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Local Environment Fund Application Process

Our staff are always available to advise potential applicants.  Please contact us on 01865 407003 or email admin@trustforoxfordshire.org.uk to discuss your project before applying.
The steps below outline the application process.  Please read the Detailed Guidance document on the Local Environment Fund webpage before you complete the Application Form.
STEP 1:  ENSURE YOUR PROJECT MEETS OUR FUNDING CRITERIA

Your project should fall within at least one of our funding areas: 
1. Increase biodiversity through ensuring viable and diverse wildlife habitats and well managed land.
2. Ensure people are better connected to nature and their local green spaces – in both the countryside and the town - for health and wellbeing, learning, volunteering and enjoyment.
Other key criteria:

· In view of national and county policy, we expect applicants to be aware of climate change issues and the need to reduce carbon emissions and encourage ways of living that minimise our impact on natural resources, to help tackle climate change.

· Applicants must be non-profit making and have a formal constitution.
· Applicants must obtain competitive quotes -  
· 2 competitive quotes are required for costs in project budgets which are less than £1,000, and
· 3 quotes are required for all costs over £1,000.
NB if a project is very specialist in nature and an expert contractor will be engaged, the rationale for having only one quote needs to be justified in the application.
· Projects must be new initiatives – TOE does not fund completed or ongoing work.  
To help applicants understand our funding criteria, what we can and cannot fund, TOE welcomes discussions with potential applicants before they start filling in the application form to ensure the proposed project is eligible for funding.  Email: admin@trustforoxfordshire.org.uk to arrange a chat.
STEP 2:  SUBMIT AN APPLICATION

Use our ‘Small Grants’ application form to apply for up to £1,000.  Applications for Small Grants are assessed on a rolling basis.  Most grants from the TVERC Recorders’ Fund are up to £500.  
Use our standard grant application form to apply for between £1,000 and £15,000.  Applications are assessed in a quarterly funding cycle and application deadline dates are advertised on our website and TOE’s Local Environment Fund Grant Panel meets four times a year.  
Larger grant requests for transformational projects can be considered when funds are available.  An additional stage is required for Transformational Grants of over £15,000.  After speaking to the TOE office, if your project is eligible, you will be asked to submit an Expression of Interest for consideration by the Grant Panel.  If accepted, you will be invited to apply using the standard application form.
In all cases

· Complete all sections of the application form, answering all the questions.
· Provide the supporting documentation we ask for including site plans and photographs which help to illustrate the need for your project.
· Submit your application by email.
STEP 3:  ASSESSMENT

TOE has robust processes in place to scrutinise applications for grants over £1,000 to ensure they offer good value for money and deliver what they set out to do.

1. Application received by TOE via email.
2. Applicant is contacted for additional information if required.
3. TOE appoints an independent local expert to assess the application.  After visiting the project, the assessor provides us with a report to assist in the assessment of the project.
4. Each application is scrutinised by the Grant Panel and a funding recommendation is made to TOE’s Chief Executive.
5. Each recommendation is considered and all grants are approved by TOE’s Chief Executive.  
6. Where applicable, approved projects are then registered with ENTRUST, the Landfill Communities Fund’s regulatory body.
7. The applicant is informed of the decision approximately three months after the application deadline.  
STEP 4:  PROJECT APPROVAL
Successful applicants are sent an email notification which contains specific instructions relating to their grant.  A formal funding offer, which may contain specific conditions, is also sent.  This needs to be signed and returned.
Work on approved projects cannot start until TOE has received the signed acceptance of the formal funding offer.

STEP 5:  CLAIMING YOUR GRANT
TOE does not give grants up front, but reimburses the costs incurred in delivering a project as agreed and outlined in the formal funding offer.
Projects are expected to claim their grant when the project has been completed.  Applicants must claim their grant before the date stated in the formal funding offer.  If the project is delayed, grant holders should notify TOE of the revised delivery schedule.  In exceptional circumstances, it may be possible to extend project completion deadlines, but this cannot be guaranteed.  
Before grant payments can be made, TOE must receive a duly completed grant claim form, copies of the relevant associated invoices and a project completion report.  Applicants should keep a photographic record of their projects as a way of recording progress and send pictures when claiming their grant.
STEP 6:  PROJECT MONITORING
TOE monitors completed projects and contacts grant holders for information about their project at a later date, typically a year after completion.  Biodiversity projects may be subject to longer term monitoring. 
TOE staff are active in supporting applicants throughout this process and will always be happy to respond to enquiries.
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