User guide
Arts-activity-report website

How to fill out an arts activity report

Before you fill out the Arts Council’s arts activity website, we advise you to read this
user guide carefully.

Terms used within the portal are explained in the glossary at the end of this guide.

IMPORTANT: save your work regularly while using the website to prevent losing data.
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1. Introduction

The Arts Council’s Arts Activity Report (AAR) website is part of a project to gather data
on the outcomes of our investments. This follows our commitment as part of the
Developing Capacity goal within our ten-year strategy to more clearly demonstrate the
outputs and outcomes of our investments, and to inform our advice and advocacy.

We are doing this for a number of reasons:

e To gather data about the outputs of our investments in a consistent manner and in a
usable format

e To understand better the impact of our investments in aggregate

e To help funded arts organisations to better understand the context in which they
make work

e To make a more detailed and better case about the outcomes of our work as the
national development agency for the arts

e To assist us in the development of policy on a national basis

e As a means of tracking the performance of funded organisations against their own
targets, and to assist them in identifying areas for improvement

In simple terms, what we want to be able to understand very clearly from this process is
how many people are benefiting from work supported by the Arts Council,
whether they are:

e Artists who are funded to make work and to develop their practice

e Artists who are employed, contracted or commissioned as part of the creation,
production, presentation and/or delivery of arts activities or artworks

e Other professionals who are employed in the delivery of arts activities
e Volunteers assisting in the delivery of arts programmes

e Members of the general public engaging with the work as readers, listeners, visitors,
audience members, attenders or as participants in arts activities

¢ Targeted groups engaging with, or participating in, arts activities in particular
settings

In addition we want to get better at understanding the direct costs of creating and
making artistic work, as well as the levels of other income generated through Arts
Council funded activity.

The arts activity-report data will be asked for at three stages throughout the application
and funding cycle:

1. At the application stage - this is known as the forecast arts activity report (currently,
this data is entered by means of the AAR template)

2. At the revised-plan stage. You will complete this if your application for funding is
successful in order to confirm the activities that you plan to undertake using the
funding you have been granted. This is known as the budget arts activity report.

3. At the final-payment stage. This will allow you to report on what actually happened
with regard to the funding offered. This is known as the actual arts activity report.

The process for entering data is slightly different according to the stage of the
application and funding cycle at which you are entering data. This guide provides advice
3



on how to complete the second and third stages: the budget arts activity report and
the actual arts activity report.

Budget arts activity report: you will be asked to provide information on your core income
and expenditure and to provide data on your planned activities for the year.

Once the budget activity report has been completed by you and approved by the Arts
Council, your next step will be to upload the report as a PDF to the Arts Council Online
Services website as part of the payment process.

Actual arts activity report: you will be asked to provide information on your core income
and expenditure and to provide data on the activities that took place in the previous year.

2. Some key points to remember

Not every part of the website will relate to everything that you do. You do not have to
answer or enter data for every single line. But we do ask you to try where you can.

Every activity that you undertake/undertook should have an engagement number, even if
there is only one. (For example, ‘We commissioned a composer to write a new score.’
Engagement number: 1).

Not all phrases or terminology will be the same as the terms that you may use. In terms
of financial information, where we could we have used terminology that regularly
appears in audited accounts that we receive every year. We ask that you do your best to
fit your own figures into these fields, even if they do not exactly match the way you
budget or account for spending.

The website is designed to cover the entire range of artforms and arts-practice areas
that the Arts Council supports. Therefore, some language may not feel entirely
appropriate to the area you work in, but we have endeavoured to explain what terms
mean so that they cover as many possibilities as they can.

Certain terms, such as ‘engagement’, have specific meanings in the context of this data-
collection process. Do not assume that you understand what a word or heading means,
but check it in the glossary at the end of this document.

The process is about getting accurate and usable data on the number of people
benefiting from Arts Council investment. It is a tool for analysis and for reporting on arts
activities supported by the Arts Council. It is therefore important that you are as
accurate as possible with your figures.

