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Export Development Program - Project Final Report

Basic Information

	Applicant Name
	

	Legal Name
	

	File/Project #
	

	Project Title
	

	Start Date
	

	End Date
	

	Applicant Level 
	Exporting or Export-Ready or Emerging


Project Type (highlight all that apply)




	Travel & Tour
	Marketing Support
	Showcasing Support

	Tour
	Album Marketing
	Showcase/Conference

	Showcase/Conference
	Publicity Campaign
	International

	Meetings and Collaborations

	Radio Tracking
	Domestic

	
	Website Creation/Update
	Meetings and Collaborations


	
	Photos, Press-kit, One Sheet
	

	
	Viral Video
	

	
	Tour Marketing
	

	
	Social Media

	

	
	
	


Description of Project (2-3 sentences)

	


Revenue

Tour Revenue (performance fees and merchandise sales, if applicable)

	Total Performance Fees:
	


	Merchandise Sales:
	


Showcase/Conference, Meetings and Collaborations Revenue (both projected and confirmed)

	Estimated Future Sales:
	


Markets Accessed/Visited 



                         (highlight # of visits)
	
	1
	2
	3
	4
	5 or more times

	
	1
	2
	3
	4
	5 or more times

	
	1
	2
	3
	4
	5 or more times

	
	1
	2
	3
	4
	5 or more times

	
	1
	2
	3
	4
	5 or more times


New business contacts or partners and their professional associations





1.

2.

3.

4.

5.

6. 

Other business partners you worked with for this project

1.

2.

3.

4.

5.

6.

Written Summary of Project

You must address the following questions (use more space if needed):

1. What were your project goals and did you accomplish them? 

2. What else was successful about your project? 

3. In what ways did your project deviate from the original plan?

4. What challenges did you face and how did you deal with them?

	


Other Notes

For example: Is there anything regarding the project spending that is in need of clarification or exposition? 

	


***continue to budget section on next page***

Budget Information

Actual Budget

It is required that you use the budget forms provided in this document when compiling your actual expenses budget for the project. This ensures consistency with your proposed budget and enables your spending to be easily assessed by category. It is highly recommended that you refer to your proposed budget while preparing your actual budget. Do not forget to provide the income amount for Travel and Touring and Showcasing. A tour reconciliation sheet from the agency is preferred if working with a professional agent; otherwise a reasonable declared amount will be accepted. Depending on if you have received a Travel & Touring, Showcasing Support or Marketing Support grant, different expenses will be eligible. Eligible expenses for Travel & Touring, Showcasing Support and Marketing Support are outlined below.

Travel & Touring:

· Phone/Internet – Expenses incurred while travelling are eligible, i.e. hotel room internet and phone, pre paid phone cards, and cell phone charges incurred during project period. Your home phone/internet bill is not is not eligible unless you can clearly show what charges were project related. 

· Mail/Courier – Canada Post, FedEx etc are eligible if incurred during project period. Provide dated receipts!

NOTE: Pre-tour expenses cannot exceed 15% of total budget
· Flight(s) – A complete itinerary is required in order for ineligible taxes to be backed-out. If receipt with breakdown is not provided, 15% HST will automatically be deducted.
· Airport Transfers – Provide dated receipts from driver/company.

· Vehicle Rental – Provide copy of rental agreement and receipts
· Vehicle Rental Gas – Provide dated receipts. 

· Private Vehicle Mileage – If you use a private vehicle for travel you can claim $0.36 per kilometre. This amount is meant to cover gas as well as vehicle wear and tear. The preferred method of tracking mileage is through odometer readings taken at the beginning and end of trip. Otherwise a reasonable estimation using MapQuest or other online map will be accepted. We do not need fuel receipts when using a private vehicle!

· Bridge/Highway Tolls – Provide dated receipts.

· Parking – Provide dated receipts.

· Cargo – Provide dated receipts.

· Taxis – Provide dated receipts from driver/company.

· Hotel – Provide complete itinerary so taxes and other ineligible expenses can be backed out.

