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As outlined in the Letter of Offer, this report must be completed, in full, by project proponents to the satisfaction of the SEP Review Panel within four weeks of completion of the project. Proponents will also be required to respond to a six-month follow up telephone survey, indicating actual and expected results.

In general, these reports should provide the Review Panel with an understanding of the overall results of project activities and a description of the economic development benefits that have accrued or are likely to be realized from the project.

Please complete the template as follows:
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Economic Development



Project / Proponent / Participants

Project name, names and addresses of participants, author’s name and organization, date

Executive Summary

A short and informative outline of the project, drawing a principal conclusion and making a recommendation

Introduction

Purpose and scope of project, with relevant background 

Project Description / Activities

A reiteration of objectives from the original project proposal and a summary of activities actually undertaken, including a trip itinerary and a brief synopsis of key meetings, # of meetings, presentations or events 

Results

An indication of immediate results and expected results (quantifiable wherever possible) and specifically noting if the project led to the opening of a new geographic market, the further development of an existing market or the establishment of new partnerships or alliances

Conclusions and Recommendations

A summary of the major conclusion(s) achieved through the project and recommendation(s) as to what can be done to sustain and develop any market opportunity

Appendix

Supporting data such as photographs, charts, samples of materials may be included here

Financial Claim 

An itemization of the full amount of all eligible costs incurred ($Can – include currency conversion data), supported by attached photocopies of receipts for each, and a calculation of the final claim as indicated

REPORT

Project / Proponent / Participant

     
Executive summary

     
Introduction

     
Project description / Activities

     
Synopsis of key meetings

     
Number of meetings

     
Results

     
Conclusions and recommendations

     
Appendix

     
FINANCIAL INFORMATION
PLEASE NUMBER & ATTACH ALL RECIEPTS TO CORRESPOND WITH EXPENSES
	Date
	Receipt #
	Description of Eligible Costs
	Full Amount

	
	
	
	Foreign currency
	Exchange rate
	$ Cdn without GST/HST

	
	
	Economy Airfare
	
	
	

	
	
	· Number of staff traveling
	
	
	

	
	
	Accommodations (minus extra room charges)
	
	
	

	
	
	· Number of night stays
	
	
	

	
	
	Translation / interpretation fees
	
	
	

	
	
	Ground transportation
	
	
	

	
	
	
	
	
	

	                                                         TOTAL ELIGBILE COSTS       

                                                                                             50%

                                                      TOTAL CLAM (Max. $5,000)
	
	
	

	
	
	
	

	
	
	
	


I CERTIFY that this information is true and correct and that any incorrect information may result in rejection of the claim. Further, any deliberate misstatement will result in rejection of the claim.
Signature:


Date:



Please submit your completed Claim to:





Service Export Program 


Coordinator





Nova Scotia Business Inc.


1800 Argyle Street, Suite 701


P. O. Box 2374


Halifax, NS, B3J 3E4





Email: � HYPERLINK "mailto:bbaker@nsbi.ca" ��bbaker@nsbi.ca� 


Tel:  902.424.5054


Fax:  902.424.6823


� HYPERLINK "http://www.nsbi.ca/trade" ��www.nsbi.ca/trade�





To receive an electronic copy of the Claim Form, please contact the SEP Coordinator








CLAIM FORM & REPORT













