Minot Area
Council of the Arts

MACA ARP Fund
Accepted Documentation Guide

Documents must provide key information about expenses:

DATE: When did the transaction, contract agreement, or payment occur?
DESCRIPTION: What was the purchase for? What services were provided?

AMOUNT: What is the NET payment for employee salaries? How much was the purchase
PRE-TAX? How much is the contracted or artistic fee?

PARTIES AND LOCATIONS INVOLVED: Who did you contract with? Where did your
purchases occur? For Organizations, what location do the utilities bill or rental storage
invoice cover?

Individual Artists and Organizations have different parameters for eligible expenses. Please review the
Required Documentation section of the Final Report to see which expenses and documentation are covered by

your grant category.

If you have any questions, please send an e-mail to grantseminotarts.org



RECEIPTS

ltemized receipts from stores, suppliers, online purchases, etc., that depict whaf was purchased, the

Minot Area
Council of the Arts

purchase, and reflect the PRE-TAX amount spenft. For tracking purposes,
Organization's name) to the receipt.
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Example 1

Date: Sep*ember 12, 202

SALES RECEIPT

| ]1Cash
[x] Credit Card
[ ] Check, No.
| ] Other

Qty. Description Price | Amount
30 Evem“ FOS*G"S $2 $60
200 BFOCI’IM‘FZS 'FOF cfasses $5 $}‘,000
$1060
$53
813
Sale Made with : Qrin .

Example 2

amazoncom

order Placed: November 7, 2021

of

(Individual or

Final Details for Order #035-6176501-7181309

Print this page for your records.

Amazon.com order number: 035-6176501-7181309

Order Total: $$300

Shipped on November 7, 2021

Items Ordered

Face masks, acrylic separators, sanitizer
Condition: New

Sold by: Amazon, Inc

price
$$300

Shipping Address:
dfhdfn

dfhdfh

dfhdfh, hdfh fhdfh
United States

Shipping Speed:
FREE Super Saver Shipping

Item(s) Subtotal: $255.32
Shipping & Handling:  $0.00
Total before Tax: $255.32
Sales Tax: $44.68

Payment Information

Payment Method:
Visa | Last digits: 7693
Billing Address:
dfhdfh

dfhdfh
dfhdfh, hdfh fhdfh
United States

Item(s) Subtotal: $255.32
Shipping & Handling:  $0.00
Total Before Tax: $265.32
Estimated Tax: $44.68
Total:  $$300

Grand Total: $$300

Example 3

To view the status of your order, return to Order Summary.
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CONTRACTS

Provide any agreements for work performed by yourself or in partnership with another Individual /Organization.
Ensure a description of the work and the in which the contracted work took place is included. Contracts
should specify was involved and the provided for the work.

PERFORMANCE AGREEMENT

THIS AGREEMENT is made on this _22  day of NOvember | 2021 by and
between C. Jaymes (Name of Band) (includes accompanying musicians as described
below, hereinafter referred to as "Artist™) and Midwest Music Festival . the

A

Purchaser, having its principal place of Business at City Fairgroundswh(, is to conduct

an annual event (hereinafter referred to as "Purchaser”).

Purchaser desires to book performances for Artists and Artists are ready to provide
performances at such bookings made by Purchaser on the terms and conditions of this

Agreament.

NOW, THEREFORE, the parties agree as follows:

1. Band: The name of the Bandis C Jaymes and 55 # or Fed. Tax 1D
# of Bandis: 123-45-6789

2. Location of Performance: Performance shall be at:
City Fairgrounds; 100 W Avenue, City, ND 58878

{here specify the physical location of Concert).

3. Date(z) and Time(s) of Performance:

{a) The Performance shall be on December 1 6 2021

{b) The time(s) of the Performance shall be 2PM-5PM |

{¢) Mumber of sets and duration of Performance be 4 Half Hour Sets
{d) Time for load-in: PM

(&) Time for sound check: __1:30 PM

4, Agreemant te Parform: Artist agrees to provide the Performance in accordance
with the terms of this Agreement and any attached addenda or riders.

