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Submitting a Final Report

e Please note that these instructions are
based on competitive grants with only
minor changes in the questions for
organizing grants.

¢ Reminder: All required fields are shown
with a Red Asterisk *.

e Reminder: THIS SYSTEM DOES NOT
AUTO SAVE.

e Sign-in to https://www.scprtgrants.com/
Click on the Grants tab on the left panel.

e Select your Grant from the list. Remember that when a line turns green you can click anywhere
on the line to select that object.

2 Login

2 Enter your user id and password [E Announcements
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e Click on Status Reports under the Grant Components
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3 Test 1514 - Davies County 250 Organization - 2022
Funding Opportunities Status: m
Program Area:  SC Amenican Revolution Sestercentennial Commission
Applications Funding Opportunity: ounty 250 Organizing Grants - 22FY
: ST Crganizatic
® Grants > Organization: ST Crganization
Grantee Contact: SC250 Tester
Reports Program Officer:  Heather Hawkins
Awarded Amount:  $3,000.00
My Profile

i= Grant Components

& grant 1orms appear below

Component
General Information

Contract

Contract Amendments

Correspondence

Last Edited

Jun 17, 2022 12:27 PM - Heather Hawkins


https://www.scprtgrants.com/

[ Test - 23FY2299 - American Revolution in Baxley County Play - 2023

 undervcy |

S0 Amefican Revolubon Seslercententual Commissan

Status:

Program Area:
Funding Opportunity: 1i21-Local Activilies Grants - 23FY
QOrganization:  Baxiey County (Test County)

Grantee Contact:  Heather Hawkins Tester

Program Officer: Heather Hawkins \\
Awarded Amount:  §6,600.00 .
A
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If you do not see a report already listed, click the _ Button on the Right.

[ ]
dropdown.
e Give your report a title — usually [Month] [Year] “Final Report”
e Select Report Dates — usually from award date to final report date.
. Clck SAVEFORW
[ ]

Report list, hover over the report until it turns gr
o Once you have opened the report, click

Status Report Praview  Abart History  Map

[A Status Report Details

Status Report cannot be Submitted Currently
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/

Finance Docomentation - Final Report

Companent Comphite?

General Informetinn

INnrmti\'e Final Report I

Expenses - Final Report

Cd

een and click anwhere on the line.

| st Edited
Apr 19, F023 951 PM - Heather Hawkins Tester

Apr 15, 2023 9:43 PM - Heather Hawkins Tester

e Under Component, click on Narrative — Final Report
Review notes at the top of the page in the blue section.
e Click any of the Edit Form buttons.

[ status Report: 001

Status Report Status: |

Grant Tite:  Test - 2362209 - Amerncan Revolulion in Baxiey County Play
Program Area:  SC Amenican Revelulion Sestercentenrial Comimssian
Funding Oppertunity: 1721-Local Activities Grants - 23FY

Reporting Period:  10/04/2032 - 05/15/2023

Status Report Type:  Final Heport
Submitted By: -
Reporilist  Genera | Namat | Fxpene  Financ
& Narrative - Final Report - cuient Version

equired) have been spent.
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Contacl HrawkinsEisouthcaning250 com with questions
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Denlant € immear®
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s WO your spplication
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d 10 be adjusted, then make sure fo submit a confract amendment

When the General Information tab comes up, select Final Report from the Sub Type

FYI: If you do see a Final Report (not Status Report) already set up for you in the Status

B Proview Status Report



¢ On this Narrative Component, you will see information from your application to help while
answering the questions. The first answer copied from your Application Narrative is the Project
Summary block.

E Project Summary B Save Form

Project Summary™: The Baxiey County 250 Committee would fike to produce a full length play around the
slory of Amencan Revolution Heroine Lynn Doster, who delended her family larm
from Loyalist and shared British troop movements with local militia

Va
519 character(s) left

e The second copied section from your Application Narrative is your Impact or
deliverables/measuring success information.