This is the first time that the Arts Council has attempted to gather data in this systematic
way. It is an ongoing process that we plan to improve over the coming years. We

are new at this, and we are aware that it may cause frustration in some cases. If you
have any difficulties, please get in touch with your main point of contact in the Arts
Council, and we will do our very best to help.



3. Logging in

1. Open a web browser and enter the following address: https://aar.artscouncil.ie

Enter the ARN login details for your organisation.

3. The password is the same as for the Online Services website where you submit
applications and request payments. Enter your Online Services password.

4. Click the ‘Login’ button.

N
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Arts activity report portal

If you have forgotten your password, you can request a nhew password by clicking on the
Forgot/Request online services password link.



https://onlineservices.artscouncil.ie/PasswordRetrieval.aspx

4. Logging out

To log out of the site click the ‘Logout’ option at the bottom of the navigation menu on
the left-hand side of the screen.

NOTE: be sure to save any data you have inputted before logging out. It will be there
the next time you log in.
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5. Select application that you want to enter data against
Once you have logged in, you will see the reports selection page of the site, called ‘Your
reports’.

This page lists all of the applications for your organisation. (For now, as the website is
new, there will only be one or very few applications. Over time, you will see historic
funding applications.)

Click on the application® into which you want to enter data.

APPLICATION ID NUMBER FUNDING TYPE || ACTIVTYREPORT TYPE ARN

Your reports Applicant name: Aar Test Org ARN: 65540

Select the appjation ID below that you want to enter data againt by hovering over it and clicking
You can creafe two types of reports to draw down funding on tife online services website

1. The Hudget activity report (B-AAR) is required to dfaw down your second payment after you
havg been approved for funding, and is used to cof the activities you plan to undertake

v 2. Thf actual activity report (A-AAR) is required tofdraw down your final payment in the following
fufiding year and allows you to report on how yoyfhave used your funding
@ Hep Bl oowniffad
@ Privacy policy > Application ID Application name and funding type Activity report type Status Last modified
[ Logout s A325021 AAR Test app Budget Draft

2019 - Strategic Funding - Architecture

A325921 AAR Test app Actual Dran
2019 - Strategic Funding - Architecture

In order to enter ‘Budget’ information, you should select and application with the Activity
report type ‘Budget’.

In order to enter ‘Actual’ information, you should select an application with the Activity
report type ‘Actual’.

! NOTE: although you are being asked to enter data against an application that has been successful and
against which you have been awarded funding, for ease of reference we are still using the application ID

number.
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6. Dashboard

You will be brought to the ‘Financial summary’ dashboard for the application you have
selected.

The dashboard shows the overall calculations for the report related to the application at
the current stage in the AAR process. All of the figures on this page are calculated
automatically. You cannot edit, click on or select any of the figures displayed within the
dashboard.

When you first log in, all of the amounts will be defaulted to zero (except for the Arts
Council funding amount). This is because you have not entered any figures yet. Once you
begin to enter figures and save them, the dashboard will update. As long as you
remember to save as you go along, figures you enter will remain visible in the dashboard
even if you log out and log in again at a later point.

If you are entering actual (A-AAR) data, any figures that you previously entered as part
of the budget (B-AAR) process will be displayed.

The amount of funding you have been offered will be displayed in the bottom centre cell,
under ‘Arts Council funding amount’.

@) reo >
@ Paecypory >

(3 wozoat >

The figure to the bottom left of the dashboard is the ‘Required amount’. This is simply a
calculation based on your total costs minus your total income.

The figure in the bottom-right cell is the ‘Surplus/deficit’, which is the difference
between the required amount and the offered amount.

Once you have entered all of your core costs and activity costs, along with any income
you plan to generate/earned, the ‘Required amount’ should be more or less equal to the
‘Arts Council funding amount’ shown. If it is not the figure to the bottom right of the
dashboard will show either a surplus or a deficit. In the event that the surplus or deficit
being shown is greater than 5% of your turnover, you must provide a reason for this in
the text box below the ‘Surplus/deficit’ figure.

Remember: you cannot edit the figures on this page - they will only update as you

enter data into the core-costs and activity-costs sections of the website.
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7. Core expenditure

This is where you enter details of your core expenditure, should you have any. These are
all costs directly associated with the day-to-day running of an organisation. If you do not
have any core costs, you can leave this section blank, and move on to Section 7:
Activities.

