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LONDON BOROUGH OF . .
R RICHMOND UPON THAMES Civic Pride
Community Conversation

Civic Pride Fund Guidance Notes:
Individual Applicants and Informal Groups

Thank you for your interest in the Civic Pride Fund. Please note that these guidance notes relate to
applications for grants by individuals and informal groups. There is a separate application process if
you are a constituted voluntary organisation. Please refer to the Civic Pride Fund pages for further
information.

It is important that you read this these guidance notes before you complete the application form.

These Guidance Notes will help you provide all the information we require to enable us to consider
your application.

You may submit an application for funding at any point during the year. All applications will be
considered and ordinarily notified of the final decision within twelve weeks of submitting a fully
completed application. You must ensure that your application and all necessary documents are
submitted in good time to allow us to give you a decision that will fit within your time frame. We
will not accept applications where there is less than ten weeks until the start of the project, apart
from in exceptional circumstances.

If after reading these Guidance Notes you are unclear about whether your activity, service or project
meets our criteria, please contact the Community Grant Officer by emailing
civicpride@richmond.gov.uk or call 020 8487 5112 who will be pleased to help you.

Aim of the Civic Pride Fund

The Civic Pride Fund is intended to support local initiatives, helping launch new ideas and develop
projects to make a positive difference across the borough and within specific wards that meet the
Council’s corporate plan as well as local priorities e.g. climate change.

Through this fund we want to engage and empower individuals and groups to improve their local
community. We are open to innovative ideas that reflect local priorities and support residents to
make Richmond a vibrant and sustainable place to live.

Who can apply?
¢ Individuals

e Young people. 13 — 17-year-olds must be supported by an adult aged 18 and over living, working
or planning to deliver a project in the borough of Richmond.


https://www.richmond.gov.uk/civic_pride_fund
mailto:civicpride@richmond.gov.uk
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Informal groups

A group of individuals with a common interest or purpose that would like to pursue an activity with
a social purpose. The group will not have a constitution or set of rules governing their activities.
For more information about becoming a constituted group, please go to the NCVO guidance on
setting up https://www.ncvo.org.uk/help-and-guidance/setting-up/ or contact Richmond CVS
www.richmondcvs.org.uk.

Individuals and informal groups can apply in partnership with other statutory, non-statutory or
private sector organisations, but the individual or group making the application must be the lead
partner, and funds will be managed by them.

We will consider applications from informal organisations that have a regional or national remit,
but we will only fund services or activities that benefit Richmond borough

We do not fund:

Applications for personal benefit.

Projects that form part of your group or organisation’s ongoing work are a low priority for the fund,
as we want to ensure we maximise the reach of the funding available.

Churches or other organisations where the monies will be used for religious purposes.
Projects where the monies will be used for political purposes.

Applications which are fundraising in nature.

Informal groups must be financially solvent

Informal groups must not have liabilities that are more than their current assets.
Large capital or revenue fundraising appeals are a low priority for the fund.
Retrospective activities are a low priority for the fund.

Mobile Apps for use on mobile devices (Applications for Mobile Apps are a low priority for the Civic
Pride Fund. The Civic Pride Fund is intended to support organisations in the practical delivery of
services or activities that benefit the local community. Although a valuable communication tool
the Civic Pride Fund is therefore unlikely to consider applications of this kind.)

Contingency costs, refreshments/food costs where they are a large part of the budget, application
writing costs, recoverable VAT.

Individual sponsorship or redistribution of a grant to individuals or other organisations

Any work or activities that any other person/organisation has a statutory duty to provide or
undertake.

The Civic Pride Fund is intended to fund one-off projects and will not repeat fund projects, unless
under exceptional circumstances. We are not usually able to fund projects that form part of your
group or organisation’s ongoing work. In exceptional circumstances we will consider funding the
unforeseen or emergency running costs of an organisation. However, we will not consider year on
year applications for this kind of emergency funding.
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Individuals / organisations that have previously received a Civic Pride Fund grant can apply again once
they have submitted an End of Project Report Monitoring Form and confirmed that the whole grant
has been spent. However, subsequent applications will be considered as a lower priority against other
applications. The Civic Pride Fund is intended to fund one-off projects and will not repeat fund
projects unless there are exceptional circumstances.

Individuals / organisations can apply more than once a year for different projects or if they are
partnering with another group or holding funds on behalf of another provider.

How much can you apply for?

