SHEPWAY COMMUNITY CHEST 

2008/09

APPLICATION FORM

[image: image1.png]Folkestone

Hythe & Romney Marsh

Shepway District Council ;
4

&/‘\

/ﬁmw.shepway.gov.uk






	REF NO:

Office use  only
	PROJECT TITLE


APPLICANT’S DETAILS

	Name of organisation:



	Is your organisation a registered Charity or a constituted not for profit group? 

Please note: Community Chest grants are only available to registered charities or other constituted not-for-profit groups working for the benefit of Shepway District residents.
 Yes /  No  (delete as appropriate)

	Registered Charities please provide your Charity Commission Number
	Charity No:

	Constituted not for profit groups please provide a copy of your constitution
	Have you provided your constitution 

Yes /No (delete as appropriate)

	Who is the main contact within your organisation for this project and grant application?

Name

Address

Telephone

E-mail


DOES YOUR ORGANISATION HAVE A BANK ACCOUNT FOR THIS PROJECT?

	Has or will a bank account be set up for this project? 

Yes/No  (delete as appropriate) 

If yes please provide name of bank account


PROJECT DESCRIPTION

	In no more than 100 words please describe your project explaining:-

· where it will take place 

· what it will achieve

· how many people will benefit from the project 

· who will benefit from the project e.g. young or older people, vulnerable adults



	Planned Project Start Date:

Planned Project Completion Date: 

N.B.  Projects will be required to have started before the end of March 2009 and to have been completed within 12 months of the grant being offered. 




PROJECT COSTS

	Please use the following table to list and show the cost of the goods and services that you need for this project (attach a separate breakdown if necessary)

· Please supply three quotes for any goods or services costing between £8,000 and £50,000 (if you have problems obtaining quotes please contact us) 

· Please supply three competitive tenders for any goods or services costing in excess of £50,000

	Goods and services required for your project
	Cost £’s

(including VAT)

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Total Project Costs
	

	Value Added Tax (VAT) Community Chest grants cannot be used to pay VAT costs if VAT is recoverable by your organisation. Please confirm whether or not you can reclaim VAT for this project.

The applicant can/cannot reclaim VAT for this project (delete as appropriate).


YOUR OWN CONTRIBUTION AND CONTRIBUTION FROM OTHERS

	We do not ask you to provide “match funding” for this scheme but please use this table to show any contributions which you or others are making to help cover your project’s costs

	Funder
	Amount £’s
	Is this contribution guaranteed?

	Amount of Shepway Community Chest Grant sought
	
	N/A

	Own contribution (if applicable)
	
	

	*Other Funders – list individually 
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Total Contributions £’s 

(NB this should equal “Total Costs” above) 
	
	


CRB CHECKS & CHILD PROTECTION POLICIES

Project groups working with children and/or vulnerable adults will need to demonstrate that they have appropriate protection policies in place.  If your project is in this category please confirm that you have enclosed the appropriate documentation - Policy Enclosed? Yes/No

HELPING US TO MEET OUR PRIORITIES:

	Please explain briefly how your project will help us to achieve one or more of these Shepway District Council strategic objectives:-
· Improve the appearance of the District

· Regenerate our communities

· Improve opportunities for sport, leisure and culture



LEGAL CONSENTS AND INSURANCES

Please confirm that all necessary consents and insurances have or will have been obtained prior to the project’s commencement as we are unable to contribute to projects where these have not be obtained. (Please supply copies of all relevant documentation.)

All necessary consents and insurances have or will have been obtained prior to the project’s commencement and copies of relevant documentation are attached 

Yes/No (delete as appropriate) 

DECLARATION:

	I declare:-

· that to the best of my knowledge and belief, the information given on this application form and in any supporting material is correct

· that all Community Chest grant paid to our organisation will be used to support the proposal as described in this application form and that any planned changes to the project must be agreed with Shepway District Council in writing prior to them taking place

· that the applicant will publicise the Council’s support for this project

· in the event that more funding is secured than is needed to carry out this project then any excess will be returned to the District Council promptly

	Signed (for organisation):



	Please print name:



	Position within organisation:



	Dated:




Please return completed form to: - 
For further information please contact:-

	Regeneration & Economic Development Team

Shepway District Council

Civic Centre

Castle Hill Avenue

FOLKESTONE

KENT CT20 2QY
	
	David Illsley (01303) 853 474 

dave.illsley@shepway.gov.uk 

Melanie Waltham-Smith (01303) 853 402 

melanie.waltham-smith@shepway.gov.uk


N.B. ALL SECTIONS OF THIS FORM MUST BE COMPLETED BEFORE WE CAN CONSIDER YOUR APPLICATION

CLOSING DATES:

ROUND 1 (MAIN GRANTS) –1ST SEPTEMBER 2008

ROUND 2 (MAIN GRANTS AND “£20,000 SCHEME”) – 3RD NOVEMBER 2008

SHEPWAY COMMUNITY CHEST GRANT 2008/09

GUIDANCE NOTES

GENERAL

The Community Chest helps local groups to run projects with lasting benefits. It is open to not-for-profit groups including registered charities, community sports clubs and other similarly constituted groups working for Shepway residents.

Grant offers will not exceed £5,000, with the exception of one large grant of £20,000 which will be considered at the second grant advisory panel meeting.

Grants will not be available for:- 

· precepting authorities (although they may act in partnership with eligible groups to submit grant claims) 

· projects set up for private or individual benefit

· businesses other than “not for profit” companies

· projects supporting wholly political or religious activities

· projects costs incurred before a Community Chest Grant offer has been made

· running costs (such as salaries, rent, rates, utilities etc.)

