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SECTION 6: ANNUAL GLOBAL FUNDING (AGF)
ANNUAL SUBMISSIONS & FOLLOW-UP REPORTS

(REVISED JUNE 2014)
This document can be found on the SaskCulture website at http://www.saskculture.ca/programs/funding-programs/grants/annual-global-funding

OVERVIEW
To receive Annual Global Funding (AGF), Eligible Cultural Organizations make an Application every 3 years, which is adjudicated and allocations are made for the subsequent 3 year period.  In subsequent years, Organizations must submit Annual Submissions (formerly Interim Year Submissions), and provide annual Follow-Up Reports (FUR) on the use and impact of the funding they received from the Saskatchewan Lotteries Trust Fund.  In a three-year funding cycle, an initial AGF Application is submitted in the first year.  The Organization then submits an Annual Submission in the second and third year. 
AGF PAYMENT SCHEDULE

Payments of the annual allocations to Eligible Cultural Organizations are made in two installments:

1) Upon approval of the organization’s Annual Submission, 50 % of the annual allocation for the upcoming fiscal year will be paid one month in advance of the start of the fiscal year.

2) The remaining 50% will be paid upon approval of a Follow-up Report (FUR).  This Report is due within ninety (90) days of the organization’s fiscal year end.  Organizations should refer to the Follow-Up Report (FUR) Guidelines to determine the information required that will satisfy the standards of accountability for the Culture Section of the Trust, and, where relevant, the Saskatchewan Arts Board.

Payments are made directly into an organization’s bank account from the Saskatchewan Lotteries Trust Fund and are processed at the middle and end of the month.  If a Submission or Report arrives after the due date, it will take additional time for a payment to be made. 
For SaskCulture adjudicated Organizations: Annual Submissions and FURs can be mailed and e-mailed to the SaskCulture office. 2 copies of the hard copy materials are required. One copy is retained by SaskCulture and one copy is sent to the Lotteries Trust

To trigger the payment. 

For Organizations adjudicated by the Saskatchewan Arts Board (SAB):
All information must be submitted in hard copy (3 copies, 1 for the Arts Board, 1 for SaskCulture and I for submission to the Lotteries Trust) or on a pen-drive or CD disk

The following table explains the sequence of when application forms, annual submissions and follow-up forms are due.
	
	FORM TYPE
	DEFINITION
	DEADLINE
	ORDER
	FUNDING AMOUNT

	Year 1
	Application
	The initial application is adjudicated by a peer jury. Multi-year funding amounts will be determined based on the information provided within the application.
	TBA
	1
	Triggers 50% of Year 1 funding upon approval.

	
	Follow-up Report
	Provides evidence of the use and impact of Year 1 funding received from the Saskatchewan Lottery Trust Fund.
	Due within 90 days after your fiscal year end. *


	3
	Triggers 50% of Year 1 funding upon approval.

	Year 2
	Annual Submission
	Consists of a letter of explanation and a revised budget for the upcoming fiscal year.
	Due 2 months before your fiscal year end.**
	2
	Triggers 50% of Year 2 funding upon approval.

	
	Follow-up Report
	Provides evidence of the use and impact of Year 2 funding received from the Saskatchewan Lottery Trust Fund.
	Due within 90 days after your fiscal year end.*
	5
	Triggers 50% of Year 2 funding upon approval.

	Year 3
	Annual Submission
	Consists of a letter of explanation and a revised budget for the upcoming fiscal year.
	Due 2 months before your fiscal year end.**
	4
	Triggers 50% of Year 3 funding upon approval.

	
	Follow-up Report
	Provides evidence of the use and impact of Year 3 funding received from the Saskatchewan Lottery Trust Fund.
	Due within 90 days after your fiscal year end.*
	6
	Triggers 50% of Year 3 funding upon approval.


*E.g. If your organization’s fiscal year-end is March 31, your follow-up report may be submitted as early as April 1 but no later than June 30. 