The core costs for the application are displayed on this page in three different sections:
Section A: Core and administrative expenditure
Section B: Income not directly related to activity (INDRA)
Section C: Number of whole-time-equivalent staff

Information on how to complete these sections is offered below.

To begin entering core data, click on the ‘Add or edit core costs’ button just below the

financial-summary information. I
5 Review and submit report Acghicant name: Asr Test Oy ARN: 65540
zarts PO
council Appicaton IO Funang Aotity report type statue
schombhairle Az25820 2018 - Svmtepic Funding - Acheecire Buzget Crs®
ealaion
Financial summary
TS Seiw Wil S8 CHICLISNS 8N LOOHES 83 873 when yTu enter fgures
Once you have entered 81 of your igures, the “ReQured amount SACUIS De Mare or jess euel 12 e AT narg nre
eventingt RS ASt, the fgure 15 e DCESM Gt Of the SESNDOS'T A SAOA BTher 8 STDLS O 8 SEASE P e matine sumis o
Shoun I3 grester hen % of your RrMCVEr yOU MUK DrovICe 8 reesd” %or Tig In the text Dox De Qe
TS cegin entening Sore Sata O IOty Sate, SICK Cn eRner the ASD of erAcscr 2308 ceow
Tetsl core excensture e ey Total expenciture.
€0.00 €0.00 €0.00
mCome ot SrecTy reimied 0 ety T ey Total Income:
€0.00 €0.00 €0.00
Requires @ A Cowmct smount o
€0.00 €10,000.

Add or edit activity costs 8

Preview and submit report

Previes the POF report 19 De sudmitted 20 Ans Councl for agprvel Buomt reccn o0 800rove! Oy e Nead o e

(A Creste Preview Report » Submat report




Section A: Core and administrative expenditure

Core expenditure - also known as overheads, operating or fixed costs — are any day-to-
day costs associated with running your core business. These are costs such as staff
costs, rent, mortgage, utilities or day-to-day administration costs that have to be met
irrespective of whatever specific arts activities are happening at any given time.

You should use the budget-line items in the fields provided to list your core expenditure.
It may be that the name in every budget line will not match exactly the terminology that
you use, but we ask that you do your best to match your own budget items to the items
as given in the portal.

Remember; at the point of entering budget date, you are estimating for the year
ahead. At the point of entering actual data, you are reporting on what actually occurred
in the previous year. Therefore, the amounts you enter should tally as closely as
possible to your own financial reports.

Core and administrative costs and staff numbers
Applic Funding Activty report Status

plication ID Funding

Section B: Income not directly related to activity (INDRA)

This is any income that comes into your organisation that is not directly attributable to
specific artistic activities. This may be local-authority grant funding, sponsorship or
fundraising that you are not attributing to a particular activity but which you are setting
against your overall costs.

Any income that is not directly attributable to specific artistic activities should go here.
Section C: Number of whole-time-equivalent staff (WTE)

Whole-time equivalent (also known as full-time equivalent) is a unit that indicates the
status of an employed person in a way that makes workloads comparable across various
contexts.

A WTE figure of 1.0 will correspond to an employee who works full-time. An employee
working half-time, therefore, would be 0.5, while an employee working, for example,
four full days per week would be 0.8.
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Using the examples above, one full-time, one working four days per week, and one half-
time employee would give an overall WTE figure of 2.3.

These figures should be broken down between artistic personnel and non-artistic
personnel. If an employee’s role involves both artistic and non-artistic tasks, you can
break down their role in proportion to how much time they spend on each. For example,
a full-time artistic director’s role might be 0.8 artistic and 0.2 non-artistic. Again, using
the example above, this would give a total artist WTE of 0.8, and a total non-artist WTE
of 1.5.

You should give as close an approximation and breakdown of the information as you can.
The purpose is to give the Arts Council an aggregated overview of the number of people
employed on an ongoing basis through Arts Council-funded organisations.