· costs of loan repayments

· VAT costs where your organisation can reclaim these

PROJECT TITLE

Please insert the name of the project for which you are seeking a Community Chest Grant.

APPLICANT’S DETAILS

Please provide:-

· the name of the organisation leading this project 

· the charity registration number if the organisation has one

· a copy of your organisation’s constitution

DOES YOUR ORGANISATION HAVE A BANK ACCOUNT FOR THIS PROJECT?

You must have a bank account in order to be eligible for a grant and we ask that a separate bank account be established specifically for your project. If this causes difficulties please contact us.

PROJECT DESCRIPTION

Please let us know as clearly as possible what your project consists of and explain what benefits the project will bring to local people.

PROJECT COSTS AND FUNDING

We need to know what goods and services you will need to buy to enable the project to take place and how much these will cost. NB projects costs incurred before a Community Chest Grant offer has been made cannot be covered by Community Chest Grant.

Our experience shows that it is strongly advisable to secure firm prices for any goods or services needed for your project and you must provide evidence that you have sought “best value” e.g. extracts from catalogue price lists or actual quotes from suppliers/contractors.
For any goods or services costing between £8,000 and £50,000 you must supply evidence of three quotes.

For any goods or services costing in excess of £50,000 you must supply evidence of three competitive tenders. 

Quotes/Tenders must be based on a common specification for the goods and services sought. If you have problems obtaining quotes/tenders please contact us. 

We would normally expect that goods or services are purchased from the supplier offering the lowest price. If this is not the case please provide an explanation.

Please let us know if your organisation can reclaim VAT for the project. Community Chest grant will not be available to cover VAT costs if you can reclaim them.

YOUR OWN CONTRIBUTION AND CONTRIBUTIONS FROM OTHERS

There is no need for you to provide match funding but if you are receiving other contributions towards your project please show them as this can help to show that:-

· you have raised some money from your own efforts

· others support your ideas 

· costs are being spread and value for money is being achieved

· your project is achievable

If you are showing contributions from others please provide evidence (e.g. grant offer letters) that this support has been secured. If offers have not so far been secured please let us know when you expect to receive decisions from your prospective funders.

Volunteer time can be shown as a contribution at a rate of £50 per “volunteer day”.

FORWARD FUNDING

Grants are paid in arrears but where this causes “cash-flow” problems we may consider paying your project payments up to a limit of £1,000 as “forward funding”.

HELPING US TO MEET OUR PRIORITIES

We do not expect your project to meet all of the Council’s priorities but we do require that your project helps us to address at least one of the following:-

· Improve the appearance of the District

· Regenerate our communities

· Improve opportunities for sport, leisure and culture

LEGAL CONSENTS AND INSURANCES

You must obtain all of the consents needed to allow your project to take place legally as we are unable to pay for projects where these have not been obtained. Consents and insurances might include, for example, landowner’s permissions, planning and listed building consents and building regulations approvals, insurances such as public liability insurance. Copies of any relevant consents obtained must be provided before we will release grants. 

DECISIONS

A Grants Advisory Panel made up of District Councillors will make recommendations on projects for final decisions to be taken by the District Secretary for Finance. This is a non-statutory scheme and there is no appeal process against decisions taken.

Decisions will be made in two rounds, the closing dates for which are:-

Round One – Monday 1st September 2008
Round Two – Monday 3rd November 2008

£20,000 GRANT SCHEME

Applications for the £20,000 grant will be considered at the second Grant Advisory Panel. Please ensure that your application reaches us by 3rd November 2008.

CRB CHECKS & CHILD PROTECTION POLICIES

Projects working with children and/or vulnerable adults will need to demonstrate that they have appropriate protection policies in place. 

OFFERS

Grant offer letters will be issued to successful applicants and these must be signed to show acceptance and returned to us before projects commence. Please ensure that you read the acceptance letter before signing and returning it to us. 

N.B. We will not pay grants for any expenditure incurred before a grant offer has been made to you.

CLAIMING YOUR GRANT

In most cases grants will be paid in arrears and in order to claim your grant you will have to provide us with copies of invoices showing confirmation of payment e.g. a cheque number and date paid, confirmation of BACS transfer or bank statement. 

You will also need to provide an “end of project report” to show that expenditure has been incurred and that the project has been completed. 

Projects will be required to have started before the end of March 2009 and to have been completed within 12 months of the grant being offered. 

CHANGES TO YOUR PROJECT

If awarded a grant we will expect you to run the projects as described in your application but we do understand that circumstances may change. If you propose to change the project please contact us as soon as possible so that we can decide whether or not we are able to continue to fund it.

PUBLICITY

If you are awarded a grant we do require you to publicise the Council’s support for your project (for example use of our logo on publications linked to your project) and we will discuss appropriate forms of publicity with you. 

END OF PROJECT REPORT

Before paying your grant we will want to know how well your project went and require that you provide a simple report (using our standard form) explaining how the grant was spent and to what extent the project achieved its aims.

Council officers may visit projects to ensure that grant monies are being spent appropriately.

DISPOSAL OF ASSETS BOUGHT USING COMMUNITY CHEST GRANT

If any equipment, vehicle or plant bought using Community Chest Grant is disposed of within three years of purchase the Council must be informed and the proceeds of disposal returned to the Council.

CONTACT US 

Please do not hesitate to contact us if you have any questions about the scheme:-

David Illsley (01303) 853 474 

dave.illsley@shepway.gov.uk 

Melanie Waltham-Smith (01303) 853 402 

melanie.waltham-smith@shepway.gov.uk
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