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Guidelines to Completing Your Application for Funding
The Grant Application Form must be submitted as a paper copy but is available to download from www.penistoneroundtable.org.uk. If you are completing this form by hand, please use BLOCK CAPITALS throughout and use a separate sheet of paper for additional information when describing your project against sections 2, 3 & 4 if necessary
Section 1: Application details

Give your project a title and complete this section with your contact details or that of your group. The Grant must spent by the 31 December in the year of allocation. 
Section 2: Project Description

This is your opportunity to tell us about your project. Describe the aim(s) and objective(s) of the activity/project you would like to be funded, who will be involved, and whether are you working in partnership with other groups or organisations.

Section 3: Project Need and Benefits
Who will benefit from the project? For example - how many people will it help? How many volunteers will be recruited? Which organisations will it assist? Which facilities will be improved?

Section 4: Project Impact
Explain here how you will demonstrate that the project achieved its original objectives. 
Section 5: Project Costs

In this section you need to itemise all the expenditure on this project. It may be that your project has a single one-off cost but you must enter this in this section. Receipts for all expenditure must be retained for inclusion with the monitoring form.
You need to explain how the project will be funded, including the amount requested from the Darryl Marshall Community Fund. You will need to identify whether other funding has been secured such as any uncommitted money in reserve that the group will use towards this project, or is pending a decision. 

You also need to explain what will happen if you are unable to secure all the funding you need. Will the project go ahead or will it need to be scaled down in any way?

Section 6: Payment Arrangements

Please give your name or that of your group to whom the grant cheque would be made payable. Cheques will be sent to the address on the front of the form.

Section 7: Declaration

Once you are happy with your application, you must sign and return it to the address below. It is advisable that you take a photocopy of the form and any other documents you are submitting. 
DOCUMENTS:
· You may need to provide a copy of your safeguarding/Child Protection Policy

· If your application is for equipment purchase, you may need to provide copies of the relevant insurances,

· If your group’s activities or the specific project/event requires Public Liability Insurance, we will need to see a copy of your policy

· If your group has a constitution or set of rules, please send a copy with the application form

· If your group has its own bank account, an up-to-date copy of the bank statement must be provided

· For items that cost more than £500 each you will need to provide two written quotes, each of which must come from a separate supplier

Please now sign and send the Grant Application Form and relevant documents to: 
The Chairman

Penistone Round Table 
C/O Penistone Town Council
St John’s Community Centre

Church Street

Penistone

Sheffield

S36 6AR

WE LOOK FORWARD TO HEARING

FROM YOU
Version 1/15/02/2009


1

[image: image1.jpg]