Once you have inserted your entire core costs, incomes not directly related to activity,
and WTE numbers, you can click ‘Save’ at the bottom-right corner of the screen. You can
then click on ‘Back to dashboard’ at the top of the screen to bring you back to the
financial summary page. You should notice that core costs have now updated in the
financial summary.

Core and adm nistrative expenditure, income and staff numbers Agphcant name: Organmsation Ase Test ARN. 53055

E Yorrepom

@ Dashioars
@ wep

@ Pracypokey

@

NOTE: it is very important to click the ‘Save’ button before moving on, otherwise
anything you have inputted will be lost.
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8. Activities

Once you have completed the core-expenditure section (or in the event that you don't
have any), you can move on to providing details about your proposed activities. The
information asked for is in four parts:

e Activity description
e Activity data

e Activity costs

e Activity income

Click on the ‘Add or edit activity costs’ button to enter the activities section.

Lead Role Workshop 2018

Application ID Funding Activity report Status

= Yourreports >

@ ODmshbosrd >
@ Hep >

Blss S . |

‘ Add or edit activity costs 8 )

[A Preview PDF report + Submit report

NOTE: the portal allows for a maximum of twenty activities in total. If your organisation
is proposing a larger number of separate activities, you should bring them together and
group them, either by artform, by audience target or by season.

For example, as an arts centre, you might present your activities as:

e Theatre programme

e Dance programme

e Music programme

e Visual-arts programme

e Programme for children & young people
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8.1 Activity description

The activity description is general information about the activity. Here we ask you to tell
us:

a. The name of the activity (this should match the name you gave the activity when
applying for funding)
b. The artform of the activity (you do this by choosing from a drop-down list)

c. The type of activity (you do this by choosing from a drop-down list)
d. The target audience or group for the activity (you do this by choosing from a drop-
down list)
Direct activity costs - activity description Applcant name: Aar Test Org ARN: 65540
Application ID Funding Activity report type Status
AZ25021 2010 - Strategic Funding - Architecture Budget Draft
wde for detailed description of how to complete this section of the report
= oumposRRA  Activity description
@ Dashboard > Activity name © Activity Test 1
@ Help > Anform © Dance v
® e 5 Activity type O Ticketed performance or event v
Primary target of actvity © Families v
(3 Logout >

8.2 Activity data
This is mainly numeric information, as follows:

a. The audience or engagement number, whether they are paying or not paying to
engage with the activity (see Section 7.5 below on setting target numbers)

b. The number of artists employed, contracted or commissioned to undertake the
activity

c. The number of other professionals employed to undertake the activity

d. The number of performances, events or objects (e.g. books) generated by the
activity

NOTE: the numbers employed within activities are not provided on a WTE basis. Each
person employed or contracted should be listed simply as one person employed. The
word ‘employed’ is used to signify any artist who is contracted, whether they are paid by
means of a fee, commission or through your organisation’s payroll system.

In addition, you will be asked to certify whether or not your organisation has a box-office
or other system that can verify the audience figures provided.

13



;?'arts Activity data
councll

gchombhairle
ealaion Does this Activity use your Sox Office System? © Yes @ No () Don'thave a Sox Office System

Audience / number of engagements - paying O 0
Audience / number of engagements - free O

Number of artists employed O

Number of others employed © 0

Number of performances / objects / events © 0

8.3 Activity costs
Here we ask for a breakdown of the costs associated with the activity. These are:

Fees or wages to artists

Fees or wages to non-artists

Production, making, publishing, exhibition, logistical costs
Marketing/PR costs

Administration costs directly related to the activity

f.  Any other costs (which you will be asked to name)

®opo oo

g 9{ rlltc% Activity costs

zchombhairle Identify any expenditure directly related to this activity from the list provided

Artist fees / wages @ € 000
Non-artist fees / wages @ € 000
Production / making / publishing / exhibition / € 000
logistical costs @ -
Marketing / PR costs @ €| coo
U.00
Admin costs directly related to activity @ € | 000
Other costs (please specify) € | 000

List cost(s) and amount(s)

Total:  0.00

8.4 Activity income

Here we ask you to provide a breakdown of any income you anticipate generating, or that
you generated, as a result of the activity, as follows:

Earned income through tickets sales, admissions, book sales, or other art sales
Guarantees from presenting partners (such as a venue)

Income from sponsorship

Income from fundraising or development

Income from philanthropic donations

Local-authority funding that you are investing directly to the activity

SO0 oo
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g. Other grant funding that you are investing, excluding funding from the Arts
Council

h. Other grant income, including funding from the Arts Council*

i. Other income (which you will be asked to name)

* This is any Arts Council income you may have from other programmes offered by the
Arts Council.