**E.g. If your organization’s fiscal year-end is March 31, 2014, your annual submission is due January 31, 2014.

ANNUAL SUBMISSIONS

The Annual Submission should be submitted two months prior to an Eligible Organization’s fiscal year end.  The Submission consists of two parts:

1) A letter (1-2 pages in length) explaining any major budget changes or developments in the past year.  The letter must be signed by the organization’s president.

2) A detailed budget, that shows explanations and/or breakdowns for any expense lines greater than $2,000.  This can be the organization’s existing working budget document, used for planning or for reporting purposes.  The budget documents must be signed by the organization’s executive director. 

3) For SAB Organizations a copy (1) of their CADAC financial form updated with the request year’s budget
Group may wish to refer to Appendix 6B in these Guidelines for an example of the detail expected.
Organizations can use their own categories for income and expenses, but the 4 columns should be included:

1) Actuals (from previous year); 

2) Board Approved Budget for Current Fiscal Year;

3) Total projections revenue/ expenses to end of Current Fiscal Year 

4) Budget for Upcoming Fiscal Year 

FOLLOW UP REPORT (FUR) REQUIREMENTS 
The Follow-Up Report is due within 90 days of the organization’s fiscal year end.
Follow-up Reports (FUR’s) must include the following:

	
	Documents
	Hard Copy
	Electronic

	1
	AGF Budget Comparison - A comparison of the organization’s actual income and expenses compared with the budget submitted in the original AGF application, as well as the revisions submitted as part of each Annual Submission.
	X
	X

	2
	Explanatory  Notes - to explain any large variances in dollar figures  between actuals and original budget ( Can be part of the document above)
	X
	X

	3
	Audited Financial Statement (signed by 2 board members)
	X
	

	4
	Annual Report 
	X
	

	5
	Statistics Data Collection form (3 pages, 2 spreadsheets)
	
	X

	6
	Success Stories  (3 per year) 
	
	X

	7
	Member Funding and external  Grant Program funding -  policies and guidelines and summary of grants for the fiscal  year
	
	X

	8
	Other Monitoring information:

Corporate update: any changes to current Eligible Organization’s constitution and bylaws

Risk Management:  insurance requirements – (if necessary)
	
	X

	9
	Recognizing Your Funder checklist (Revised)
	
	X

	10
	Report on any additional resources they were allocated in the last adjudication - how they have been utilized and the difference it has made (New)
	X
	X

	11
	Membership list 
	
	X

	12
	List of Board members, positions, e-mail address (New)
	
	X

	13
	CADAC information (For SAB adjudicated Organizations)
	X
	Update CADAC website


Notes on AGF Follow-Up Report (FUR) Contents
1. AGF Budget/Actuals Comparison:
The Follow-Up Budget Comparison should compare:

· the Prior year’s Budget with the Actual income and expenses for the Year being followed up.
· The current year’s board-approved budget

Eligible Organizations may use their own format; however, the line items should be consistent from one report to the next.  Please refer to the example included in Appendix 6C.
Provide the amount of your organization’s projected surplus or deficit, as well as accumulated surplus or deficit for the follow up year.  If you have a deficit, an explanation of why it has occurred, and how you will reduce it, must be included.

The organization’s president and executive director must sign the budget document.

Organizations serviced by the Saskatchewan Arts Board will also need to update their CADAC information on the CADAC web site and submit hard copies of their financial forms to the SAB. 
2. Explanatory Notes – Variances:

Please provide explanations for any significant variances from budget submission line items to actuals.  Significant variances would be those of more than 20% change and more than $2,000 difference.
3. Audited Financial Statements:

Ensure the copies submitted of your organization’s complete (not summarized) Audited Financial Statements are signed by at least two (2) directors.
Please clearly identify and label Saskatchewan Lotteries Trust Fund revenues specifically as separate line items broken down into Annual Global Funding, and if applicable, “Other”.
4. Annual Report:
Include a copy of the annual report prepared for your annual general meeting (AGM).  If your organization does not produce an annual report, please include a copy of the minutes from your annual meeting and any reports presented at that meeting.