You can apply for a grant of up to £1,000. Priority for funding is given to one-off projects rather than
applications which may seek to rely on this fund each year to sustain their activity or service. If you
have previously been in receipt of a Civic Pride Fund grant, you will need to have submitted
satisfactory monitoring and evaluation reports. You will also need to demonstrate why you are not
able to cover the costs of the project from your own resources.

Depending on the amount of grant requested and the size of your organisation, we may ask you for
more information to support your application.

What are our priorities?

Your project needs to relate to one or more of these key priorities and you need to tell us how your
particular project will help us achieve this priority. We welcome projects that help support our
communities recover from that impact, within the context of the priority themes.

PRIORITY 1: Building capacity in our community — using the skills and talents of local people to benefit
the local community to:

a) Enable local people to develop, agree and deliver their own responses to local issues

b) Have a greater say in the design and delivery of services and take advantage of opportunities to
deliver services themselves

c) Tackle inequality and discrimination to make Richmond fairer, more accessible and more inclusive

PRIORITY 2: A borough to be proud of — making public places more attractive, enjoyable and
distinctive and building stronger communities through:

a) Improving public spaces and enhancing our natural environment, including open space and gardens
b) Positively contributing to tackling the climate emergency including increasing biodiversity

c¢) Promoting the Borough’s culture, history and heritage and contributing to Culture Richmond

d) Providing opportunities for local artists and arts organisations to develop their work and engage
with their local area.

e) Celebrating our place in Europe - including our links with other communities in the UK and abroad
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PRIORITY 3: Town and Neighbourhood Centre Initiatives

The Council is supportive of initiatives that promote the vitality of our town and neighbourhood
centres. Applications will be considered if the project:

a) falls outside the scope and limited funding capacity of the Town Centre Opportunities Fund*

b) demonstrates how it will contribute to Civic Pride Fund priorities described in these guidance notes

* The Council primarily funds town centre initiatives through the Town Centres Opportunities

Fund. Projects which would ordinarily be eligible under this fund are not a priority for the Civic Pride
Fund. Similarly, projects seeking matched funding for a Town Centre’s project grant are also a low
priority.

PRIORITY 4: Sport Initiatives - projects should contribute to the priorities for sport and fitness, in
particular:

a) Provide more opportunities for adults or young people to take part in sport

b) Widen participation by targeting provision at low participant groups, particularly people with
disabilities.

c) Provide opportunities for competitive sport that develop pathways to support talented sports
people.

Organisations can apply for Civic Pride grants towards the purchase of sports equipment. Priority will
normally only be given for equipment purchase where:

e ltisfor use by the whole club not for individual use.

e Itis not replacement equipment but is additional equipment enabling the club to develop new
activity.

Who can you contact about your application?

For general guidance on the application process, please contact Clarinda Chan, Community Grants
Officer on 020 8487 5112 or civicpride@richmond.gov.uk who will be pleased to help you.

We also encourage prospective applicants to discuss their application in more detail with the lead
service officers within the Council, who can talk through your ideas and provide extra guidance and
support to strengthen your application. Please note that lead service officers are not able to help you
complete the application.

Building Capacity in our Community

If your project relates to building capacity in our community please contact Clarinda Chan, Community
Grants Officer on 020 8487 5112 or civicpride@richmond.gov.uk
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A borough to be proud of, Culture, Environmental and Sports Projects

If your application relates to culture, an environmental project or improvement to the Borough’s parks
and open spaces or sports please contact David Allister, Head of Culture on
David.Allister@richmondandwandsworth.gov.uk

Arts Projects

If your application relates to an arts project please contact Tim Corum, Service Manager (Arts) on
Tim.Corum@richmondandwandsworth.gov.uk

Children and Families

If your application relates to children and families please contact Edwina Gregory-Johnson, Head of
Strategy and Programmes, Achieving for Children on Edwina.Gregory-
Johnson@achievingforchildren.org.uk

Town and Neighbourhood Centres, Tourism and Business

If your application relates to town or neighbourhood centres, tourism or business please contact
Lorinda Freint, Head of High Streets and Local Growth on
Lorinda.Freint@richmondandwandsworth.gov.uk

Adults at risk, people with disabilities or carers

If your application relates to support for adults at risk, people with disabilities or carers please contact
Steve Shaffelburg, Commissioning Manager, Adult Social Care on
Steve.Shaffelburg@richmondandwandsworth.gov.uk