· Billet – If you stay with friends or acquaintances while traveling, it is referred to as Billeting. You will be automatically credited $40 per billet night. This can also be claimed as an in-kind expense. Please show explicitly in your budget summary whether this was a cash or in-kind expense. Please provide written documentation.
· Per Diem - You must provide a signed and dated receipt from all per diem recipients indicating the amount and the time period in which it was received. With few exceptions the per diem amount claimed should not exceed the per diem amount approved in the original application. We do not need food receipts!

· Musician Fees – You must provide a signed and dated receipt from all musicians that indicates the total amount they were paid and/or donated in-kind.

· Hired Musicians - You must provide a signed and dated receipt from all hired musicians that indicates the total amount they were paid and/or donated in-kind.

· Gear Rental – Provide dated receipts.
· Booking Agent – Tour reconciliation sheets are ideal when working with a professional booking agent. For self-booked tours a maximum of 15% of the gross income can be claimed.

· Manager – Management reconciliation sheets are ideal when working with a professional manager. For self-managed tours a maximum of 20% of the gross income can be claimed.

· Sound Technician/Tour Manager - You must provide a signed and dated receipt that indicates the total amount they were paid and/or donated in-kind.

· Promotional Products – You may claim the manufacturing value of promotional materials such as CD’s. No receipt is required. Promotional products such posters, t-shirts, stickers, rolling papers etc must have receipts.

· Showcase Application Fees – Provide dated receipts.

· Conference Registration – Provide dated receipts.
Showcasing Support:
The eligible expenses for the Showcasing Support initiative are the same as Travel and Tour above. The difference is the request:
50% Total Eligible Budget not to exceed cash shortfall or total cash expenditure & maximum of $5000 for international showcases and $2500 for domestic showcases 
Marketing Support:

· Phone/Internet – Phone and internet expenses incurred during the project period are eligible provided you can clearly show what charges were project related.

· Mail/Courier - Canada Post, FedEx etc are eligible if incurred during project period. Provide dated receipts.

· Conference Registration - Provide dated receipts.

· Photographer – Provide a signed and dated receipt indicating the amount they were paid and/or donated in-kind.

· Publicist - Provide a signed and dated receipt indicating the amount they were paid and/or donated in-kind.

· Radio Tracker - Provide a signed and dated receipt indicating the amount they were paid and/or donated in-kind.

· Market Research - Provide a signed and dated receipt indicating the amount they were paid and/or donated in-kind.

· Website Creation – Domain registration and hosting fees are ineligible. Provide signed and dated receipts.

· Website Maintenance - Domain registration and hosting fees are ineligible. Provide signed and dated receipts.

· Graphic Design - Provide a signed and dated receipt indicating the amount they were paid and/or donated in-kind.

· Photo-shoot art direction - Provide a signed and dated receipt indicating the amount they were paid and/or donated in-kind.

· Promotional Products - You may claim the manufacturing value of promotional materials such as CD’s. No receipt is required. Promotional products such posters, t-shirts, stickers, rolling papers etc must have receipts.

Receipts

If you wish to have your original receipts returned, you must provide copies of all receipts and a self addressed, stamped envelope with your final report. The originals will be returned to you after your final report has been processed and the copies will be retained by Music Nova Scotia. 
If it is unclear what a certain receipt is from (if the ink has started to fade or smudge etc) then it is very helpful if you attach it to a piece of paper with a brief explanation. It is also helpful if you group receipts for similar spending together and provide a total for that spending item on an attached piece of paper. 
For example, if you have ten receipts for gas purchases while on tour, you can add them yourself and provide the total on an attached sheet of paper titled “Gas”. This is an extremely helpful approach and ensures that none of your eligible expenses will be missed or misunderstood. 
If you have incurred expenses outside of Canada, currency must be converted to Canadian dollars. Exchange rates at time of purchase will be honoured; otherwise the current rate will be used. 
Domestic tax (HST and GST) is not an eligible expense and must be subtracted from all receipts. 
Remember: food, drink, alcohol, socks, underwear or any capital expense (i.e. an instrument purchases) is not eligible!