5. Statistics Data Collection:
SaskCulture Inc. requests information from Eligible Organizations for two purposes: 
· to ensure accountability for funds granted; and

· to compile information for the Indicators Reports submitted annually to the Ministry responsible for Saskatchewan Lotteries as part of the lottery licensing agreement.
Statistics Data Collection - Guidelines and Form – Appendix. 6E and 6F
6. Success Stories:
Success Stories are the ‘soft’ information that complements, or enhances, the ‘hard’ facts.  They are the examples that give life to the statistics and demonstrate how investment in culture improves the quality of life in Saskatchewan.  They help SaskCulture illustrate the benefits these experiences have on our society.  A minimum of three (3) Success Stories are requested as part of the Follow-Up Report. Eligible Organizations are encouraged to obtain stories from member organizations.  Success Stories do not have to be directly related to the work of the Eligible Organization, they may be related to the work of their member groups and others in the cultural community that are supported by the Eligible Organization.  (See Appendix 6D)
Photographs and Videos – SaskCulture appreciates access to photos and videos that highlight programs and services funded by Saskatchewan Lotteries Trust Fund.  If providing photos and video clips with your submission, please send:

Electronic photos – jpegs files 1 MB or larger copied to a CD-ROM/DVD/Flash drives (non-returnable). 
Electronic video clips – mpg files on DVD/Flash drives (non-returnable) or links to online video sites, such as Youtube or Vimeo.
If possible, please indicate whether or not you hold photo releases for the use of these photos in Saskatchewan Lotteries promotion.  If you do, SaskCulture may contact you for permission to use and a copy of the photo release.  
The following wording could be in your own release form:

I, __________________________ hereby grant (Your organization), as well as SaskCulture Inc. and Saskatchewan Lotteries, and its associated entities, the right to use photographs or video of me for the purposes of promoting and/or advertising the benefits of sport, culture or recreation programs and events, and/or lottery proceeds supporting sport, culture and recreation activities in Saskatchewan.  The photographs(s)/video(s) of me may be used in any and all forms of advertising, including print, television, internet and otherwise, all without payment of any fee or consideration to me.

CONSENT FOR MINOR – I am the parent or legal guardian of the minor name above.  I approve and affirm this consent on his/her behalf.

7. Member Funding and / or External Grant Program Summary:

Attach a list that details the lottery fund amounts that were distributed to organizations and individual grant recipients.  This list should only include those who have received any direct funding (an actual cheque) for member funding and /or program/service delivery, etc, for the fiscal year just completed, and the amount(s) they received.  The key here is not whether the program is called Member Funding, but that an actual sum of money has been transferred from the Eligible Organization to another group or individual. 

For Member Funding Grants, include the following information:

· Name of the Funded Group/Organization/Address

· Contact person/Address

· Amount of lottery funding provided

· Estimate of the number of participants in project/event or activity funded.

8. Other Information:
This section includes information that is monitored by SaskCulture to confirm maintenance of eligibility requirements.

a) Corporate Update: Provide current copies of your constitution and bylaws if not already on file.  Significant changes must be highlighted.  Please notify SaskCulture of any fiscal year changes, after approval at the Annual General Meeting and approval by the Information Services Corp. of Saskatchewan. Organizations will also have to gain approval of their fiscal year change from the Canada Revenue Agency.
b) Member Funding: Submit one copy of the member funding policies, guidelines and forms, if not already on file. (If summiting revised documents, please highlight the significant changes).

c) Risk Management Requirements (2 parts):

i. Audit – Eligible Organizations must appoint a registered, independent audit firm.  
ii. Insurance – Most Eligible Organizations should have their liability insurance package coverage paid for by SaskCulture directly. If this is not the case for your organization, then please provide SaskCulture verification of the following coverage:
a) Comprehensive liability – third party coverage in the amount of at least two million dollars

b) Participant’s liability – second party coverage in the amount of at least two million dollars

c) Directors and officers liability, including wrongful dismissal in the amount of at least one million dollars, and

d) Employee and directors bonding in the amount of at least $100,000 (minimally including all employees and directors who have singing authority or who handle a significant amount of an organization’s funds. 
9. Recognizing your funder  checklist: 

Use the checklist (Appendix 6G) to report on your recognition practices.  Organizations must include evidence of the required lottery recognition practices.  
10. Report on additional funding received at last adjudication:

If your organization received additional funding through AGF for a specific purpose, as detailed in your grant allocation letter, then a report on how the funding was spent to meet that purpose, and the results produced.

