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Small Grants Guidelines and Application 
Funding for Individuals and Organisations 

(up to £300)

Before you begin, download this form to your computer and complete using  
Acrobat Reader. When this form is complete, use the button ‘Attach to email’  
or send to GrantsAdmin@eastherts.gov.uk.  
Please do not complete this form within your web browser (i.e. Explorer, Chrome, Firefox) 
as the information you write on and sign the form cannot be saved.

The purpose of the Small Grants Programme is to help an individual or group 
kick start an idea that benefits the community.

Guidelines:
• Read the Council’s grants policy before you 

start completing the application.
• You can apply for grants between £100 and 

£300 towards activities/projects that benefit 
your community.

• Individuals or groups that do not have a 
constitution are welcome to apply alongside 
legally constituted organisations and 
charities.

• All requests for a grant must be made on the 
official grants application form.   The form 
should be completed by the person or group 
requesting the grant.

• All applications must be accompanied by a 
written statement by an East Herts District 
Councillor who has agreed to serve as a 
mentor. This is a separate document that 
only Councillors can access. A mentor will 
help you:
• Complete the application 
• Ensure safe and appropriate delivery and 
• Monitor the benefits of the scheme/project 

to the wider community

• You can identify who your local East Herts 
Councillor is by clicking on the following link  
Find Your Councillor

• You need to apply in good time if you have 
specific dates to meet.  Applications are 
accepted throughout the year whilst funding 
remains available.   

• We will pay out a grant for hire costs, 
publicity, refreshments, volunteer training, 
purchase of equipment and other costs 
associated with running an activity or project.

• A full breakdown of the costs will be 
required.

• Successful applicants will be paid via a third 
party voluntary or not for profit organisation 
who you have appointed to serve as a your 
“banker.”   

• Grants will be paid once evidence of delivery 
has been submitted to the Council.  We may 
– at the Council’s discretion – decide to pay 
the grant directly to a supplier. 

January 2020

Important: Please read instructions below.

https://www.eastherts.gov.uk/councillors-committees/find-your-councillor
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What cannot be funded:
• Personal endeavours
• Retrospective grants, for example we cannot 

fund anything that has already been paid for, 
or taken place

• Please see grants policy for other ineligible 
activities or costs  

How to apply:
• Discuss your idea with Claire Pullen, the 

Council’s Grants Officer, before submitting 
an application.  Contact details are: claire.
pullen@eastherts.gov.uk or 01992531459.

• Complete the attached application form and 
email it to Grants.Admin@eastherts.gov.uk

• Speak to an East Herts Councillor who 
represents the area where most of your 
beneficiaries will come from and ask them 
to serve as your mentor.  He or she must 
complete and submit a Mentor Statement to 
the above email.    

Hints and tips: 
Tell us as much as you can about you/your 
group, your idea and why you are in need of 
the funding. A well evidenced application will 
allow us to make an informed decision and 
provide us with an understanding of what 
you’d like to achieve. Your application should 
include:
• Why you want to undertake the activity/

project
• What and who it will involve
• What difference will it make
• How you plan to raise the balance of the 

funds required if you need more than the 
£300 grant available

• Your experience in organising activities or 
projects in the community

Applications will be assessed on the 
following:
• Provision of a solution to an identified 

community, health or environmental issues
• Delivery of activities in outdoor spaces or in 

other community buildings or assets
• Demonstrated link to council priorities and 

annual theme
• Whether there is an intent to become a more 

formalised group with a vision statement 

What happens next?
• Once received, we will acknowledge your 

application by e-mail.
• Your application will be assessed by a panel, 

who will contact you and your mentor.
• The panel’s recommendations will be 

considered by the Head of Housing and 
Health and the Council’s Executive Member 
for Communities and a final decision is 
made.

• Once the final decisions have been made, 
both successful and unsuccessful applicants 
will be advised via email three to four weeks 
after your application was acknowledged by 
the Council.

• Unfortunately we cannot fund every 
application that we receive therefore 
decisions have to be made to establish who 
we can fund and the amount we can provide.

• The Council’s decision is final.   Unsuccessful 
applicants can seek feedback from the 
Council’s Grants Officer if they wish to 
reapply.

Successful applicants:
• May have additional Terms and Conditions 

relating to the use of the grant in addition 
to those listed on this form – they will be 
indicated where appropriate in the offer 
email.

• Must acknowledge acceptance of the grant 
and Terms and Conditions via email.  