If you have any questions regarding final reporting please contact:

Laura Simpson

Program Officer 

902-423-6271 ext. 6

laura@musicnovascotia.ca

***continue to budget templates on next page***

	[image: image1.jpg]NOVA SCOTIA





	
	Travel & Tour Initiative - Budget Form
	

	Applicant name:
	 
	
	
	
	
	

	Project Title:
	 
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	Revenue
	Details
	
	
	
	
	Cash
	
	
	

	Performance fee
	 
	
	 
	
	
	

	Other performance (specify)
	 
	
	 
	
	
	

	Total Revenue (performance only)
	
	
	
	
	
	
	$
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	Artists/groups: Use this section to report what sales you expect as a direct result of this project.
	
	

	Music product sales
	#
	 
	titles x #
	 
	units x $
	 
	
	 
	 
	
	

	Other merchandise
	
	
	
	
	
	
	
	 
	 
	
	

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	Expenses
	Details
	
	
	
	
	Cash
	
	Inkind
	

	Pre-tour expense
	
	
	
	
	
	
	
	
	
	
	

	
	phone
	
	
	
	
	
	
	
	 
	
	 
	

	
	mail/courier
	
	
	
	
	
	
	
	
	
	 
	

	
	other (please specify)
	
	
	
	
	
	
	
	 
	
	 
	

	Travel
	
	
	
	
	
	
	
	
	
	 
	

	
	flight
	#
	
	flight x #
	
	ppl x rate $
	
	
	 
	
	 
	

	
	vehicle rental
	#
	 
	vehicle x #
	 
	days x rate $
	 
	
	 
	
	 
	

	
	privately owned vehicle
	#
	 
	km x 0.36
	
	
	 
	
	 
	

	
	cargo/freight
	
	
	
	
	
	
	
	 
	
	 
	

	
	temporary work permit
	#
	 
	ppl x fee $
	 
	
	
	
	 
	
	 
	

	Ground transportation
	
	
	
	
	
	
	
	
	
	 
	

	
	airport transfers
	#
	 
	cabs x #
	 
	trips x fare $
	 
	
	 
	
	 
	

	
	taxis
	#
	 
	cabs x #
	 
	trips x fare $
	 
	
	 
	
	 
	

	Accommodations
	
	
	
	
	
	
	
	
	
	 
	

	
	hotel
	#
	 
	rooms x #
	 
	days x rate $
	 
	
	 
	
	 
	

	
	billet ($40 max.)
	#
	 
	house x #
	 
	days x rate $
	 
	
	 
	
	 
	

	Per Diem
	
	
	
	
	
	
	
	
	
	 
	

	
	national ($50 max.)
	#
	 
	ppl x #
	 
	days x rate $
	 
	
	 
	
	 
	

	
	international ($100 max)
	#
	 
	ppl x #
	 
	days x rate $
	 
	
	 
	
	 
	

	Musician fees
	
	
	
	
	
	
	
	
	
	 
	

	
	primary artist or group
	#
	 
	ppl x #
	 
	shows x fee $
	 
	
	 
	
	 
	

	
	hired musicians
	#
	 
	ppl x #
	 
	shows x fee $
	 
	
	 
	
	 
	

	Professional Services
	Specify Name:
	
	Cash
	
	Inkind
	

	
	manager
	 
	
	 
	
	 
	

	
	booking agent
	 
	
	 
	
	 
	

	
	publicist
	 
	
	 
	
	 
	

	
	radio promoter
	 
	
	 
	
	 
	

	
	sound technician
	 
	
	 
	
	 
	

	Promotional materials
	 
	
	 
	
	 
	

	Promotional products
	 
	
	 
	
	 
	

	Registration Fee
	 
	
	 
	
	 
	

	Other (please specify)
	 
	
	 
	
	 
	

	
	
	 
	
	 
	
	 
	

	
	Subtotal Expenses
	(total cash &in kind columns separately)
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	(Cash)
	
	(In kind) Note: cannot exceed 25% of Cash
	

	
	Administration Fee
	(Not to exceed 15% of subtotal cash exp.)
	