@ Oathboard
@ Hep

B togont

Once again it is very important to click the ‘Save’ button before moving on, otherwise
anything you have inputted will be lost.

If you want to cancel entering activity data, you can do that at the bottom of the screen,
or alternatively delete an activity if you want to remove it.

For each individual activity that you plan to undertake - up to a maximum of twenty
- you can repeat the process outlined in this section.

Once you are happy that you have entered data against all of your activities, and saved
them, you can click back into the summary page, by clicking ‘Dashboard’ in the left-hand
navigation menu.

8.5 A note on setting engagement target numbers
Paid engagements

The Arts Council is interested in collecting audience and engagement data where there is a
direct engagement with an arts activity, event or object. You should not include secondary
engagements, such as the broadcast of a book or poem on radio, or a publication in a
newspaper, or a broadcast of an event after it has occurred where the broadcast is not the
primary form of dissemination for that event.

You should be confident in setting your paid-engagement target numbers for the year ahead
that you can stand over the figures you provide.

Where you are providing actual engagement figures for the previous year, you should be in a
position to verify these where possible by means of a box-office system or sales report,
where appropriate.
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Free engagements

If your activity is free and does not involve a ticketing system, you should base your
engagement targets on a verifiable method for collecting this type of data.

If you need guidance on how to calculate exhibition attendance, we recommend this report:

http://artsaudiences.com/wp-content/uploads/2013/11/Here-and-Now-Sketches-of-my-
audience-2013-Public-Dissemination.pdf

Some examples of acceptable methods for outdoor/spectacle events are set out in the Irish
Street Arts, Circus and Spectacle guide:

http://www.isacs.ie/images/documents/ISACS-street-arts-handbook.pdf

In all cases, when projecting engagement numbers for the period ahead, we expect you to
be both realistic (basing your projections on previous experience and/or other knowledge)
and ambitious (looking to either increase your engagements or deepen the engagements
you may have).

When reporting on your actual numbers for the previous year, it is important that you can
stand over the figures that you provide by means of a verifiable method of collecting this
data.

The Arts Council has produced a guide for setting an audience target, which you can find at
this link:

http://www.artscouncil.ie/uploadedFiles/wwwartscouncilie/Content/Arts in Ireland/Strat
egic Development/How-to-set-audience-target.pdf

Online engagements

Where you or your organisation provides artistic experiences or services online, such as an
online publication, downloadable or streamed artwork, etc., you should include these in your
engagement figures.

You may not include engagements either online or offline that are of a marketing nature,
such as the number of unique visitors to your website or the number of people who sign up
for a mailing list.
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9. Uploading your completed data set

At the bottom of the dashboard page is a section called ‘Preview and submit report’. This
section is used to submit the data you have entered.

Before you click on submit, you can review the data you have entered by clicking on the
‘Create Preview Report’ button. This will open a new window and allow you to view all of
the data you have entered. You can then review it to verify that you are happy that all of
your data is gorrect.

review and submit report

u the PDF report to be submitted to Arts Council for approval Submit report for approval by the head of team

[A Create Preview Report

Once you have checked everything and are happy, you can click on the ‘Su mit report’
button.

A pop-up box will ask you if you are sure you want to proceed. Assuming you are happy,
click on ‘Submit’.

Confirm submission

Are you sure you want to submit all the data for this stage?

WARNING! Once submitted, this action cannot be undone
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10. What happens next?

What happens next: Budget arts activity report (B-AAR)

Once you have submitted your data, it will be reviewed by your artform manager in the
Arts Council. Assuming that everything is fine, it will be marked as ‘approved’ and you
will receive an email to this effect. The next time you log in to the portal, you will see
that the data you have entered has a status of ‘approved’.