How your application will be assessed

During our assessment we will look at how well your project fits our four priorities (see above). We
will also look at the following to help us make a decision:

e The need for/importance of the project

e Who will benefit from the project

e The impact your project will have and the difference it will make
e If we have funded you before

e The sustainability of your project / organisation

e The level of grant funding requested and the total cost of the project

Additional weighting
Priority will be given to projects that can demonstrate one or more of the following:
e Priority for smaller community-based projects

e Actively engage and work with adults at risk in the borough, to enable them to fully participate and
benefit from mainstream services and activities.
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e The project is sustainable beyond the initial period of funding from the Civic Pride Fund and has
long term benefits

e Addresses a particular need that has been highlighted by the Council.

e Do not currently receive funding from either the local authority or NHS South-West London
Integrated Care System (ICS)

e Delivering a project in an underrepresented area of the borough where there is community need.

e The people or community who will benefit from the project have been actively involved in its
planning.

e Have secured match funding. This could be in the form of other funding, volunteer time and in-
kind support.

e Have not previously received a Civic Pride Fund grant.

Completing the Application Form

A Word version of the application form is available and we advise applicants to type this form. If you
complete your application by hand, please ensure that your writing is clearly legible. Applications that
cannot be easily read will be returned to you.

We very much welcome applications from Richmond’s range of diverse communities. If you require the
application form or supporting documents in an accessible format, please contact Clarinda Chan,
Community Grants Officer Telephone: 020 8487 5112 or Email:
Clarinda.chan@richmondandwandsworth.gov.uk.

Answering the questions

1. Are you applying as an individual or on behalf of an informal group?

Please state here whether you are an individual, group of individuals, or an informal group that are
making the application.

2. Please state the names of individual(s) applying or name of group

Please state here the name of the individual(s) submitting an application or the name of the group e.g.
Friends of Richmond Pond Group.

3. Name of person responsible for delivering project

Please state here the name of the individual who will have overall responsibility for the management
of the project and expenditure of the funds allocated through to completion. You will need to provide
a photocopy of photo identification with your application alongside confirmation of your address.

4. Name of the project

If your project has a different name to that of your group, you need to tell us here. You don’t need to
have a different name, but sometimes groups run more than one project and wish to distinguish
between them.
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5. Is this a new or existing project?

Please state here if your project is an existing project, for which you are looking for ongoing revenue
funding or a new project. Projects that form part of your group or organisation’s ongoing work are a
low priority for the fund, as we want to ensure we maximise the reach of the funding available.

6. Describe your project
Please provide a detailed description of your project.

What kind of activities will you run as part of your project? Please also try and quantify your activities,
for example, how many sessions, for how long and when.

7. Who will manage and be involved in the delivery of your project?

Please describe who will be responsible for managing the project and carrying out the project. Please
state whether these will be paid staff or volunteers and how long you expect them to work on the
project. If appropriate, what are their qualifications and experience to make them suitable for this
role?

8. Where will your project take place and who will benefit from it?

e Where in the borough will you deliver this project? E.g. in a community centre, or open space. If
you will be operating in a specific ward, please tell us.

e Who and how many will benefit from your project; we are particularly interested in projects that
actively engage and work with underrepresented communities/areas in the borough?

Equal opportunities: We expect projects to be open to all who want to be involved, unless you can
give a good reason why this should not be the case. If you plan to restrict who can take part you should
explain why in your application, so that we can consider whether this is acceptable. Groups and
organisations applying to the fund should also consider how their project benefits and engages people
from under-represented groups, for example, people living with disabilities, people from Black, Asian
and Minority Ethnic backgrounds, LGBTQI+ people, ‘hard to reach’ communities or people facing
financial hardship. Your application should demonstrate how you plan on ensuring your project is
inclusive and accessible to people with protected characteristics.

9. Will your project be working with children, young people or adults at risk?

If you are applying for a project to work with children, young people or adults at risk (because of their
circumstances or problems) you must have a policy that explains how you will make sure they will be
safe. This is a requirement for any Council funding going towards such activities. You must also be able
to show in your application that your policy will be put into practice.

10. Are there any conflicts of interest involved with carrying out this project?

Please state here whether there is any connection between the project being funded and any activities
or interests of the individual or group of people making the application or responsible for delivery of
the project. Please also state here whether there is any personal connection between the individuals
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applying for the project and London Borough of Richmond upon Thames Councillors or employees of
the London Borough of Richmond upon Thames.