Provide a live music performance for the duration of the Midwest Musical Festival
5. Price of Performance: Purchaser shall pay Artist
{a) A total Compensation of Six Hundred dellars ($_600 )-

fb) & depesit of TWO Hundred dollars (3200 .J on
12/1/2021 (Date deposit payment to be paid) .

[ Ui?m; ht to Terminate. If the deposit has not been paid within the time

Gmek Pele (Yillian

Artist Signature Pete William, Festival Coordinator
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PAYROLL DOCUMENTS (Organizations ONLY)

Any employee whose pay is submitted for reimbursement must have accompanying documentation that
reflects NET PAY. Include the , the for the payment, and the

These documents are for full-time or partial-time employees. Any individual providing work on a
contractual/stipend basis will require the submission of a contract or invoice.

Prairie Acting Society

Payroll Summary
August 1 - 15, 2021

Mary Ann Larson Gilligan Olson  Ginger Nelson Skipper Peterson

Employee Wages, Taxes and Adjustments
Gross Pay
Salary 0.00 0.00
Hourly Overtime 0.00 0.00
Hourty Wage 367.94 170.50

Total Gross Pay 367.94 170.50

Deductions from Gross Pay
Simple IRA Emp. 0.00 ) 0.00
Simple IRA Emp. {2} 0.00 I 0.00

Total Deductions from Gross Pay 0.00 ! 0.00
Adjusted Gross Pay 367.94

Taxes Withheld
Federal Withholding 0.00
Medicare Employee -5.33
Social Security Employee -22.82
ND - Withholding -1.00
Medicare Employee Addi Tax 0.00

Total Taxes Withheld -28.15

Net Pay 338.79

Employer Taxes and Contributions
Federal Unemployment 2.21
Medicare Company 533
Social Security Company 22.82
ND - Unemployment Company 0.59
Simple IRA Co. Match 0.00
Simple IRA Co. Match {2} 0.00

Total Employer Taxes and Contributions 31.35
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INVOICES
Ensure a description of the service provided or items purchased are included and that the PRE-TAX amount
is provided, if applicable. The

d as well as the
yd

* MEADOWLARK MURALS
o

INVOICE #056

For Work Provided to:
Juneberry Boutique
123 Main St.; Bottineau, ND

list

—
N\ o
c
o
o
o)
o

N
N
N

NONCN NN NN

DESCRIPTION QTY PRICE TOTAL
Paint Supplies - $210.00 $210.00
Consultation and Prep Work (hr) 4.5 $40 $180.00
Painting Services (hr) 7 $40.00 $280.00
Transportation Fees - $100.00 $100.00

Mural Design and Painting Services Rendered to Juneberry
Boutique between June 25, 20217 - August 1, 2021

TOTAL AMOUNT: $770.00
TAX: $115.50
AMOUNT DUE: $885.50

MADDY MEADOWLARK
Mural Artist

45 Easy Lane, Minot, ND 58701
+1 701 290 3809
maddymeadowlark@yahoo.com
maddymeadowlark.com

NN N N NN NN

/s /7 7 7 7



UTILITY BILLS (Organizations ONLY)
of coverage and information about the location to which the bill is affiliated.

of the bill.

Bills should reflect the
Ensure you include the

Costs related to

@ Xcel Energy*

BUGFOMEIBLE BY NATUELY

YOUR MONTHLY ELECTRICITY USAGE

[T
il

YOUR MONTHLY NATURAL GAS USAGE

[ DRILY AVERAGES

| DALY AVERREES  LastYear
To—peeat 45F

5109
QUESTIONS ABOUT YOUR BILLY

Example 1

home offices are unallowable.