In the event that there is an issue with the data you have entered, we will contact you
and ask you to alter any information that we think needs to be corrected. You can do
this as many times as required until the data set is filled out correctly, so there is no
need to worry about making errors the first time you fill out the information.

Once your data set has been reviewed and approved, you will be able to generate what
is called a B-AAR report. Once you create this report, you must upload it through your
Online Services acgount.

Click 'On *eNEs Report’ button to create POF and upload into Online Services

NOTE: once your B-AAR report is approved, you will not be able to edit or change the
report.

What happens next: Actual arts activity report (A-AAR)

Once you have submitted your data, it will be reviewed by your artform manager in the
Arts Council. Assuming that everything is fine, it will be marked as ‘approved’ and you
will receive an email to this effect. The next time you log in to the portal, you will see
that the data you have entered has a status of ‘approved’.

In the event that there is an issue with the data you have entered, we will contact you
and ask you to alter any information that we think needs to be corrected. You can do
this as many times as required until the data set is filled out correctly, so there is no
need to worry about making errors the first time you fill out the information.

Once your data set has been reviewed and approved, you will be able to generate what is
called a A-AAR I&E report. Once you create this report, you must upload it through your
Online Services Account.

Getting help

If you need any help in filling out the AAR data, in the first instance you can contact your
arts team in the Arts Council, which will be able to direct you.
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APPENDIX: Glossary

This glossary has been arranged alphabetically. This gives explanations for the
terms used to capture data within the AAR portal.

Accounting/professional-servicefees

Fees for professional services, such as
accounting or legal

Activity name

The name you give to an individual
activity. This might be the name of a
specific artwork or, in certain cases, a
generic name, such as ‘Music programme’
or ‘Work for children’. The activity name in
the arts activity report should match the
activity name you used in your application
form.

Activity type [choose from drop-down
list]

Choose the activity type from the drop-
down list that most closely matches the
nature or sort of activity

Admin costs directly related to activity

Administration overheads directly related
to an activity (e.g. phone costs, office
costs)

Artform [choose from drop-down list]

Choose the primary artform from the drop-
down list that most closely matches the
artform that the activity represents. Or
choose ‘more than one artform’ if required.

Artists employed: number

This is the number of artists employed,
contracted or commissioned directly in the
making or delivery of an activity. For the
purpose of data collection, the term ‘artist’
is taken to mean anyone whose main role
is the creation, delivery or facilitation of art
- e.g. a production manager, an editor, a
producer, a visual-arts technician, a stage
manager, the graphic designer of a book
cover. Note: if you are a presenter, venue
or festival, and you are not directly
employing the artists to deliver the
activity, leave this blank.

Artists’ fees/wages/royalties

Fees, wages or royalty payments to artists
who are employed, contracted or
commissioned as part of the delivery of an
activity, whether paid by fee or through
your organisation’s payroll system. Note:
if you are a venue or festival and you are
paying a fee or guarantee to a visiting
artist or company, enter that amount here.

Artist-focused/artformdevelopment
activity

Any activity where the main focus is on
supporting artists and helping to develop
their practice or their work, or ancillary
events such as information clinics,
seminars or conferences aimed at
professional artists

Artists/arts professionals

Where the primary target or focus of an
activity is artists and/or arts professionals,
with a view to assisting in their
professional development
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Audience/engagement number: free

The number of people engaging in or with,
or benefiting from, an activity, and who are
doing so without paying (e.g. an outdoor
event) — OR the number of artists
benefiting from an initiative, resource or
service. This could include complimentary
tickets to opening nights, or review copies
of books. Note: in this context the word
‘engagement’ is not taken to mean
engaging the professional services of an
artist — that would go under ‘Artists
employed’; nor is it taken to mean the
number of performances of a concert or
other programme. That would go under
‘Number of performances/objects/events’.