11. Does your project require permission from a third party and if so, has this been obtained?

Depending on the type of project you are planning you may need to obtain permission from a third
party e.g. local authority, private individual/company or the police. An example of the permission you
might require is described below:

e A conservation group wants to develop a project on some local common ground. They would need
to contact the local authority’s Parks and Environment Department to obtain permission to work
on the property and ensure they are complying with local biodiversity guidelines.

If you are unsure whether you need to seek permission for your project, please contact Clarinda Chan
or the appropriate Lead Service Officer within the local authority. Contact details are on page 5 of
these guidance notes.

12. Has a risk assessment been conducted?

A risk assessment is an important step in protecting everyone delivering or benefitting from your
project. A risk assessment is simply a careful examination of what could cause harm to people, so that
you can decide what to do to prevent harm. You are not expected to eliminate all risk, but you are
required to protect people as far as is ‘reasonably practicable’. These guides tell you how to achieve
that with minimum fuss:

e Health and Safety Executive: Managing risks and risk assessments

13. Does your project require insurance and if so, has this been obtained?

Depending on the type of project, you may need public liability insurance. It is your responsibility to
ensure you have adequate insurance in place. This should include cover for any assets you buy or
events and activities you run using our grant. We will ask to look at these policies prior to awarding
the grant. You can include the cost of insurance in your application for funding.

14. Which of the Civic Pride Fund priorities does your application meet?
Your project needs to relate to one or more of our key priorities.

15. How will your project contribute to the Civic Pride Fund priorities you have identified?
Please describe how your project meets the Civic Pride Fund priorities you have identified.

16. Explain how you know that people in your community want this project. What evidence have
you collected to demonstrate that there is a need for this project?

Please tell us how you know there is a need for this project and demonstrate that the local community
are supportive of your project. Please describe if you have consulted with local people about the
project or if you have identified the need through other means e.g. availability of other
services/facilities in the area or evidence from a resident’s survey. Your project might be based in an
area which is socially or economically deprived or you might be hoping to help a group of people who
are disadvantaged in some way.
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We anticipate that a large number of groups will apply for grants, so we need to ensure that our
funding is directed to where there is most need. Due to the large number of applications, we may not
always be able to contact you if we feel you have not provided enough evidence of need. Itis
therefore up to you to demonstrate as fully as possible that there is a real need for your project.

17. How will this project support the Council’s Climate Change Strategy and Action Plan?

In July 2019, Richmond Council declared a Climate Emergency, committing to working towards
becoming carbon neutral by 2030. Reducing our borough’s carbon emissions will require changes to
the way we live and work, and changes from government and business. Please describe how your
project will help to support the Council’s Climate Strategy and Action Plan.

18. What is the estimated start and finish date for the project? Please include key stages or
“milestones” in running this project.

The Civic Pride Fund is intended to fund one-off projects and will not repeat fund projects, unless
under exceptional circumstances.

Please state here the expected start and finish date for the project. We are unable to consider
projects that have already taken place; please ensure you have allowed sufficient time between
submitting the application and when you would like to start the project. Please also state the key
stages or “milestones” of your project so that we can understand how you have planned the project.

19. How much is your project going to cost and how much do you need from the Civic Pride
Fund?

How have you arrived at the amount you are requesting? We expect you to have obtained quotes for
goods/services and salary costs should be based on either existing pay scales in your organisation or
recognised local or regional pay scales. We may ask you to provide evidence of these quotes at the
assessment stage and once the project is completed, we may require evidence of how much you have
spent. Please provide a breakdown of what the grant would fund. If it is towards an element of your
project, please state what it will go towards.

In-kind Match Funding

As well as actual match funding (cash funding), unpaid voluntary work can be used as a source of in-
kind match funding for projects applying to the Civic Pride Fund. In-kind match funding is a non-cash
contribution of donated goods or services e.g. volunteer time, use of a room or equipment.

The in-kind contribution of goods and services are based on the rates you would have paid if you were
not getting this for free. To calculate the in-kind contribution of volunteers’ time we have used the
Annual Survey of Hours and Earnings 2022 (ASHE) Median hourly pay — gross, for all employees in
Richmond upon Thames. This provides an hourly rate of £15.26. If a volunteer is being used in a
professional capacity e.g. legal advice, then that time can be costed at their professional rate.

To calculate volunteer time
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Total hours per week volunteered (per volunteer) x Total number of volunteers = Total hours per week

volunteered by all volunteers in this role.

