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Community Fund Round 6b
Guide to Completing the Stage 2 Application Form

This guide contains further information on completing some of the questions on the
application form.

Question 5 - Describe your project

Please provide a detailed description of your project meeting the points listed below.
Total suggested word count: 500 — 1000 words.

e Please summarise the capital works proposed
o Briefly describe the works you are applying for funding to complete

o What are the main aims of the project?
o Think about what will change for the better because of your project
o Think about the social value that your project will add to the community i.e.
employing local people, supporting local businesses

¢ Who will benefit from the project and how many will benefit?
o Identify which groups in the community will be benefit from your project and the
estimated number of people you plan to reach.

¢ What activities will be delivered as a result of your project?
o Please try and quantify your activities i.e., how many sessions, for how long and
when? (Some projects will not involve the running of activities)

Question 6 - How does your project address the impact of development in your local
area?

Your project must address the impact resulting from an increased number of people using
the local area, either through new or developing housing or due to an increase in shops or
services. Your project must mitigate the impacts of demands that development places on an
area.

Examples of demands that development may place on an area include:

o The need to counter the loss of biodiversity and other negative effects on the
environment caused by development, including pollution

e Issues related to high population density such as heightened crime, including
antisocial behaviour and littering, and pressure on waste management and food
production systems

e The need for community cohesion to support different communities to share spaces
and resources

o The need for community venues for events, activities and other opportunities

e The need for activities that support education, culture, and physical and mental
wellbeing in the area

e The need for high-quality outdoor space, especially where outdoor space is being
lost during development

e The need to facilitate safe and easy movement through the area, such as good
walking routes, cycle paths and community bus services
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¢ Anincreased cost of living and impact on community assets

Question 7 - How and who have you consulted with to demonstrate the need for your
project?

Please describe who you have consulted with about your project and how this was carried
out, e.g. local people, Friends of Groups, beneficiaries, user groups. Please tell us the
outcome and the numbers engaged in the consultation. You will be required to provide
evidence of consultation and support with your application form. This may be in the form of
surveys, letters of support, feedback from users etc.

We anticipate that many 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. It is therefore up to you to demonstrate as fully as possible that
there is a real need for your project.

Question 8 - What is the estimated start and finish date for the project? Please include
the key stages or “milestones” needed to complete this project

We are unable to consider projects that have already taken place; please ensure you have
allowed enough time between submitting the application and starting the project.

Please state the key stages or “milestones” of your project so that we can understand how
you have planned the project.

Question 9 - Identify and describe any risks / uncertainties

Identify any relevant risks to the project and outline what your mitigation measures are and
list them in order of relevance: High/Medium/Low. Think about obstacles that your project
may face and how you would overcome them.

Question 10 - Equality Impact: How will you ensure that your project is inclusive for
all?

This question is to find out how your project ensures fairness and inclusivity. The following
prompts may be helpful:

How will you promote equality? How will you ensure the project is accessible to all? What
will you do to include underrepresented groups?
Question 11 - Richmond Council’s Climate Change Strategy

Richmond Council have declared a Climate Emergency. If appropriate, please outline how
your project is working in line with our Climate Change Strategy.

https://www.richmond.gov.uk/climate emergency

Question 12 - Who will manage and be involved in the delivery of your project?


https://www.richmond.gov.uk/climate_emergency
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Please describe who will be responsible for managing 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 it is a construction project, please name the company. You should identify the
experience/skill of the delivery team.

Question 13 - Please let us know if you have spoken to a Council Officer in relation to the
project and give details (if applicable).

Question 14 - Which other funders have you applied to and what was their response?

Please give us the specific name(s) of other funders you have applied to in relation to your
project, and what the outcomes were. If you have been awarded other funding towards the
project costs, or if you have a grant decision pending, please indicate when you will know
the outcome.

You will need to demonstrate why you cannot fund this project from your own resources. 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 funders, the lottery
grant, your own fundraising efforts.

We will also take into consideration whether your proposed project or service is the
responsibility of a statutory body e.g. hospital, school, police etc and would be more
appropriately funded by them.

Question 15 - Organisational reserves

Please state your organisational reserves and explain, if appropriate, why existing reserves
cannot be used to fund this project.

Question 16 - How much is your project going to cost and how much do you need
from the Community Fund?

How have you arrived at the amount you are requesting? 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. If you have received match-funding please state how much, and where this is
from.

For capital purchases or works we require you to have obtained at least one quote which will
be evaluated by the Council unless the works are to be carried out by the Council. We will
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. Salary costs should be
based on either existing pay scales in your organisation or recognised local or regional pay
scales and be proportionate and relevant to the project.

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 Community 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.
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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, it is
recommended to use the London Living Wage. For 2025-26, this is £14.80 per hour. 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

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 (£14.80) = 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
2 3 6 15 £14.80 £1,332

Payments made from the Community Fund will fund actual expenditure of the proposal and
not the in-kind elements.

17 - If we can only part-fund your project, what are your spending priorities?

Please state what your spending priorities are (what you would like funded first) should you
receive partial funding.

18 - How will you financially sustain the project beyond the grant period?

If on-going maintenance is required from the Council, then you must have the agreement of
the relevant service lead in writing before applying. i.e. New play equipment in a park will
require the Council to carry out on-going safety checks and maintenance work.

19 - 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 your organisation’s 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.


https://www.livingwage.org.uk/calculating-real-living-wage-london-and-rest-uk-2025
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We work closely with local funders who maybe more suited to fund your project. Please
indicate if you are happy for us to share your application with these funders who may be able
to assist in funding your project? E.g. Richmond Parish Lands Charity, Hampton Fund

Supporting Documents

Children and Adults at Risk

If you are applying for a project that works with children, young people or adults at risk we
will need to be sure they will be safe. As a minimum, you must have a policy that explains
how you make sure of this, and you must ensure that the policy is put into practice. Staff and
volunteers working with children, young people or adults at risk on your project may also
need Disclosure and Barring Service (DBS) clearance depending on their role and level of
contact with children, young people or adults at risk. If you do not have this in place, please
speak to your Community Engagement Officer.

Submitting Your Application

Please submit a signed copy of your application with all your supporting documents no later
than 5pm on 31 August 2026 by email to voluntarysector@richmond.gov.uk
Please mark the subject line as Community Fund Application- [Insert Name of organisation]



mailto:voluntarysector@richmond.gov.uk

