LEWISHAM TENANTS FUND

GRANT APPLICATION 
TENANTS GROUPS’ GRANT APPLICATION CHECKLIST
Sometimes grant applications are delayed because the original application is not complete.

This checklist is for you to run through to check that you have covered/included everything for your grant application.

Before you send in your application make sure you have ticked every box.











      Tick
	Have you filled in all sections of the grant form
	

	Have you got the Chair’s, Secretary’s Treasurer’s signatures
	

	Has the application been approved by your committee at a meeting
	


Papers you need to send in with your application form











      Tick
	The signed Conditions of Funding and Equal Opportunities declaration
	

	A signed copy of the Seven Essential Steps
	

	Minutes of your last Annual General Meeting
	

	Constitution (if it has changed since your last application)
	

	Audited accounts and any letters you have received from your auditor
	

	Equipment Register summary
	

	If you are a new group have you arranged for your treasurer to attend training on book keeping
	

	Telephone call log sheets if telephone calls have been claimed
	

	Written confirmation of the number of tenanted properties covered by your group from your housing officer.
	


	Next

If you need advice to complete the application form please contact your Community Participation or Tenant Participation officer.

Keep a copy of the application form for yourself, then send everything to:

The Administrator

Lewisham Tenants Fund

Honor Oak Neighbourhood Office

29 Spalding House

Turnham Road

London SE4 2HT

CLOSING DATE 31 DECEMBER 2011 for 1st Applications
CLOSING DATE 28 FEBRUARY 2012 for 2nd Applications



Application Form for an Annual Tenants’ Group Grant 
	Name of Group



	Today’s date

Name of contact for the group regarding this grant application



	Chair: …………………………………………………………………………………….

Address …………………………………………………………………………………….

……………………………………………………………………………………………...

Telephone number …………………………………………………………………………

Email ……………………………………………………………………………………… 

	Treasurer: …………………………………………………………………………………

Address …………………………………………………………………………………….

……………………………………………………………………………………………...

Telephone number …………………………………………………………………………

Email ………………………………………………………………………………………

	Secretary: …………………………………………………………………………………

Address …………………………………………………………………………………….

……………………………………………………………………………………………...

Telephone number …………………………………………………………………………

Email ………………………………………………………………………………………


What area/estate is covered by your group_________________________________________

How many properties are covered by your group____________________________________

How many tenanted properties are covered by your group……………………………………..

	How many of the following did your group hold or produce during the last 12 months?

Committee Meetings ………………………..

General meetings ……………………………

Newsletters ………………………………….

Leaflets/posters………………………………

Translations of the above…………………….
	Can you provide:

Tick all that apply
Crèche at meetings…………………………..

Support for carers……………………………

Escorts to meetings………………………….

Access for disabled people………………….

Interpreters/translators ………………………

	Have you applied for a Tenant’s Group Grant before

Yes…………………..  No…………………..
	What was the date of your last AGM?

……………………………………….

Name of your landlords officer present

……………………………………….


Name & Address of all signatories

	Name…………………………………………

Address………………………………………

……………………………………………….

Position………………………………………
	Name of bank

Branch

Account Name

Sort Code

Account Number



	Name…………………………………………

Address………………………………………

……………………………………………….

Position………………………………………
	

	Name…………………………………………

Address………………………………………

……………………………………………….

Position………………………………………
	


I confirm that this grant application was agreed at a committee meeting held on ___________

Signed                                              ____________________ Chair

__________________________ Secretary         __________________________ Treasurer

Please ensure that you have included the following by ticking each box:

	Minutes of your last AGM
	
	Asset register summary
	

	Audited accounts
	
	Constitution (if changed)
	

	Conditions of grant funding declaration
	
	Action plan
	

	Budget
	
	Telephone call log sheets if applicable
	


What activities have your group undertaken in the past year? Please list what you have done to improve the quality of life locally, including social activities.

Activity




How has this benefitted your group?

	· 
	· 


List what you hope to achieve this year

	· 


	A

How much did you plan to spend on the following last year
	B

How did you actually  spend the Tenants Grant last year
	C

How much do you plan to spend this year

	Day to day running costs

Stationery/

Office general £__________

Telephone bills £_________

Leaflets/posters/

Newsletters £____________

Affiliations £____________
	Day to day running costs

Stationery/

Office general £__________

Telephone bills £_________

Leaflets/posters/

Newsletters £____________

Affiliations £____________
	Day to day running costs

Stationery/

Office general £__________

Telephone bills £_________

Leaflets/posters/

Newsletters £____________

Affiliations £____________

	Costs of Meetings

Hire of hall £____________

Rent £__________________

Utilities £_______________

Insurance £______________

Crèche/carers

Allowance £_____________

Transport £______________
	Costs of Meetings

Hire of hall £____________

Rent £__________________

Utilities £_______________

Insurance £______________

Crèche/carers

Allowance £_____________

Transport £______________
	Costs of Meetings

Hire of hall £____________

Rent £__________________

Utilities £_______________

Insurance £______________

Crèche/carers

Allowance £_____________

Transport £______________

	Expenses

Repairs/

Servicing £______________

Equipment itself £_________

Please specify

Other £_________________

Please specify


	Expenses

Repairs/

Servicing £______________

Equipment itself £_________

Please specify

Other £_________________

Please specify


	Expenses

Repairs/

Servicing £______________

Equipment itself £_________

Please specify

Other £_________________

Please specify



	Total           £


	Total           £


	Total           £



	
	How much did you under spend or overspend

£ _____________________


	

	
	How much money did you have in your account on the 31.03.11
£ __________________
	


7 Essential steps to TRA Accounts

Below are seven essential steps to ensure the smooth operation of your groups’ accounts
1. Must have a group account

2. Must not sign blank cheques

3. There must be three signatories on the account details with any two of these three signatories able to sign the group’s cheque.

