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	ACME Grants: Tips on Calculating Annual Expenses
	




Your annual expenses represent the total amount you spent over the past 12 months to operate, create work, or run programs. Applicants must use actual expenses only. Do not use projected or estimated costs.
Who should use this guide:
· Individual artists
· Arts groups or arts-focused businesses
· 501(c)(3) nonprofit
· Music venues
Step 1: Gather Your Records
Collect documents for the most recent 12 months: bank statements, credit card statements, receipts, invoices, payroll summaries, bookkeeping exports, contracts, and utility or insurance bills.
Step 2: Identify Expense Categories
Common categories: labor, program/production, facilities, supplies, marketing, technology, insurance, administrative costs, taxes/fees, event costs.
· Individual Artists: include actual costs for studio space, supplies, equipment, marketing, travel, assistants, insurance.
· Arts Groups/Businesses: include staff, contractors, production, operations, admin, and facilities expenses.
· 501(c)(3) Nonprofits: use your most recently completed IRS Form 990. If you file 990-EZ, use bookkeeping records for detailed expenses.
· Music Venues: include staffing, production, artists, licensing, rent, utilities, bar expenses, insurance, security, and event costs.
Step 3: Add Up Your Annual Expenses
Annual Expenses = total of all actual expenses from the last 12 months.
You can use this excel template to help you add up your expenses
Step 4: Tips for First-Time Applicants
Highlight expense-related transactions, categorize simply, track consistently for future reporting
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