAL DOCUMENTATION SUMMARY FOR THE SPECIAL INITIATIVE GRANT

	1. It is required to turn in copies of Checks, AND invoices, contracts or receipts; cash payments to artists or other personnel require a signed receipt stating services rendered. Please note; each check submitted must have a matching invoice/contract or receipt.
2. HOUSTON ARTS ALLIANCE FUNDS: Please detail how the funds were spent for the grant. Expenses must pertain to the activities of the project as listed in the Scope of Services in you Grant Agreement.

3. Please label and attach supporting documentation (invoices/receipts or contracts AND cancelled checks) in the same order as described below. 
4. PLEASE SUBMIT ONLY DOCUMENTS THAT CORRESPOND TO THE GRANT AMOUNT.  
5. Excessive documentation will delay processing of final payment. (If you need more space to list items, please attach separate page using the same column format.)



	Description of Invoice/Receipt/Contract
	
	Check #
	
	Amount

	EX:        Artist Contract for James Madison
	
	2311
	
	$500.00

	a.      
	
	     
	
	     

	b.      
	
	     
	
	     

	c.      
	
	     
	
	     

	d.      
	
	     
	
	     

	e.      
	
	     
	
	     

	f.      
	
	     
	
	     

	g.      
	
	     
	
	     

	h.      
	
	     
	
	     

	i.      
	
	     
	
	     

	j.      
	
	     
	
	     

	k.      
	
	     
	
	     

	l.      
	
	     
	
	     

	m.      
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