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CONFERENCE GRANT REPORT FORM
Please report on all the fields included below limiting your report to no more than 500 words. An itemised financial statement and other requested materials must be attached as appendices.  
	Reference number
	
	Report date
	

	Organisation name

NB: Universities should include Faculty and full name of School/Dep’t/Centre
	

	Author of this report (include prefix)
	

	Author’s role in conference 
e.g. conference convenor 
	

	Grant amount
	
	Date awarded
	

	Conference title
	


	Please summarise the purpose of the conference and the benefits brought by the funded speaker(s).

	

	Were there any changes from the original proposal and/or your proposed budget? Outline the reasons for any change(s).

	

	What were the key messages or lessons presented at the conference by the person(s) funded by this grant.

	

	What feedback has been received from attendees at the conference?

	

	Has the speaker(s) funded by the grant received publicity or further disseminated this work?  

	

	What was the impact of the conference? Include mention of any potential future collaborations.

	

	FINANCIAL STATEMENT

	A statement of total income and expenditure is required. It must be signed and dated by the relevant authorised person (eg Research/Grants Management Accountant, CFO, CEO) with itemisation of:

· the amount received from the Foundation

· the cash financial contribution from your organisation

· other funding sources and the amounts received from each

· amounts expended and 

· the balance remaining at the date of this report.

	IN ADDITION, PLEASE PROVIDE

	At least one photo (high-res digital images) of the conference (eg presentations/keynote speakers etc). You must ensure that all rights, consents, licences and permissions have been obtained prior to submitting images. Images sent to the Foundation should include captions, names of any people pictured and any acknowledgements required. The provision of information and images will be taken as permission to reproduce and publish.

Copies of any related publicity, reports etc.                                                   

	Note: Please provide both an electronic and hardcopy of the report. 
Electronic copies can be emailed to conference@ianpotter.org.au with the reference number in the subject line. 
The hardcopy should be posted to:

The Ian Potter Foundation
Level 3, 111 Collins Street
Melbourne VIC 3000
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