B Impact

Impact ! Expected Outcome': atull length play scripl asbout the Amencan Revolulionary heroine Lynn Dosler, s
public and two schoal productions of the play during the 2022-23 season. 8 wob page
aboul the heroine and he produchon, teacher gundes lor atlending the producthon
mcluding primary sources, and & template regarding producing & historical play that
can be used ree-ol-charge by other County 250 commillees

Success will be measured through attendance at the productions, school
periprmance atlendance, webside hits, and leedback om Ihe community

0 characier(s) left

Veseribe your final |-._,.‘-_-_-:i—-.9;..:_-...:‘-.| le tems). Do they match sour -TT'f'|I1~'r| anand aaot sarepment A on, please explain, Make sure 1o gtissh photos or off

Deliverables (Tangible ltems) all the above daeliverablas have been completed Ses attached halow copy of script

AchlevediPurchased with Grant Funding” photos of opening might and school performance, teacher guide including primany
sources, and & template with step-by-step threugh the praduction |

o While best practice is to review your actual grant contract, this information from your
Application will help you when you are verifying that you have completed all deliverables as
agreed.

e Fillin the Deliverables answer block — do your tangible items purchased or completed with this
funding match your contract?

¢ Once questions are complete, you will go back and attach documentation of those

7 D your grant agresment ask far & term

tiach document below witf

Template ! Advice for sther Grantees with See attached production template including detailed budget, scnpt writing and
Similar Projects’: research process

Bast Practica Tip for & Local Production: recruit more volunieers than you think you
would need, start publicity earty, spend a kol of time promoting audifions, get students
in tha production, work with your school district early to set up schood performances

Measuring Success™:

iths proceeding the production. Production was well recaived with requests to
repeal he performance each year

B




deliverables. For now, just keep answering questions such as advice to other grantees with
similar projects and measuring success. Again, attachments can be added after questions
are completed.

El Project Detail

Promotion”

formation. The
any provide som
assigned 1o heip with gefting

Publicity | Proametlon®

media screenshols, elc|

o The next section reviews your Narrative Application plan for the Promotion of your project and
asks for an update. Again, attachments can be added after questions are completed.

iE Planning and Timetable - iui-List

Benchmark

Description Date of Activity/
Estimated Date of Completion of Benchmark

Script completed script proofed, completed, and printed 110172022
Auditions Complate with the local Community Players 01/14/2023
Proguctions All compiete / and lics collected 04/29/2023
Last Edited By: Heather Hawkins Tester - Apr 25, 2023 3:28 PM
B Benchmarks =X
Reviewing the benchmarks in the application. Did you meet all of your deadiines? Do you need to adjust anything in the timeline? Describe any

Benchmarks™ | e met all major deadlines. However, we had fo extend casting to a second week in

order to find all the appropriate cast. The production was so successful it was held
over for one additional weekend |

o The final section copied from your Narrative Application is your Planning & Timeline section.
Did you meet your benchmarks?

O
O
O

If yes, make a note in the Benchmark answer box.

If there were minor adjustments, please note them.

If there were major timeline adjustments, please complete a contract amendment prior
to the final report deadline.

If you received approval for a contract extension, please note that here.



E3 Public Served with Public Funds - Edit

& it applicabie 1o all Grant types, fhis Section is o help frack the numbear of public served with thass pubiic funds 0 can bea valid answer

Age Range How Many Served
0.7 Years
9.13 Years 5
1AA8 Vears
19.24 Years 50
24,34 Yeaes 30
35 50 Yaars 100
810 Veaes A00
71+ Years o =
Age Uiknown

Total 0

¢ The next section hopes to capture the impact of public funds on the public. It is ok to estimate
or use the age unknown block. If due to the type of project it is very difficult to estimate the
number of people impacted, please explain in the next open response block, which is entitled
Other Demographics / Notes. Feel free to share any additional information in this block.

[E Other Demographics or Notes W

Other Demographics or Motes: an h Lating

5 featunng horoes and

Most of the ¢ did come from the county's cap

il consider taking it on the road

¢ If production is
produced again T venas amund the

county.

e Click any _ button. The system will refresh and take you back to the top of the
screen.

e Scroll down to each attachment section with a paperclip before the section title. Note: Budget
receipts will be attached in a different section.