11. Member list:
Include a current electronic list of all your organizational members.  Membership lists are used to verify reach of organizations, not for unauthorized print or electronic mail outs.
12. List of Board members and contact details:
All Board Members of Eligible Organizations should have a clear understanding of the role of SaskCulture and the Saskatchewan Lotteries Trust Fund for Sport, Culture and Recreation.  Please provide a list of your current board members, along with mailing and email addresses.  To assist your organization in keeping your board members informed, SaskCulture will send your Board Members issues of Engage and key announcements and information that may be needed from time to time. 
13.  CADAC Information ( For Arts Board adjudicated groups only)

Eligible organizations adjudicated by the Arts Board will need to update their financial information on the CADAC website.  Once updated they will also need to provide both financial documents in hard copy with their follow-up report.
APPENDIX 6A: EXPLANATION OF EXPENSE AND FINANCIAL CATEGORIES

Expense categories:

Staff:  For staff cost please indicate how many Full Time Equivalents (FTE’s), or the number of  employees  and how much they work , e.g. 1 full-time, 2 half time and 1 person 10 hours / week.
Travel and Meetings:  Travel and meeting expenses related to strategic planning retreats and group training sessions should be identified under Travel/Meetings-Other.  Staff travel for professional development should be identified under Personnel-Other.

Corporate Business:  Professional Fees – Include legal and auditor fees.  Management consultants and facilitators can also be included in this category.

Other:  When completing the Annual Submission budget or the Follow Up Report please provide line item descriptions for items of greater value than $2,000.  

If the “other” category contains numerous line items that would substantially increase the length of the summary form by being included, you may want to list the total amount as “other” and provide a footnote that indicates where the breakout for those items is located in the detailed budget.  

Revenue Categories: 

Accumulated Surplus/Deficit:  This is the sum of the year’s surplus/deficit, plus the surplus/deficit that has been carried over from previous years.  The previous year’s actuals should reconcile to your audited financial statement. Projections for the current and request years are relevant. 

Explanation of significant variances:  Provide explanations of significant variances only (20% change +/- and greater than $2000) between the actuals and revised budget.
Appendix 6B: Preferred Budget Example
 (For Annual Submissions) 

	Name of Eligible Organization

 Fiscal Year(day/month)                            – (day/month) 
	

	
	
	
	
	
	Explanation for expenses over $2,000

	EXPENSES
	Prior Year
	Budget
	Current Year Forecast
	Upcoming Year 
	

	 
	Actual (from audited financial statements)
	For current year
	Projected to Year-end
	Budget
	

	Fiscal Period (year) - (year)
	   
	
	 
	 
	

	A. Personnel
	 
	
	 
	 
	

	Administration:                  Salaries
	 
	
	 
	 
	3.5  FTE’s (Full-Time Equivalents)

	Benefits
	 
	
	 
	 
	

	Programs/Services:           Salaries
	 
	
	 
	 
	

	Benefits
	 
	
	 
	 
	

	Subtotal
	$0.00
	
	$0.00
	$0.00
	

	B. Administration
	 
	
	 
	 
	

	Office
	 7200
	
	 
	 
	Rent = $500/month; Utilities = $100 / month 

	Other
	 
	
	 
	 
	

	Subtotal
	$0.00
	
	$0.00
	$0.00
	

	C. Travel/Meetings
	 
	
	 
	 
	

	Staff
	 4000
	
	 
	 
	I meeting to Montreal; 6 meetings across Sask

	Volunteers
	 3000
	
	 
	 
	4 board meetings / year; 6 sub-cmte mtgs.