	
	
	
	

	Total Cash Expenditure
	(Subtotal Expenses + admin fee)                  
	$
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	Total Eligible Budget
	(Total cash expenditure + In kind total)    
	
	
	
	
	

	50% Total Eligible Budget
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	Cash Shortfall
	(total cash expenditure - subttl revenue)  
	$
	
	
	
	

	Request from MNS
	(50% Total Eligible Budget not to exceed cash shortfall or total cash expenditure & maximum of $7500 )    
	
	
	
	
	

	
	
	
	$
	N/A
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	Declaration of Other and Personal Contribution 
	
	
	
	
	
	

	Indicate other sources of funding, either from government or private industries.
	
	
	

	Name
	
	
	
	
	
	
	Amount
	
	
	

	 
	
	$
	 
	
	
	

	 
	
	$
	 
	
	
	

	 
	
	$
	 
	
	
	

	 
	
	$
	 
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	If your personal contribution in this project is sizable, where do you plan to find the capital?
	
	
	

	 
	
	
	
	
	
	

	 
	
	
	
	
	
	

	 
	
	
	
	
	
	


	

	
	Marketing Support Initiative - Budget Form
	

	Applicant name:
	 
	
	
	
	
	

	Project Title:
	 
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	Expenses
	Details
	
	
	
	
	Cash
	
	Inkind
	

	Advertising
	
	
	
	
	
	
	
	
	
	
	

	Promotional Materials
	
	
	
	
	
	
	
	
	
	
	

	
	printing
	
	
	
	
	
	
	
	 
	
	 
	

	
	promo product duplication
	
	
	
	
	
	
	
	 
	
	 
	

	Professional Services
	Specify Name:
	
	Cash
	
	Inkind
	

	
	publicist
	 
	
	 
	
	 
	

	
	radio promoter
	 
	
	 
	
	 
	

	
	graphic designer
	 
	
	 
	
	 
	

	
	web site maintenance
	 
	
	 
	
	 
	

	
	photographer
	 
	
	 
	
	 
	

	Market Research
	 
	
	 
	
	 
	

	Phone
	 
	
	 
	
	 
	

	Mail/courier
	 
	
	 
	
	 
	

	Other (please specify)
	 
	
	 
	
	 
	

	
	
	 
	
	 
	
	 
	

	
	Subtotal Expenses
	(total cash &in kind columns separately)
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	(Cash)
	
	(In kind) Note: cannot exceed 25% of Cash amt.
	

	
	Administration Fee
	(Not to exceed 15% of subtotal cash exp.)
	
	
	
	
	

	Total Cash Expenditure
	(Subtotal Expenses + admin fee)                  
	$
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	Total Eligible Budget
	(Total cash expenditure + In kind total)    
	
	
	
	
	

	50% Total Eligible Budget
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	Cash Shortfall
	(total cash expenditure - subttl revenue)  
	$
	
	
	
	

	Request from MNS
	(50% Total Eligible Budget not to exceed cash shortfall or total cash expenditure & maximum of $7500 )    
	
	
	
	
	

	
	
	
	$
	N/A
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	Declaration of Other and Personal Contribution
	
	
	
	
	
	

	Indicate other sources of funding, either from government or private industries.
	
	
	

	Name
	
	
	
	
	
	
	Amount
	
	
	

	 
	
	$
	 
	
	
	

	 
	
	$
	 
	
	
	

	 
	
	$
	 
	
	
	

	 
	
	$
	 
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	If your personal contribution in this project is sizable, where do you plan to find the capital.
	
	
	

	 
	
	
	
	
	
	

	 
	
	
	
	
	
	

	 
	
	
	
	
	
	


	

	
	Showcase Initiative - Budget Form
	

	Applicant name:
	 
	
	
	
	
	

	Project Title:
	 
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	Revenue
	Details
	
	
	
	
	Cash
	
	
	

	Performance fee
	 
	
	 
	
	
	

	Other performance (specify)
	 
	
	 
	
	
	

	Total Revenue (performance only)
	
	
	
	
	
	
	$
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	Artists/groups: Use this section to report what sales you expect as a direct result of this project.
	