Audience/engagement number:
paying

The number of people engaging in or with,
or benefiting from, an activity, and who are
paying (e.g. a ticketed event or book) -
OR the number of artists paying to
participate in an initiative, or to avail of a
resource of service. Note: in this context
the word ‘engagement’ is not taken to
mean engaging the professional services of
an artist — that would go under ‘Artists
employed’; nor is it taken to mean the
number of performances of a concert or
other programme. That would go under
‘Number of performances/objects/events’.

Bank charges/interest

Charges or fees levied by your bank

Book/publication

The publication of a book, magazine,
journal, etc.

Broadcast/online/digital distribution
of work

The broadcast of a work — e.g. a musical
performance, online artwork, the online
publication of a magazine or journal

Children (0-15)

Where the primary target of an activity is
children up to fifteen years of age

Community Employment Scheme:
number

Enter the number of people employed by
your organisation through the Community
Employment Scheme or a similar scheme

Contingency

Budgetary provision for unanticipated
expenditure

Core expenditure

Ongoing expenditure that must be met
regardless of how many individual activities
your organisation is undertaking at any
given time

Cost of merchandising/bar sales

Expenditure associated with running a
bar/café or from selling merchandise -
usually, but not always, in the context of a
venue

Do you have a box-office system or
other process that can verify these
| figures? (Y/N)

Please select Yes if your organisation has
its own box-office system.

Earned income (income from ticket
sales or sales of publications or art
sales/object sales)

Income from ticket sales or the sales of
books, publications or other art objects
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Exhibition A visual-art exhibition, including gallery
installations of sculpture, art film, sound
installations, etc.

Families Where an activity would be suitable for

adults and children to attend together

Fundraising/development [within core
income]

Income earned through a fundraising or
development function within your
organisation - e.g. friends’ scheme,
membership scheme

Fundraising/development [within
activity income]

Fundraising or development income you
are investing directly in the activity

General fundraising/development
costs

Costs associated with a fundraising or
development function within your
organisation

General marketing/PR

General marketing or PR costs not directly
related to artistic activities

General public

Where the primary target of an activity is
not specified but is open to anyone to
attend or to engage with (although the
work is unlikely to be suitable for children)

Governance costs

Costs directly related to meeting
governance requirements - e.g. company
registration, filing of returns

Grant funding: international [within
core income]

Funding from international-funding or
grant-giving bodies

Grant funding: international [within
activity income]

Finding from international-funding or
grant-giving bodies that you are investing
directly in the activity

Grant funding: national (excluding
Arts Council) [within core income]

Funding from national grant-giving bodies,
excluding the Arts Council

Grant funding: national (excluding
Arts Council) [within activity income]

Funding from national grant-giving bodies,
excluding the Arts Council, that you are
investing directly in the activity

Grant funding: other (including other
Arts Council funding) [within core
income]

Other grant funding received, including
other grants from the Arts Council. Note:
this does not include the core grant for
which you are entering data.

Grant funding: other (including other
Arts Council funding) [within activity
income]

Other grant funding received, including
other grants from the Arts Council, that
you are investing directly in the activity

Guarantees, fees, rental or other
income from presenting partners

Fees or guarantee you are receiving from,
for example, a presenting partner, venue
or festival. For a venue, this may be the
rental income from a producer or
presenter. It is not a cost.

Income from art-publication sales
(e.g. back-catalogue sales,
commissions on artworks)

Income generated from sales of previously
produced or created artworks that are not
part of the current year’s activities

Income from merchandising/bar sales

Income associated with running a bar/café
or selling merchandise - usually, but not
always, in the context of a venue

Income not directly related to activity
(INDRA)

Income you may earn or receive which is
not directly a result of, or relatable to,
specific artistic activities

Insurance

General insurance costs
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Local-authority funding [within core

Funding received from the local council

income]
Local-authority funding [within activity Funding received from the local council
income] that you are investing directly in the

activity

Maintenance/repairs

Ongoing repairs and maintenance to your
building or facilities

Marketing /PR costs

Marketing or PR costs directly attributable
to an arts activity and which are part of the
budget for that activity

Miscellaneous expenses

General expenditure on small items, petty
cash, etc.

New-work development activity

An activity where the purpose is the
development of a new piece of work - e.g.
the dramaturgical process for a new play,
the editing process for a new book, etc.