APANY 06 COUORAD
SERYICE ADDRESS

JOHN E. CUSTOMER

MARTHA W, CUSTOMER

1234 ELECTRIC AVENLIE

TAKUHIER, CO DO000-0000

ACCOUNT NUMBER | ouepam |
531234567831 MMDD207
STATEMENT NUMELR | STATEMENT J-‘le_

ZHsEg | MMWDDYYYY $00.00

SUMMARY OF CURRENT CHARGES 14

Currend Charges 00,00
ACCOUNT BALANCE
Prinious Balarce 500.00

15 Rec £0.00
$00.00
50000
500.00

INFORMATION ABOUT YOUR BILL

Just a reminder about the past due amount on your account. If you have already sent
your payment, thank you. Otherwise, please call 1-800-895-4583 o confirm the status
of your account

0T w PR e T ik BRAUER, Tl D AP L

Minot Area
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providing the utility service and the

D00 mipco

Contnct Us: Midoncom o LBD0REE 1500

CUSTOMER NAME
ADDRESS LINE 1
CITY 50 5r000-1111

N\

All new episodes alr Sundays in October,

News from Midco®

Due to a recent Federal Communications Commission arder,
you'll notice an adpstment to the Universal Service Fee on your
statement. You may also see slight Increases in your federal
access and federal TRS fees,

Starz/Encore and HBO/Cinemax will offer Frae Praviews in
November. Starz/Encore free preview will be November 25-29
and the HBO/Clinemax free preview will be November 26-29.
The Free Praview may contain PG, PG-13, TV-14, TVMA, NC17
and R rated programs. If you do not want to see the preview,
use the parental controds to block the programming. If you
have guestions on how to block programming, contact us at
Midco.com/ContactUs.

Mew Channel: KSFY-Me TV {ch. 592) has been added to the
Midcontinent channel lineup as of 9/1/15. MeTV showcases
classic shows from the 50s through the 80s,

‘With MHL Center |ce, the game lives where you do. Call Mideo
today at 1.800.888.1300 to order NHL Center lce at the special
Early Bird price of $131.56 or 4 payments of $§32.80,

Hit Serles. New Seasons. Don't miss the new seasons of
Showtima's Original Series, HOMELAND and THE AFFAIR,

Eeetac aned encions he portion Beiow wEh

Example 2

Pagelol ¥

Total Amount Due
Pay By
Account Number

$154.62
1/04/15
000000000

//

Mew Chasged Summany

Bundlied Sarvices n2:40
Additional Cable TV Sorvices plele]
Additional kibernet Services 300
Adkditional Phone Sorvicos 31
Additional Discounts SDIJD.
Tames, Surchanges & Fees 3384 |
Total Mew Charges $154,62
Current Bllling Summary -
Provious Bakinco 18550
Payrmant Recohved SIS 18570
Curnert Amount Before SEings 20262
Total Monihiy Savings 4B.00
Total Amount Due $154.62

You Saved $48.00 This Month

Oiffor Extonskon through
Theoe Servioe Discount

W4NE

S0.00
|00

ORR payTnE. Pl MRS YOUS SOTCU RS 8 You check: D0 ol shed can
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RENTAL AGREEMENTS

Office space or rental storage agreements should include information about the , a description
of the property/unit/building/space, and the covered by the lease (Organizations ONLY).

Renting an event space for a workshop or presentation should include information about the ,
rental terms, and covered by the rental agreement (Individuals ONLY).

Include the .

KNOEPHLA P
P Ro PERTIE s "nlr!{!ullllllllllnlzlzl | M ti R R tal A t
This Lease is made beween __10€DNI3 PrOpErties (i ecor, ma __Lefse Visual Arts LIBRARY eeling koom kenta greemen

(“Tenant™). Tenant hereby offers to lease from Lessor the real property located in the City of
with a common address. of 123 Sesame Street

following terms and conditions. (This document shall hereafier be referred to as the “Lease™). ; Mame of Renter: Maddy Meadowlark - - Painting Workshop

TERMS AND CONDITIONS

Contact Person;_Maddy Meadowlark

5
L. Term any Lessor leases 10 Lessee the above Real Property for a term of years, commencin
?_ %% januf Ry o

January on L ‘or sooner as provided herein at Address: 45 Easy Lane, Minot ND 58501
the annual rental of Twelve Hundred Dollars (S 120000 ), payable in

equal installments in advance on the first day of each month for that moath's rental, during the term of this Lease. All rental Phone: 290-3809 Email: maddymeadowlark@yahoo.com
payments shall be made 10 Lessor at the address specified below. G .

