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ARTS COUNCIL

FAYETTEVILLE/CUMBERLAND COUNTY





PARTICIPANT LOG INSTRUCTIONS
DEADLINE: June 14, 2012 @ 5PM

· We recommend that one or two people be responsible for maintaining this log throughout the year. Anyone making entries to the log should be familiar with Excel. If unsure on how to fill out the log, please contact the Arts Council and we will be happy to help.
· Throughout the year please keep track of ALL participants. This includes board and staff members, participating artists, volunteers and your audience. The earlier you start collecting this data, the easier it will be to compile this data for the final report. 

HOW TO FILL OUT THE LOG

 (The following set of instructions should be followed for each event)

· Go to the BLUE “Place Organization Name Here” in cell A3 and enter the name of your organization.
· Go to the BLUE “Event Name X” in row 4 and enter the event name. Repeat the following for each event in your series.

· Enter the Total Artists, Board, Staff, Volunteers and Audience totals in rows 6-10 in the appropriate EVENT column.

· Enter the event-specific PARTICIPANT ETHNIC DIVERSITY stats for Artists, Board, Staff, Volunteers and Audience in the appropriate rows.  The ETHNIC DIVERSITY totals for each category should be checked against the totals you entered in rows 6-10 in the previous step.

· Enter the event-specific PARTICIPANT OTHER DIVERSITY stats for Artists, Board, Staff, Volunteers and Audience in the appropriate rows.  The OTHER DIVERSITY totals for each category will NOT necessarily match the totals you entered in rows 6-10.
· Enter the Artist ETHNIC DIVERSITY stats for all artists listed above in Participants. The ARTIST ETHNIC DIVERSITY totals for each event should be checked against the totals you entered in B6.
· Enter the Artist OTHER DIVERSITY stats for all artists.  The ARTIST OTHER DIVERSITY totals for each category will NOT necessarily match the totals you entered in row B6.
· Enter the NC Artist ETHNIC DIVERSITY for artists from North Carolina included in the figure in B6. The NC ARTIST ETHNIC DIVERSITY totals for each category will NOT necessarily match the totals you entered in row B6.
· Enter the NC Artist OTHER DIVERSITY stats for artists from North Carolina included in the figure in B6. The NC ARTIST OTHER DIVERSITY totals for each category will NOT necessarily match the totals you entered in row B6.
We realize that much of the volunteer and audience stats (especially event-specific ETHNIC and OTHER DIVERSITY) are ESTIMATES.  Please just give us your best estimates when exact totals aren’t available.  If you maintain this log throughout the year, you’ll have it ready to turn in (electronically via email or a hard copy) with your final report on June 14, 2012.
Please call Margo Jarvis with questions at 910-323-1776.
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