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Capital Jubilee Fund

Celebrating the Queen’s Diamond Jubilee
The Westminster Foundation and the London Community Foundation are pleased to launch the Capital Jubilee Fund. The Diamond Jubilee is a magnificent anniversary and a once in a lifetime event – only one other British monarch has ever celebrated a Diamond Jubilee (Queen Victoria back in 1897).

Before submitting your application for funding please make sure that that you read these guidance notes carefully and check that your project meets the eligibility criteria below. If you have any queries you can email us at info@londoncf.org.uk or call on 0207 582 5117. 
The closing date for the Capital Jubilee Fund grant programme is 5pm Friday 17th February 2012.

About the Capital Jubilee Fund

The Fund will provide grants to groups organising events in central London boroughs to celebrate the Queen’s Diamond Jubilee in the summer of 2012. Grants of £250 - £1,000 are available for street parties and local events taking place throughout the Diamond Jubilee summer (1 May-31 July 2012).

Fund Area

Hammersmith & Fulham, Kensington & Chelsea, Westminster, Camden, Islington, Hackney, City, Tower Hamlets, Southwark, and Lambeth.
Fund Themes

Funding is available for projects that bring people together to celebrate the Queen’s Diamond Jubilee. 
Priority may be given to the following:
· Projects which support intergenerational activities in celebration of the Jubilee
· projects which support elderly people to celebrate the Jubilee 
· projects which support children and young people to celebrate the Jubilee: 

Who can apply?

Community groups (for example tenants residents associations); registered charities; companies limited by guarantee; charitable incorporated organisations; social enterprises or Community Interest Companies are all eligible to apply to the fund. Applicants must:
· have secured all of the necessary permissions, permits and insurances; 
· have a minimum of 3 unrelated Management Committee members/Trustees;
· have a governing document (e.g. a constitution, memorandum of association, memorandum and articles);
· submit your most recent accounts (within the last financial year) or sound plans for managing your money if you are a new group;
· have a bank account in the name of the group, with at least 2 unrelated signatories;
· have a safeguarding policy if working with young people under the age of 18, or if you are working with vulnerable adults (please contact us if you need help with this).
What can the funding be used for?
All costs associated with the delivery of your project, e.g. hire costs; facilities, P.A systems; sanitary provisions; lighting; professional fees; artist fees; volunteers costs; publicity and marketing costs; licensing and statutory implications; security and safety measures.
What cannot be funded through this programme?
· Projects taking place outside of Hammersmith & Fulham, Kensington & Chelsea, Westminster, Camden, Islington, Hackney, City, Tower Hamlets, Southwark, or Lambeth.
· Any events or celebrations not directly related to the Diamond Jubilee

· Projects that do not have the necessary permissions and permits in place
· Statutory organisations, such as Local Authorities and schools (including nursery/play schools)

· Individuals

· Any party political activity that could be seen as promoting a political party

· Purely commercial ventures, trade or professional conferences / conventions

· Major capital costs e.g. buildings 

· Spending that has already taken place (retrospective costs) 

· An event where people have to take part in religious activities to benefit from the event or to promote a specific religious event or religious beliefs 

· Any event acting primarily as a fundraising event for a charity

· Awards ceremonies

· Social events for an organisation

· Any events or festivals taking place after July 2012 or before mid-May 2012 (as the grants will not be awarded until then). 

The Application Process

The closing date for the Capital Jubilee Fund grant programme is 5pm Friday 17th February 2012.
The following guidance will help you through the application process. Please read through this carefully before starting your application. 

1. First, plan your event

Firstly before you apply you must ensure that you have secured all of the necessary permissions, permits and insurances. 

If you intend to hold a street party and you need to close the road, you will need to contact the Transport and Highways department in your local authority for permission. They have lots of helpful tips and can give you an application form. 
You should also identify whether or not you need a license or a ‘Temporary Events Notice’ (TEN) from your local council. There will be a charge for this. TENs vary for each Local Authority, but in general: 
· You can serve and sell food up to 11pm without a licence. However, if you want to sell late night refreshments (after 11pm) you will need a TEN.
· A licence is not normally needed if you plan to provide alcohol for free at your event. However, if you want to sell alcohol you will need a TEN. 
· You don’t need a music licence, whether the music is live or pre-recorded, as long as your street party is a private party for residents and the music has not been advertised in advance to attract people or to make money.
For more help planning your event