& Deliverable | Template / Measuring Success Documents

Please attached documentation of all deliverables including any required templates and/or measurement of success documents. Photos, programs, documents, etc

*Please note you cannot add documents in edit mode. Please save and then you will see an Add New Attachment button
Description Flle Name (2 Type Size Upload Date Delete
No files attached

wwkic

o Deliverables / Template / Measuring Success Documents — Make sure to attach
documentation of deliverables including photos.

& Publicity Documents - 0t

h any documentation of put

Please note you cannot add documents in edit mode. Please save and then you will see an Add New Attachment button

Description File Name (2 Type Size Upload Date Delete

No files sttached

o Publicity Documents — below Project Detail section. Make sure to attach tear sheets or
screenshots of media coverage, etc. Also include photos of the event, team
working on the project, or items purchased.



o Any Other Attachments — located at the bottom of the form.

& Any Other Attachments - (

Flie Name (2

Description

o At each section, click ¥Add New Attachment.

& Attach File

& Attach File

Upload File":

save and then you will see

an Add New Att;

achm

Type

ent button

Size Upload Date

Delete

No files attached

| Select file |

Description”:

e Click on Select file and “open” attachment when the folders tab pops up — don’t forget to add a

required Description.
Click

¢ Once all documents, pictures, etc. are showing as attachments and all questions are
completed, click on any orange MARK AS COMPLETE button.

¢ This should take you back to the Components list. If it does not, look for a pop-up or a red note
at the top of your Narrative form telling you what is missing. Sometimes a blank box will also

be in red if not complete.

Status Report Preview  Alart History  Map

[ Status Report Details

Status Report cannot be Submitted Currently
* Status Report components are not complete
Companent
Genesal Inlormaticon
Marrative - Final Report

I[xpe ns&s - Final Report I

Flnance Documentation - Final Report

Complete?
v

v

& Proview Satus Report

Last Edited

Apt 19, 2023 9 51 PM - Healhar Haveking Tastar

Apr 19,2023 10:23 PM - Heathar Hawkins Tasier

&pr 19, 2023 10,33 PM - Heather Hawkins Taster

¢ On the main Status Report tab, you will note that as you mark each section as complete you
will see a checkmark under the Complete? Column.




The next section is the Expenses — Final Report. Hover and click anywhere on that line when

it turns green.
Report List Genara Narrat Expens Finane
= Expenses - Final Report - Curent Version

The form shows you the approvad budget from your grant. Total your actual expenditures for sach saction and anter them In tha open flalds

o 1y heve no
= You will attack

3 Expenses

Budget Category

Personnel Budget

Grant Dudget  Cxpenses This. Prior Expenses  Total Availoble Dalance

Awarded

are more then o 10% dift

el amounl, con
ca Documentation sacl

Perlod

o will e 1o Compiete & conlr

¢ Review information at the top in the blue section.

Click

Dudgat Catagony

Personnel Dudgst

Awarded Amount

SuppliesMaterisls Budgot

Awarded Amoun

Equipment Budget

Aworded Amount

Contractual Budgst

Awardad Amount

Acruisition Badget

Awarded Amoum

Other Expanses Budget

Aworded Amount

Cost SharefMatching Funds
Breakdosn

Community Playars -
Additional Production Costs |

Thisater Overlizad

Loeal Collegs - Stipand lor

Marketing Chalr

Grant

Budges
HPowarded

B5DC.00

110000

£0.00

$1.500.00

000

£3.500.00

anca webpage Or, call &

Contract | Match Expenses
{Pald) (Unpald) Match This Period
Expensas This Period Prior Total
Frpenses
{Faid}
SO0 00 §0.00  BR00.00
1000.00 $000 5100000
(0 §.00 H.oo
1500 00 000 §1.500.00
o.00 &1 0 $ 00
TE00 00 000 5360000
0.00 =000 0 00
o.00 $0 00 $0 00