2. Option to Renew. Provided that Tenant is not in default inthe performance of this Lease, Tenant shall have the option 1o renew
the Lease for one (or, if more than one option period given, insert number here ) additional term(s) of

months commencing at the expiration of the initial Lease term. All of the terms and conditioas of the Lease shall apply during the
renewal term except that the monthly rent shall be the sum of $, 100,00 (b pstrictions of Date Cost/Hour  Total Hours Total Cost
paragraph 4, below). The option shall be exercised by written notice given o Lessor not less than __} days
prior to the expiration of the prior Lease term. (If no other time s inserted, notice shall be given a8 (90) days prior to the 10/12/2021 1 2 2
expiration of the prior lease term). 1f notice is not given in the manner provided herein within the timé@ cified, this option shall O O $ O $ 0
Lapse and expire.

o 10/13/2021 $10 2 $20
3. Use. Tenant shall use and occupy the Real Property for the commercial purpose ofS{u0i0 Space, Retail C1asses e Real Property
shall be used for no other purpose.

10/14/2021 $10 2 $20

4. SBA Provisions. If this Lease is executed by a Lessor and/or Tenant, who are participating in the U.S. Small Business
Administration 504 Loan Program, then the parties hereto agree and acknowledge that this Lease shall be construed to comply with
the requirements of such program including, but not limited to, those found in Title 13 of the Code of Federal Regulations, the SBA
Standard Operating Procedures 50-10 and all other relevant statutes laws, codes, regulations and procedures. Without limiting the
applicability of all relevant law, the following conditions shall apply

1 The Tenant shall lease from Lessor all of the Real Property

(2)  This Lease shall be junior and subordinate to any and all deeds of trust in favor of the SBA which relate to the
Real Propeny:

(3)  Theannual rent hereunder shall not exceed the annual payments on the deed of trust in favor of the SBA secured
by the Real Propenty, anaual payments of deeds of trust senior to such SBA deed of trust, taxes, insurance and
‘maintenance.

Signature

M. LEWIS W {/’M' j‘kt Liseal J&ts | agres to follow all condifions as outlined in the Library Bulding Use Policy.

Knoephla Properties (Lessor) (Tenant) /HM(/{% ﬂZ@ﬂi{&Wlﬂﬂé 10/12/2021

Date Signature Date

Maddy Meadowlark
J‘M ,' zozo I/f/z020 i'-‘r!r-.r MNaarme iﬁr\.or'u [if differant from u:nc\\-'ej.

Organizational Rental Agreement Individual Artist Rental Agreement
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TRAVEL/LODGING REIMBURSEMENT
Mileage must be calculated at the North Dakota state rate of $.56 cents per mile. Provide all lodging receipts
that contain details regarding the , , and you stayed.

- HOTEL RECEIPT
A 69585

Receipt Mumber: 07900

Date: 10/12/21-10/14/21
Hotel Mame: Bakken Bed & Breakfast
Haotel Phona Mumber; 701-876-5432

BAKKEN Hotel Street Address: 22 W Front St
BED & BREAKFAST

Bill to:
Mame: Maddy Meadowlark

Maddy Meadowlark
Williston Painting Workshop
Travel Log

Company Name:
Street Address: 45 Easy Lane

- _.__—_—ﬂ' © \OMinat City/Stale/ZIP: __Minot, ND 58501
e Counlry: usa 0
: Phone Number: 290-3809
Room Number Price/Night # of Nights Additional Charges | Line Total
2 hr 1 min (121.8 mi) via US-2 W and ND-1804 W __ ° 4 $n2 _ 2 | | $224

10/12/21: Travel from Minot to Williston
121.8 miles x $.56 = $68.20
10/14/21: Travel from Williston to Minot
121.8 miles x $.56 = $68.20
Total Travel Reimbursement: $136.40 subtotal: 5224 1

Sales Tax: _$15.68

Tota: $239.68
Debit Card
Payment Method:

Keep track of your travel mileage and
travel dates for your Final Report. Provide a
document similar to the one above.

Card'Check Mo
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PROMOTIONAL ITEMS: We want to share what you've accomplished! If you wish, provide screenshots of
Facebook events, web pages, or online promotions; or provide images of event posters, programs, etc., that
include information about the workshops, presentations, or artwork you produced.
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