	AGM
	 2,500
	
	 
	 
	@100 attend, room rental, meal, speaker

	Other
	 
	
	 
	 
	

	Subtotal
	$0.00
	
	$0.00
	$0.00
	

	D. Corporate Business
	 
	
	 
	 
	

	Memberships
	 
	
	 
	 
	

	Professional Fees
	 
	
	 
	 
	

	Insurance
	 
	
	 
	 
	

	Other
	 
	
	 
	 
	

	Subtotal
	$0.00
	
	$0.00
	$0.00
	

	E. Communications
	 
	
	 
	 
	

	Newsletter
	 
	
	 
	 
	

	Other
	 
	
	 
	 
	

	Subtotal
	$0.00
	
	$0.00
	$0.00
	

	F. Programs/Services
	 
	
	 
	 
	

	1) Workshop series
	 50,000
	
	 
	 
	20 local councils -  1-2 sessions / yr 

	2) Northern Outreach
	10,000
	
	 
	 
	10 locations- room rental, artists fees, travel subsidy to volunteers

	3)
	 
	
	 
	 
	

	4)
	 
	
	 
	 
	

	Member Funding
	 
	
	 
	 
	

	Other
	 
	
	 
	 
	

	Subtotal
	$0.00
	
	$0.00
	$0.00
	

	TOTAL EXPENDITURES
	$0.00
	
	$0.00
	$0.00
	


	REVENUE
	Prior Year
	Budget
	Current Year Forecast
	Upcoming Year 
	Explanation

	 
	Actual (from audited financial statements)
	For coming year
	Projected to Year-end
	Budget 
	

	Fiscal Period (year) - (year)
	  
	
	 
	 
	

	A. Self-Generated
	 
	
	 
	 
	

	Membership Fees
	 
	
	 
	 
	

	Programs/Services 
	 
	
	 
	 
	

	Fundraising
	 
	
	 
	 
	

	Corporate Sponsorship
	 
	
	 
	 
	

	Donations
	 
	
	 
	 
	

	Other (i.e. Interest)
	 
	
	 
	 
	

	Subtotal
	$0.00
	
	$0.00
	$0.00
	

	B. Grants
	 
	
	 
	 
	

	Saskatchewan Lotteries Trust Fund - AGF
	 
	
	 
	 
	

	Saskatchewan Lotteries Trust Fund - Other
	 
	
	 
	 
	

	SaskCulture 
	 
	
	 
	 
	

	Municipal Gov't
	 
	
	 
	 
	

	Provincial Gov't
	 
	
	 
	 
	

	Agencies - Provincial – Arts Board
	 
	
	 
	 
	

	Agencies - Provincial - Other
	 
	
	 
	 
	

	Federal Gov't
	 
	
	 
	 
	

	Agencies - National
	 
	
	 
	 
	

	Community Initiatives Fund
	 
	
	 
	 
	

	Other
	 
	
	 
	 
	

	Subtotal
	$0.00
	
	$0.00
	$0.00
	

	TOTAL REVENUE
	$0.00
	
	$0.00
	$0.00
	

	Net Income/Loss for Period
	$0.00
	
	$0.00
	$0.00
	

	Accumulated Surplus/(Deficit)
	 
	
	$0.00
	$0.00
	


Appendix 6C: Preferred Example – Financial Report – Actuals to Budget (For Follow-Up Reports) 

	
	Name of Eligible Organization


	Fiscal Year (day/month) – (day/month)

	
	
	 

	EXPENSES
	Current Year
	Follow-Up Year
	Variance
	Explanation of Significant Variances

	 
	Board Approved

Budget
	Budget
	Actual (from audited financial statements)
	
	

	Fiscal Period (year) - (year)
	 
	 
	
	 
	 
	
	 

	A. Personnel
	
	 
	 
	
	 

	Administration:                  Salaries
	
	 
	 
	
	 

	Benefits
	
	 
	 
	
	 

	Programs/Services:           Salaries
	
	 
	 
	
	 

	Benefits
	
	 
	 
	
	 

	Subtotal
	
	$0.00
	$0.00
	
	

	B. Administration
	
	 
	 
	
	 

	Office
	
	 
	 
	
	 

	Other
	
	 
	 
	
	 

	Subtotal
	
	$0.00
	$0.00
	
	