	

	Music product sales
	#
	 
	titles x #
	 
	units x $
	 
	
	 
	 
	
	

	Other merchandise
	
	
	
	
	
	
	
	 
	 
	
	

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	Expenses
	Details
	
	
	
	
	Cash
	
	Inkind
	

	Pre-tour expense
	
	
	
	
	
	
	
	
	
	
	

	
	phone
	
	
	
	
	
	
	
	 
	
	 
	

	
	mail/courier
	
	
	
	
	
	
	
	 
	
	 
	

	
	other (please specify)
	
	
	
	
	
	
	
	 
	
	 
	

	Travel
	
	
	
	
	
	
	
	
	
	 
	

	
	flight
	#
	
	flight x #
	
	ppl x rate $
	
	
	 
	
	 
	

	
	vehicle rental
	#
	 
	vehicle x #
	 
	days x rate $
	 
	
	 
	
	 
	

	
	privately owned vehicle
	#
	 
	km x 0.36
	
	
	 
	
	 
	

	
	cargo/freight
	
	
	
	
	
	
	
	 
	
	 
	

	
	temporary work permit
	#
	 
	ppl x fee $
	 
	
	
	
	 
	
	 
	

	Ground transportation
	
	
	
	
	
	
	
	
	
	 
	

	
	airport transfers
	#
	 
	cabs x #
	 
	trips x fare $
	 
	
	 
	
	 
	

	
	taxis
	#
	 
	cabs x #
	 
	trips x fare $
	 
	
	 
	
	 
	

	Accommodations
	
	
	
	
	
	
	
	
	
	 
	

	
	hotel
	#
	 
	rooms x #
	 
	days x rate $
	 
	
	 
	
	 
	

	
	billet ($40 max.)
	#
	 
	house x #
	 
	days x rate $
	 
	
	 
	
	 
	

	Per Diem
	
	
	
	
	
	
	
	
	
	 
	

	
	national ($50 max.)
	#
	 
	ppl x #
	 
	days x rate $
	 
	
	 
	
	 
	

	
	international ($100 max)
	#
	 
	ppl x #
	 
	days x rate $
	 
	
	 
	
	 
	

	Musician fees
	
	
	
	
	
	
	
	
	
	 
	

	
	primary artist or group
	#
	 
	ppl x #
	 
	shows x fee $
	 
	
	 
	
	 
	

	
	hired musicians
	#
	 
	ppl x #
	 
	shows x fee $
	 
	
	 
	
	 
	

	Professional Services
	Specify Name:
	
	Cash
	
	Inkind
	

	
	manager
	 
	
	 
	
	 
	

	
	booking agent
	 
	
	 
	
	 
	

	
	publicist
	 
	
	 
	
	 
	

	
	radio promoter
	 
	
	 
	
	 
	

	
	sound technician
	 
	
	 
	
	 
	

	Promotional materials
	 
	
	 
	
	 
	

	Promotional products
	 
	
	 
	
	 
	

	Registration Fee
	 
	
	 
	
	 
	

	Other (please specify)
	 
	
	 
	
	 
	

	
	
	 
	
	 
	
	 
	

	
	Subtotal Expenses
	(total cash &in kind columns separately)
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	(Cash)
	
	(In kind) Note: cannot exceed 25% of Cash
	

	
	Administration Fee
	(Not to exceed 15% of subtotal cash to a maximum of $2000)
	
	
	
	
	

	Total Cash Expenditure
	(Subtotal Expenses + admin fee)                  
	$
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	Total Eligible Budget
	(Total cash expenditure + In kind total)    
	
	
	
	
	

	50% Total Eligible Budget
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	Cash Shortfall
	(total cash expenditure - subtotal revenue)  
	$
	
	
	
	

	Request from MNS
	(50% Total Eligible Budget not to exceed cash shortfall or total cash expenditure & maximum of $5000 for international showcases and $2500 for domestic showcases)    
	
	
	
	
	

	
	
	
	$
	 
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	Declaration of Other and Personal Contribution
	
	
	
	
	
	

	Indicate other sources of funding, either from government or private industries.
	
	
	

	Name
	
	
	
	
	
	
	Amount
	
	
	

	 
	
	$
	 
	
	
	

	 
	
	$
	 
	
	
	

	 
	
	$
	 
	
	
	

	 
	
	$
	 
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	If your personal contribution in this project is sizable, where do you plan to find the capital.
	
	
	

	 
	
	
	
	
	
	

	
	
	
	
	
	
	