Non-artist fees/wages

Fees or wages to other professionals who
are employed, contracted or commissioned
as part of the delivery of an activity,
whether paid by fee or through your
organisation’s payroll system

Non-ticketed performance or event

Any event (e.g street performance, parade,
outdoor show) where people do not need to
purchase a ticket to attend

Number of
performances/objects/events

The number of performances of a concert,
play or other performance, or the print run
of a publication, or the number of days
that a gallery exhibition is open to the
public. Note: a series of classes or
workshops aimed at the same group of
people (e.g. children) should be classified
as one event. A single activity over a
number of days or weeks (e.g. a workshop
or a period of development of a hew work)
should also be classed as one event. There
may be types of activities where there are
no tangible outcomes that can be counted
in this way.

Officeadmin/postage/IT/phone

General office-administration costs

Others employed: number

The number of non-arts professionals
employed or contracted in the delivery of
an activity. Note: if you are a presenter,
venue or festival, and you are not directly
employing people to deliver the activity,
leave this blank.

Participatory, education or outreach
activity

Any activity where the main focus is
engagement with members of the public or
with a particular community of people

Philanthropic donations [within core

Donations from philanthropic sources

income]
Philanthropic donations [within activity Philanthropic income you are investing
income] directly in the activity
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Primary target of activity [choose from
drop-down list]

The main audience target or grouping that
an activity is aimed at. Choose the target
group from the drop-down list that most
closely matches the activity.

Production and/or distribution of
artefact

The creation of a painting, sculpture or
other art object for sale or for display, but
which may not form part of an exhibition

Production/making/
publishing/exhibition/
distribution/logistical costs

The physical costs of mounting a
production (e.g. set building, lighting hire,
paint), printing, binding and distribution of
a book, hanging an exhibition, etc.

Rent/mortgage

The rent or mortgage cost on your main
office space and any storage space you

may have. It is not the cost of renting a
rehearsal space or venue for an activity.

Rental income

Income you may earn from the rental of
space for events or launches, etc. It is not
income from direct rentals for arts
activities (e.g. a theatre company renting
the theatre for plays, performances).

Research/archiving/digitisation

Any activity where the main purpose is
research, or the archiving or digitisation of
materials relating to arts practices

Salaries: all other staff

The combined salaries of all other
permanent staff not listed above. Note:
this does not include freelance staff hired
to undertake artistic activities.

Salary: artistic director/executive
director/executive producer/
general manager

The salary of the artistic director, executive
director (if not the CEO), executive
producer, joint CEO, general manager or
second-in command of your organisation.
It should be inclusive of employer’s tax and
pension contributions.

Salary: director/artistic director/CEO

The salary of the lead person in the
organisation - i.e. the person responsible
to the board for the organisation’s
performance. It should be inclusive of
employer’s tax and any pension
contributions.

Sponsorship [within core income]

Income (or income-in-kind) from
sponsorship

Sponsorship [within activity income]

Sponsorship you are investing directly in
the activity

Targeted communities

Where the primary target of an activity is a
specific group or community of interest -
e.g. older people, people with disabilities,
particular geographic areas

Ticketed performance or event

Any event (e.g. play, music recital,
concert, film showing) where people buy
tickets to attend

Utilities

Electricity, heat, waste collection costs,
etc.
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WTE artistic number

The whole-time-equivalent hours per week
that artistic staff work for your
organisation - e.g. an artistic director who
works 2.5 days per week would give a WTE
of 0.5. For the purpose of data collection,
the term ‘artistic’ is taken to mean anyone
whose main role is the creation, delivery or
facilitation of art - e.g. artistic director,
producer, production manager, visual-art
technician, curator, editor.

WTE non-artistic number

The combined whole-time-equivalent hours
per week that non-artistic staff work for
your organisation, such as administration,
finance, marketing staff — e.g. a full-time
administrator, a full-time accounts person
and a half-time marketing person would
give a combined WTE number of 2.5

Young people (16-23)

Where the primary target of an activity is
young people between the ages of sixteen
and twenty-three - e.g. youth theatre,
youth dance, young writers
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