· http://www.direct.gov.uk/en/HomeAndCommunity/Gettinginvolvedinyourcommunity/Communitygroupsandprojects/DG_192701
· http://www.streetparty.org.uk/residents/residents-guide.aspx
2. Next, check you are eligible and ready to apply
Before completing the application you must check that:

· Your project will take place in one of the Fund Area boroughs 

· Your group has a governing document that details, at the very least, your organisation’s name; aim/purpose; objects; a dissolution clause; a list of Trustees/Committee Members; and Trustees/Committee Members’ signatures
· You have secured all necessary permissions and permits to hold your event 

· Your project fits with the Fund Themes
The application form is an online application form which you can access on our website at www.londoncf.org.uk/grants 

3. Finally, apply for a grant –  please note that this is an online application process
First, please visit: http://www.londoncf.org.uk/grants/available-grants/overview.aspx and navigate to the Capital Jubilee Fund section. Click on the Online Application Form link.
Please read the instructions carefully, tick to say if you agree and have understood, enter your e-mail address and click on the “Send e-mail and continue”

Once you have done this you will be sent an e-mail with a link to your unique online application form. You should receive the email within a couple of minutes (please check your spam folder).  

· Part A of your application
To begin ‘Part A’ of your application please click on the link within the email that you have received from us. There are help notes available as you go through the online application form, and you can save your application at any point and come back to it to complete it at any time before you submit it. 

Before you begin to fill in the application form we recommend that you read through all of the questions so you can plan your responses. Remember, you can save your application at any point and come back to it at any time before you submit it.
Budget breakdown
When filling in the budget section please list all income (name of funder and how much - you may include any support in kind). You must also provide a detailed breakdown of all expenditure – so under each heading list the costs and exactly how you have calculated them. 

For example: 

Staff costs

Project manager (35 hours at £15 per hour) = £525

Activity costs

Clean-up costs (bin hire = £300; 4 cleaners @ £9 per hour x 2 hours = £72)

Once you get to the end of the application form there will be a ‘Submit’ button. Please note the submit button is after you have verified your budget. Once you press this it will automatically send your application through to the Community Foundation and this will be accepted as a completed application. 
You will also be emailed a copy of your completed application for your records.

· Part B of your application

As well as receiving the link to ‘Part A’ in the email you will also receive a ‘Part B’ of your application. Part B should be returned to The London Community Foundation by the deadline date (5pm 17th February) along with all your supporting documents. 
You must include the following supporting documents: 
· Your group’s governing document

· Most recent annual accounts, or record of income and expenditure

· Safeguarding Policy (if your proposal includes work with under 18’s or vulnerable adults)
· Names and addresses of your management committee members

· Copies of relevant permissions or permits and insurance for your event.
You can send your Part B and supporting documents via email: applications@londoncf.org.uk
Or post to: The London Community Foundation, 357 Kennington Lane, London SE11 5QY

If you are emailing your documents, please clearly state your organisation’s name in the subject line along with Capital Jubilee Fund name.

eg. Friends of Bickley Playground Capital Jubilee Fund Application

Where possible, please try to send all your attachments in one email by zipping your documents. However, if you need to send more than one email, please number them as follows:

eg. Friends of Bickley Playground Capital Jubilee Fund Application, Email 1 of 2

If you email your application and documents a confirmation email will be sent acknowledging receipt. If you submit your part B and supporting documents by post and require a receipt for your application, you must enclose a stamped addressed envelope if posting, or send your application by recorded delivery. 

We regret we are unable to consider incomplete or late applications. 

What happens after you have submitted your application?

We may contact you to discuss your ideas. You will get a decision within 8 weeks of the closing deadline; therefore projects should not start until 10 weeks after the deadline date. If you are awarded a grant you will have until 31 July 2012 to spend it. You will then need to return a short monitoring form by mid-August. 
Monitoring

All successful applicants will have to complete a short monitoring form. Full details on the information you will need to collect will be given to successful applicants at the time of grant award. If you are already providing monitoring to other funders for the same work, we are happy to discuss how you can use your existing reporting format for any LCF grant.

Timetable

Grants are available for activities taking place in May-July 2012. Applicants will be informed of the outcome by mid-April 2012 by letter. Please ensure that you have considered the timing of your event – we cannot fund events that will have already take place! If you are successful you will have one month to return the acceptance form. Please note it normally takes 2 -3 weeks to process the payment. You should take this into account for your project planning. 
Contact Us

Please contact the Capital Jubilee Fund Programme Manager if you have any questions about the programme:

Tel: 0207 582 5117

Email: info@londoncf.org.uk
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