4. Must have chequebook and minimise cash payments

5. Records & receipts must be kept for any cheque or petty cash transactions

6. Keep the petty cash float to a MAXIMUM OF £50

7. Must not accept any loans offered by the bank or building society

8. Must not accept any cash withdrawal cards offered by the bank or building society.
9. We agree to abide by these steps.
Name of Group____________________________________________

Chair ___________________________________________________

Secretary___________________________________________
Treasurer___________________________________________
Date
GRANT FOR TENANTS & RESIDENTS ASSOCIATIONS

DECLARATION

	Group Name _________________________________________________________




Equal Opportunities Declaration

	We have read and fully agree to fully abide by our landlord’s Equality Policy (ask your landlord for a copy if you don’t have one)

Signed by

Chair________________________________________________________________

On behalf of the above group




Conditions of Funding Declaration

	We have read and fully agree to abide by the attached Conditions of Funding if we are awarded an annual grant from Lewisham Tenants Fund.

Signed by:

Chair _______________________________________________________________

Secretary ____________________________________________________________

Treasurer____________________________________________________________

Dated______________________________________________

On behalf of the above group


CONDITIONS OF GRANT FUNDING FOR TENANTS GROUPS 
	This form sets out what your group must abide by if Lewisham Tenants Fund agrees to award you funding.

Please read it carefully to ensure that your group complies with each of the points listed below. One you have done this please sign it, keep a copy for your records and return a signed copy to the Fund with your completed grant application form.

NB Signing this form does not guarantee that you will receive a grant from the Fund – you need to complete both the grant application form and this Conditions of Funding form and send them into the Fund to be assessed.


Name of Group_______________________________________________________

On receipt of an annual grant for from Lewisham Tenants Fund the above group agrees to:

	Have a set of rules or constitution, which at least includes the essential clauses contained in the Tenants Association Model Constitution
	Tick

	Hold an Annual General Meeting every year to which all residents living in the properties covered by your group are invited
	

	Ensure that the outgoing Chair, Treasurer or Secretary notifies the Fund if they resign and the names of their replacement
	

	Send the Fund a copy of its rules or constitution and inform the Fund of any changes made to it.
	

	Co-operate with the Fund in carrying out any monitoring or evaluation procedures as required by the Fund, including allowing the Fund access to any premises used by the group and copies of minutes and information relating to the group
	

	The Fund has a duty to protect the funds it administers, and to this end requires all elected Treasurers to undertake training provided by their landlord on the appropriate method of maintaining financial records and systems.
	

	Maintain a properly established bank account, to which there shall be three signatories, any two of whom must sign all cheques. Signatories must not be from the same household.
	

	Keep up to date records of its income and expenditure, which should be available at all times for inspection by TRA members and the Fund

As a minimum the following accounting records should be maintained:

I. Cash analysis book

II. Petty cash book and petty cash slips

III. Receipt/voucher book – income

IV. Asset register

V. Monthly bank statement

VI. Monthly bank reconciliation statement

Additional accounting records may be maintained if required


	

	Abide by the seven essential steps (see attached)
	

	Ensure that telephone bills submitted by the group’s officers are itemised Please note: claims for telephone calls will not be considered if the bills are not itemised.
	

	Submit their records, with all supporting documents for the Funds inspection, as and when required.
	

	Submit their accounts to their auditor no later than 1 month before their AGM. Please note: A grant will be not agreed (or will be withheld) until the Fund is satisfied with these account
	

	Use the grant allocated for the reasons specified in their application, and for no other purpose without first receiving consent from the Fund
	

	Not sell or otherwise dispose of any piece of equipment purchased with the grant without first contacting the Fund for approval.
	

	Maintain a list of all equipment purchased costing over £10
	

	Ensure that continuous efforts are made to involve all TRA members, namely to:

I. Promote the exercise of tenants rights and the maintenance and improvement of their housing conditions, amenities and environment:

II. Promote racial harmony within the community and to actively work against all forms of racism and other discrimination within it;

III. Abide by the landlords equal opportunities policy
	

	Ensure that the grant is not used to publish any material, which would appear to favour any political party
	

	Not to make any grants to other campaigns or groups without agreement from the Fund
	

	The TRA agree to return any unspent grant funding or assets brought with grant funding in the event of the TRA ceasing to be accredited
	

	The TRA agree to return any unspent grant funding or assets brought with grant funding in the event they cease to be Lewisham Council tenants
	

	The Fund reserves the right to suspend or withhold the payment of grants if the tenants’ group fails to comply with any of the conditions set out in this agreement
	


Equipment Register Summary Sheet
Name of Association ___________________________________________________

Date ________________________________________________________________

	Item
	Date Purchased

DD/MM/YEAR
	Cost Price

£

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Please continue of a separate sheet if necessary


Telephone Claim Form

As from 1 April 2010, if you expect your audited accounts to show your TRA are claiming more than £50 per year for telephone costs please complete the following form:
Please keep a record of the calls you make as and when you make them – it will make it easier for you when making your claim.

	Date
	Number
	Duration
	Call to and reason



	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Please attach additional sheets if necessary
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