Prior Match
Expenses

Available
Halance

(Unpaid)

.06

3100 cD

S0.00

000

($100.00)

4 00

o

Total
Match

Contract
Maich

#0100

# 00

il request prior 1o vour limal répor desding
far mora informanon

Match
Percentage

Total Claim
Amount

Remaining Match
Requirement

Match Expanses This Period P

0.00

000

000

0.0o

- i
U0 (0

5000.00

1200.00

Fill in the total actual receipts for each section of the budget. Note: If your actual receipts
reflect more than a 10% change in sections you will need to complete a contract amendment
request prior to your final report deadline.



« Click on Save Expenses

ReportList  Genera  Narmat  Expens | Financ

= Expenses - Final Report - curent version

The form shows you the approved budget from your grant. Total your actual expenditures for each section and enter them in the open fields.
youl a1 ou will complete a

our final report deadliine

e informaton

B3 Expenses

Budget Category GrantBudget  Expenses This  PriorExpenses  Total  Avallable Balance Contract Match Expenses This Prior Match Total Total Claim
Awarded Period (Paic) (Unpaid) Match Pesiod Expenses Match Requitement  Percentage Amount

e Click on Mark as Complete

[ Status Report Details

Status Report cannot be Submutied Currently
= Sids Repor components e nof compless

Companent Complets? Last Edited

General infarmation W Agr 18, 2023 351 PM - Heathar Hawiins Tecter
Harrativi: - Fal Repoit " Apr 18 2003 1023 PM - Haatthor Haveking Testar
Expanses - Final Hapor w Apr18. 2023 1046 PM - Heatmer Hawking Testar

[ Finonce Documentation - Final Report i

o Back at the Component list, hover and click on Finance Documentation — Final Report when
the line turns green.

ReportList  Genera  Narrat  Expens | Financ

= Finance Documentation - Final Report - curent version

Please attach receipts/proof of payment for all budgeted Items.
. rgel 10 akso su f alch (if 1equired %o

submitted and approved, SC250 will 1ssue the remaning 20% of the grant (¢ it was held back unhil the completion of documensation

& Receipts - omer Atta

Descnption File Name (2 Type Size Upload Date

“OrEte

No fles attached

e Click on ¥Add NewAttachment and attach receipt documentation as you attached documents
in the narrative section.

Don't forget to also attach documentation of your Match amount if required for your grant.
e Once all receipts for grant funds and match are attached, click Mark as Complete.
This should return you to the main report page with the list of components.



e Each component should have a check mark under the Complete? column.

[ Status Report: 001

Status Hupon Status:
Grant Title:  Test - 23FY 22058 - Amurican Revohaion in Baxley Coanty Play
Program Area: antanrinl Camrmissian

Funding Opportunity

Repotting Periad:

Status Hepon Type

Suibmitted By:

Status Report Arsview  Alerf MEstory  Map

[ Status Report Details

l- Stwatus Repoft is in complance and is ready for Submission! I

T Coengilate? Lt Felitnd

General Information

ather Hawkins Tester

Marrative - Final Report M - | Erakins Teater

Expenses - Final Repart At 19, 2073 10 48 PA - Huthes Hemhire Tl

Finance Documentation - Final Report Agr 19, T025 1048 P - Hesiher Hawkins Teste

Click on SUBMIT STATUS REPORT

If completely ready, click the red SUBMIT button. Note you cannot edit after you click this
submit button.

Please confirm

Please confirm that you wish o submit this document for reviow. Afier submission

-::mw-nil m
Thank you for your submission!

¢ You will receive notification of the closeout of the grant once all deliverables and receipts have
been reviewed.

¢ If we have any questions, we will “negotiate” your report back to you with any requests for
clarification.

o |f 20% of your grant award was held back until the completion of this final report, a request will
now be sent to finance for the final 20% to be sent to you.

you will ol be able to edil this documenl

Congratulations! Keep doing great work accomplishing education and cultural tourism goals
related to the American Revolution in SC.