	C. Travel/Meetings
	
	 
	 
	
	 

	Staff
	
	 
	 
	
	 

	Volunteers
	
	 
	 
	
	 

	AGM
	
	 
	 
	
	 

	Other
	
	 
	 
	
	 

	Subtotal
	
	$0.00
	$0.00
	
	

	D. Corporate Business
	
	 
	 
	
	

	Memberships
	
	 
	 
	
	

	Professional Fees
	
	 
	 
	
	

	Insurance
	
	 
	 
	
	

	Other
	
	 
	 
	
	

	Subtotal
	
	$0.00
	$0.00
	
	

	E. Communications
	
	 
	 
	
	

	Newsletter
	
	 
	 
	
	

	Other
	
	 
	 
	
	

	Subtotal
	
	$0.00
	$0.00
	
	

	F. Programs/Services
	
	 
	 
	
	

	1)
	
	 
	 
	
	

	2)
	
	 
	 
	
	

	3)
	
	 
	 
	
	

	4)
	
	 
	 
	
	

	Member Funding
	
	 
	 
	
	

	Other
	
	 
	 
	
	

	Subtotal
	
	$0.00
	$0.00
	
	

	TOTAL EXPENDITURES
	
	$0.00
	$0.00
	
	


	REVENUE
	Current Year
	Follow-Up Year
	Variance
	Explanation of Significant Variances

	 
	Board Approved

Budget
	Budget
	Actual (from audited financial statements)
	
	

	Fiscal Period (year) - (year)
	 
	 
	
	 
	 
	
	 

	A. Self-Generated
	
	 
	 
	
	 

	Membership Fees
	
	 
	 
	
	 

	Programs/Services 
	
	 
	 
	
	 

	Fundraising
	
	 
	 
	
	 

	Corporate Sponsorship
	
	 
	 
	
	 

	Donations
	
	 
	 
	
	 

	Other (i.e. Interest)
	
	 
	 
	
	 

	Subtotal
	
	$0.00
	$0.00
	
	

	B. Grants
	
	 
	 
	
	

	Saskatchewan Lotteries Trust Fund - AGF
	
	 
	 
	
	

	Saskatchewan. Lotteries Trust Fund - Other
	
	 
	 
	
	

	SaskCulture 
	
	 
	 
	
	

	Municipal Gov't
	
	 
	 
	
	

	Provincial Gov't
	
	 
	 
	
	

	Agencies - Prov - SAB
	
	 
	 
	
	

	Agencies - Prov - Other
	
	 
	 
	
	

	Federal Gov't
	
	 
	 
	
	

	Agencies - National
	
	 
	 
	
	

	Community Initiatives Fund
	
	 
	 
	
	

	Other
	
	 
	 
	
	

	Subtotal
	
	$0.00
	$0.00
	
	

	 
	
	 
	 
	
	

	TOTAL REVENUE
	
	$0.00
	$0.00
	
	

	Net Income/Loss for Period
	
	$0.00
	$0.00
	
	

	Accumulated Surplus/(Deficit)
	
	 
	$0.00
	
	


[image: image1.jpg][image: image2.jpg]



	SUCCESS STORY #1

	CONCEPT:



	WHY IS THIS IMPORTANT TO US?



	TIME FRAME:

	CONTACT NAME:

	ORGANIZATION:

	CONTACT PHONE:
	CONTACT EMAIL:

	PHOTOS: Y or N
	OTHER:


	SUCCESS STORY #2

	CONCEPT:



	WHY IS THIS IMPORTANT TO US?



	TIME FRAME:

	CONTACT NAME:

	ORGANIZATION:

	CONTACT PHONE:
	CONTACT EMAIL:

	PHOTOS: Y or N
	OTHER:


	SUCCESS STORY #3

	CONCEPT:



	WHY IS THIS IMPORTANT TO US?



	TIME FRAME:

	CONTACT NAME:

	ORGANIZATION:

	CONTACT PHONE:
	CONTACT EMAIL:

	PHOTOS: Y or N
	OTHER:



ORGANIZATION NAME
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SUBMISSION
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