Total hours per week volunteered by all volunteers in this role x Number of weeks given per year by

each volunteer x Hourly rate (£15.26) = value of volunteer time

For example:
Total hours per | Total number | Total hours per | Number of Hourly Value of
week of volunteers | week weeks given rate volunteer
volunteered volunteered by | per year by time
(per volunteer) all volunteers each
volunteer
7 5 35 40 £15.26 £21,364

Payments made from the Civic Pride Fund will fund actual expenditure of the project and not the in-
kind elements.

20. Does your group have a bank account in the name of the organisation / project with two
separate signatories

In order for us to pay you, we need to ensure that the funds are being appropriately managed.

Successful applicants will ideally supply details of a bank account, separate from their personal
account, in the name of the project/organisation with a minimum of two unrelated signatories, who
live at different addresses. If this is not available, alternative arrangements for payment will be
discussed and agreed.

All expenditure will be carefully monitored by the Council and will need to be auditable as and when
required by the Council.

21. Why do you need funding from the Civic Pride Fund? What other funders have you applied
to and what is the response?

We wish to give priority to funding individuals and small groups who are not already receiving other
funding from the local authority or NHS South-West London Integrated Care System (ICS) and have
limited resources.

For group applicants you will need to demonstrate why you cannot fund this project from your own
resources. If your group has reserves i.e. money that it does not need for its day to day running costs
but is kept in reserve for either special projects or to ensure the long-term future of the organisation
we need to know what these are and why you cannot use them to fund this project. If you have large
reserves, it is unlikely that we will fund your project unless you have a clear reason for maintaining
your reserves at this level.

We may need to ensure that individuals and groups who have limited capacity and little experience of
fundraising are given priority and supported by the Civic Pride Fund. Therefore, in some circumstances
we may decide to only fund a proportion of your project costs if we think you have the capacity to
raise funds from other sources e.g. other local funders or your own fundraising efforts. We will also
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take into consideration whether your proposed project or services is the responsibility of another
statutory body e.g. hospital, school, police etc and would be more appropriately funded by them.

Please give us the specific name(s) of local funders you have applied to for funding. Please indicate if
you have been awarded other funding towards the project costs.

22. If the project is to continue beyond the timescale for which you are applying for this grant,
how will you fund this?

If this is an ongoing project or a pilot project, you will also need to demonstrate that you will not be
reliant on funding from the Civic Pride Fund in future years to continue to deliver your project or
services. As previously stated, this fund is not designed to sponsor ongoing projects.

23. Where did you hear about the Civic Pride Fund?
Please state how you found out about the Civic Pride Fund.

24 - 28. Contacting you

The person(s) named on this application will be deemed as those responsible for making the bid. We
may need to telephone or visit you to ask for clarification of some of your answers or to provide
additional information. If you have an e-mail address, please give us this as it will speed up the
assessment of your application.

Please let us know if you have special communication needs and we will try to meet these.

29. Agreement - your understanding of the grant condition

This is an important legal requirement as you will be managing public funds. The person signing the
form needs to confirm that they take responsibility for the information provided within this application
for funds. They are also indicating their willingness to be contacted by our representatives and to
meet with them and provide further information if requested.

Supporting Documents

Accounts

For informal organisations and where available, we ask you to enclose a copy of your most recent
financial reports e.g. income and expenditure sheet. These should be produced not later than 10
months after the end of your financial year. If your application is successful, you will be asked to
provide evidence of past income and expenditure e.g. bank statements.

Safeguarding

If you are applying for a project to work with children, young people or adults at risk (because of their
circumstances or problems) you must have a policy that explains how you will make sure they will be
safe. This is a requirement for any Council funding going towards such activities. You must also be able
to show in your application that your policy will be put into practice.
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It is your responsibility to have acceptable safeguarding policies and procedures for children, young
people and adults at risk in place. We may ask to inspect at any time if we offer you a grant. There is
information available on the NCVO website around safeguarding responsibilities and how to develop
policies and procedures.

Safeguarding Children and Young People: You must have a written safeguarding policy and set of

procedures that is fit for purpose, demonstrates a clear understanding of your safeguarding
responsibilities, and is robust in setting out what child safeguarding is, who the policy is applicable to,
and how those responsibilities are applied.

Paid and volunteering staff, depending on their role and contact with children and adults at risk may
need Disclosure and Barring Service clearance to assess their suitability. It is recommended that
references from reliable and trusted sources are actively pursued to guarantee suitability and safety.

All members of your group must have undertaken safeguarding training to understand how to
recognise possible abuse and know what to do, with a designated safeguarding person being trained to
level 3. You should do this even if you are not a regulated childcare provider and have to do so by law.

