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Assembly fund 2018–19 project proposal form

Please read section D and the important information at the back of this form before submitting your application. 

Amount of funding requested: 



Which assembly is this project for: 

Project title:
	SECTION A: Your organisation

	Contact details:

Organisation

Contact person

Telephone

Address and post code
Email address
If an organisation will be receiving the funds on your behalf please provide details below:

Delivery organisation 

Contact person

Telephone

Address and post code
Email address




	SECTION B: The project 

	Assembly priorities and/or criteria stipulated by the assembly or coordinating group for funding applications


	2. Tell us a brief description of your project (no more than about 200 words)



	3. Tell us the specific activities you will undertake (e.g. you will set up a youth forum and meet four times a year in different parts of the ward)
How many people will benefit from the project?



	4. Tell us the impact that the project will have on other people in the ward (will the project help a particular community or particularly impact on e.g. disabled people, children or older people?)




	5. When the activity will take place
Start date:
(It can take up to eight weeks after the assembly meeting for the decision on funding to be confirmed and for you to be paid).
End date:

(The project must be completed by the end of November 2019).



	6. Locations where the activities will happen



	7. How will you work with others to deliver the project? (e.g. will your project involve local residents, council officers or other partners? Use this space to tell us how they will be involved during the different phases of the project)



	8. Tell us the risks associated with your project and how you will minimise their impact (if you are planning an outdoor event, for example, what would happen if it rained?) Remember you need to complete a risk assessment.



	9. How will we know if the project has been a success? (use this space to tell us how you will measure if the project has achieved the desired impact) 


	SECTION C: Budget

	How much will the project cost? If you are can’t give precise information, please estimate but indicate where you have done this. Total expenditure and income must be the same.
The maximum amount that you can apply for is £2,500
Expenditure (the costs of delivering the project)
 Total project expenditure

£
Income (where the money is coming from)
Assembly fund requirement

£
Other council funding (please specify)

Crowdfunding
Other funding
In-kind funding
Other funding (please specify)

Applied for

Confirmed

Total project income

£




	SECTION D: Terms and conditions

	By completing and signing this application form you will be accepting your project will be subject to the following terms and conditions:
1. The grant will only be spent on the purpose detailed in the application unless otherwise agreed in advance by the Council in writing.

2. On confirmation of the award you will receive an email confirming the final award amount, notification if supplementary documents are required and a bank form for immediate completion. Payment will only be made once this and any required supplementary documents are returned. 
3. In exceptional circumstances, the grant can be withdrawn or withheld at the Council’s discretion.
4. Any part of the grant that is not required for the purpose approved must be refunded to the Council.
5. Repayment of the grant can be required at the sole discretion of the Council if:
· The Council finds that any false information has been supplied to the Council;

· the work undertaken is not the work for which the grant was approved (if the Council has not been informed of, and approved, these changes in accordance with point 1)
· the grant has not been spent within one year unless otherwise agreed by the Council
· your organisation becomes insolvent or goes into administration, receivership or liquidation, and the grant has not already been spent on its intended purpose, or
· there is any other breach of any of the conditions in this form.

6. The grant is made on a one-off basis and does not carry any commitment to future funding.
7. The grant cannot be made as “match” funding against any other Lewisham Council funded initiatives.
8. The project shall be required to return a completed monitoring form and financial breakdown of how the grant was used no later than three months after the end date of the project. Failure to do so will render the project ineligible for future grants. A template monitoring form will be forwarded to successful applications as part of the confirmation process.
9. The project agrees to attend a future assembly meeting if requested, to report back on the success of the project.
10. The grant shall be specifically acknowledged within your annual accounts for the year in which it was received.
11. The grant and Lewisham Council will be acknowledged in all printed materials that the organisation produces about your project, and acknowledged appropriately elsewhere. 
12. The Council may use your name in any publicity material. 
13. The project shall comply with any legal obligations that may be relevant in order to carry out the scheme, such as planning, licensing, employment, health and safety, insurance and equal opportunities legislation.
14. Receiving a grant from Lewisham Council does not constitute the grant of planning permission, or any other permission, and in no way prejudices future decisions of Lewisham Council or the local planning authority. You must obtain all relevant permissions.
15. Lewisham Council reserves the right to share the information you have provided with relevant parties (e.g. Charity Commission) where appropriate. 
16. Any value-added tax (VAT) payable by your organisation is your responsibility and Lewisham Council shall not be obliged to pay any additional amount. 
17. Lewisham Council requires all organisations signing for an award to hold the following documentation. By signing this form you hold the relevant documents for the project the Council are pledging against, and your organisation agrees to provide these to Lewisham Council if it is deemed necessary.

Required documents:

· Organisation’s constitution or governing document
· Equalities and diversity policy and procedures
· Public liability insurance

Project specific documents:

· Health and safety policy
· Volunteers’ policy
· Child protection and vulnerable adults safeguarding policy
· Statement evidencing that all staff and practitioners are DBS checked to the required standards for the project being undertaken
· Risk assessment



	DECLARATION

I, the undersigned, confirm the information given in this application is correct. The organisation is neither established for profit nor is conducted for profit. We will inform the relevant officer of Lewisham Council of any changes in the organisation’s contact details or circumstances that would affect this application or the use of any grant relating to it. This declaration can be typed and sent in electronically.
Signed: 










on behalf of the organisation

Name in block capitals: 









Position in the organisation:
 







Date:














Important information for applicants
The deadline for submitting this form is 11pm on Sunday 30 October 2018.
Electronic applications sent as a Word Document are preferred; however we will accept handwritten proposals. Please do not submit this application as a PDF.
Funding awarded by the Assembly is subject to formal approval by the Executive Director for Community Services or Mayor and Cabinet depending on the value of the award. 

Where the value of the project is over £5,000, payment will be made in two instalments:  one initial payment followed by a second final payment on completion of the project and the return of satisfactory monitoring information. 

Funded organisations must ensure that:

1. A bank account is in operation into which payment can be made, please note we will not pay into individual bank accounts.

2. All legal and insurance liabilities associated with the project are fulfilled.

3. Appropriate safeguarding measures are implemented such as DBS checks.

4. All projects are completed by November 2019. 

5. A completed monitoring form with appropriate information is provided at the end of the project. Failure to provide this will result in the organisation being ineligible for future Local Assembly funding. 

6. All financial evidence, including receipts, is kept for at least two years after submission of monitoring information. 

If you have any concerns or questions about the above requirements or anything else related to this application form please contact your Development Officer:
Name: 
Lucy Formolli
Email: 
lucy.formolli@lewisham.gov.uk 

Tel:  

020 8314 6314
Address: 
Cultural & Community Development Service, 2nd floor Laurence House, 

1 Catford Road, SE6 4RU
For completion by assembly officer upon successful application

	Documentation
	Required Yes / No
	Comments

	Constitution/terms of reference
	
	

	Public liability insurance


	
	

	Health and safety policy


	
	

	Equal opportunities policy


	
	

	Risks assessments


	
	

	Evidence of DBS checks


	
	


 Reference number (office use) 





£








Catford South Assembly











2. Other local assembly funding – Have you applied for, or are you planning to, apply for funding from any other ward assemblies? (If so, tell us which assembly, the amount applied for and the state of the application i.e. in process, agreed or rejected) 





























