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Grants Process – Step by Step Guide 

 

 

A completed Application Form, with supporting documentation, 
should be submitted online by the applicant to the General 

Secretary who will forward to the relevant sub-committee Chair 
and members.

An initial eligibility assessment will be carried out by the sub-
committee members.  If the application is not eligible in 

accordance with the Rules or further information is required, the 
sub-committee Chair will contact the applicant.  When all 

requested information is received and the application is ready to be 
assessed, the sub-committee Chair will advise sub-committee 

members.

A full assessment will be carried out by the sub-committee and the 
recommendation recorded in the meeting minutes.

The decision of the sub-committee will then be conveyed by the 
Chair of the sub-committee to the Management Committee for 

discussion and endorsement to the trustees.

The decision of the trustees will then be conveyed by the General 
Secretary to the applicant within 2 weeks of the meeting, saying 
what, if any, grant was agreed and any conditions which may be 
attached.  If no grant was agreed due to insufficient information, 

then a letter of intention to support the project in principle may be 
issued.

Once the project has been completed the applicant should contact 
the sub-committee Chair to arrange an inspection.  They will inform 
the General Secretary and Treasurer by completing a Statement of 

Satisfaction.

Payment of the Grant will then be made by the Treasurer. 
Applicants should formally acknowledge receipt of the grant to the 

General Secretary and Treasurer.