• Must acknowledge that under no 
circumstances may a grant be used for any 
other purpose than that identified in the 
offer email.  Should you need to request a 
change of use to any award made, you MUST 
contact the Council before committing any 
expenditure, failure to do so may result in 
the award being withdrawn and all monies 
returned.

• As part of the Terms and Conditions you 
must submit a Monitoring Form within three 
months of receiving the grant or sooner 
if your project/activity is finished. Please 
submit to Grants.Admin@eastherts.gov.uk  

mailto:claire.pullen%40eastherts.gov.uk?subject=
mailto:claire.pullen%40eastherts.gov.uk?subject=
mailto:Grants.Admin%40eastherts.gov.uk?subject=
mailto:Grants.Admin%40eastherts.gov.uk?subject=
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About You or your group
Your name or name of group

Address (including postcode)

Telephone number

Mobile number

Email address

A little more detail
1. Briefly tell us about your idea and why you want to do it. No more than 150 words. 

This text will be used in the Grants Awards list posted on the Council’s website should 
you be allocated a grant.
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2. Please tell us what and who will be involved.

3. Please tell us what difference the activity/project will make to your community.   
This is about the benefits the project will deliver to those who participate. 
Be sure to refer to the outcomes on which your application will be assessed.  
No more than 200 words.
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4. Where and when will the activity/project take place?  Include Postcode

 

5. Who is organising the activity/project? Please provide a brief background on your 
experience or your group’s experience in this area of work
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Funding details
6. How much will the activity/project cost in total?

7. How much are you requesting a grant for? 
Minimum request is £100. Maximum amount is £300

8. Please give a breakdown of the cost of each item you want us to pay for such as fees, 
travel, equipment, travel, publicity, refreshments etc. Be sure it adds up correctly.

9. How will you raise the balance of the funds, if you need more than the £300 grant available?

10. If you are an individual or group that doesn’t have a constitution, you must provide the 
name and contact details of the voluntary or not-for-profit organisation which has agreed to 
serve as your “banker.”  A letter from this organisation must be attached. 

11. Provide the name of the East Herts Councillor who has agreed to serve as your mentor.    
Their mentor application must be submitted alongside your application.

£

£
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DECLARATION
It is essential that you understand and agree 
to the following Terms and Conditions should 
your application be successful and you are 
awarded a grant.

Any additional conditions to those below will 
be communicated in writing on offer of a grant 
and will also form part of these Terms and 
Conditions

TERMS AND CONDITIONS
We agree to comply with the conditions below:
• We confirm that the information contained in 

this application is correct.
• We give permission for East Herts Council 

to record the information in this form 
electronically and to contact us by phone, 
mail or email with regards to this application.

• We give permission for the Council to name  
the recipient of the award on the Council’s 
website etc.

• We understand retrospective payments 
cannot be made with this award.

• Funding is for one year unless stated 
otherwise. 

• To advise the Council immediately if the 
activity supported is cancelled or postponed.

• Approval will be obtained from the Council 
to use the grant for any other purpose 
than that stated. The Council reserves the 
right to withhold approval if the proposed 
expenditure falls outside the criteria of the 

Community Grants Programme or outside 
the grant-making policy of the Council, in 
which case, unspent money will be returned.

• We acknowledge we cannot sell or dispose 
of any equipment or other assets funded 
or part funded by the Council without first 
receiving written permission. 

• To submit a Monitoring Form to the Council 
within six months of receiving the grant 
or sooner if the project/activity has been 
completed detailing the difference the grant 
has made to your life. 

• In the event of a breach of these terms and 
conditions the Council reserves the right 
to take action to recover the total grant 
awarded and any costs or interest associated 
with the grant award.

This signature confirms my acceptance or 
the group’s acceptance of the terms and 
conditions of the grant as they are set out 
in this application form and the application 
guidelines.

Signature Date

Role within the group

Data Protection Clause
For the purposes of current data protection laws, the information you supply the Council as 
part of your application will be used for the purposes of dealing with your request and retained 
as per our published corporate data protection policy which can be found on the East Herts 
Council Data Protection www.eastherts.gov.uk/dataprotection

From time to time this information may be shared with other Council departments and/or 
outside partners to process your request as effectively as possible. 

If you are happy with your application, press the ‘Attach to email’  
button now. This will open your email client and attach as a new  
message. Please then click the send button in your email for us to  
receive your application. Applications will be submitted to  
Grants.Admin@eastherts.gov.uk

If this is the first time you have created a signature 
within Acrobat Reader, click on the signature box, 
follow the simple steps to create a new signature.

http://www.eastherts.gov.uk/dataprotection
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