Safeguarding Children Basic Awareness (Level 1) training is available for free through Kingston and
Richmond Safeguarding Children Partnership.

Safeguarding adults at risk (or adults with care and support needs): If you are applying to work with
adults at risk, we require you to meet your duty of care to safeguard them. In addition to providing
high quality and safe care, service providers are expected to:

e Have an up to date, clear internal adult safeguarding policy and procedure, ensuring all staff and
volunteers are aware of, and can act on concerns and allegations in accordance with the policy

e Have clear arrangements in place to prevent abuse or neglect

e Have robust reporting mechanisms for the project to proactively monitor the risk of abuse and
neglect

e Adopt robust recruitment and employment practices, with checkable references, checkable ID, and
appropriate DBS checks in place at the commencement of employment

e Members of your group working with adults at risk must have received safeguarding training to
understand how to recognise possible abuse and know what to do.

e There must be a designated safeguarding person for the group or activity.

There is further information on local and national processes and procedures for safeguarding children
at the Kingston and Richmond Safeguarding Children Partnership (KRSCP).

For information in respect of Disclosure and Barring Service clearance from the Disclosure and Barring
Service.

Richmond CVS can provide wider support for the voluntary and community sector on governance,
policies and fundraising best practice (www.richmondcvs.org.uk).

Free Child Protection and Safeguarding Training is available from the Kingston and Richmond
Safeguarding Children Partnership.

Free online Safeguarding Training is available for staff, carers and volunteers working with vulnerable
12
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adults who are living and or working in the London Borough of Richmond upon Thames.

If you have a safeguarding concern about a child, please contact the Single Point of Access. This is
not a general contact number and should only be used if you have a safeguarding concern. Single
Point of Access — 020 8547 5008 (from 8am to 5.15pm, Monday to Thursday, and 8am to 5pm on
Friday). Out of hours, phone 020 8770 5000.

If you have a safeguarding concern about an adult, please contact the Adult Access Team — 020 8891
7971 or adultsocialservices@richmond.gov.uk.

If emergency help is needed, please dial 999.

Risk Assessment
We ask that you supply a risk assessment identifying any potential issues and posing possible solutions.

Insurance certificate

We ask that you supply a copy of the insurance or insurance offer for the project

Applications involving private vehicles

If the project involves use of private vehicles please submit evidence of ownership of the vehicle,
current MOT and insurance.

Reference (if an individual application)

Please submit contact details of two referees who know you in a professional capacity e.g. an
employer, teacher, medical professional etc. and who can provide assurances as to your ability to
manage the funds.

Making your project sustainable and further guidance

Richmond CVS is a local charity which provides support, advice and training for the charity, community
and voluntary sector in the London Borough of Richmond upon Thames.

They can provide specific support to help not-for-profit groups develop their project, create plans and
apply for future funding.

For more information, please visit the Richmond CVS website.

In addition to the assistance offered by Richmond CVS, Environmental Groups or projects of an
environmental nature may benefit from contacting Habitats & Heritage.

Habitats & Heritage is a local charity that assists people and organisations who protect and enhance
the environment.

They help environmental groups to start, operate, find volunteers, raise funds, get insured, share good
practices and collaborate.

For more information, please visit the Habitats & Heritage website.

13
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Claiming Your Grant

We will only release grant funds upon confirmation that the project is about to start, and all funds
must be spent within a year of the grant being claimed. Grant recipients must make a formal request
to Grant Officers for payment of the grant, which will be paid in a single instalment.

If grants have not been claimed within 11 months of the grant offer being made Officers will write to
grant recipients requesting confirmation of project start and completion dates. If the project start
date is later than 12 months after the initial award of grant the grant offer will be deemed to have
been withdrawn. If the project completion date is later that 12 months from the grant offer date grant
recipients will need to seek agreement from Officers for an extension to their funding period.

Monitoring and Evaluation

If your application is successful, you will be required to complete a monitoring and evaluation form at
the end of your project. A copy of the monitoring and evaluation form can be found on Civic Pride

Fund pages.

Submitting Your Application:

Please submit a signed copy of your application with all your supporting documents to:

By post:

Clarinda Chan, Community Grants Officer, London Borough of Richmond, First Floor, Civic Centre, 44,
York Street, Twickenham, TW1 3BZ.

By email (preferred):
Civicpride@richmond.gov.uk

Telephone:
020 8487 5112
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