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Application Checklist for projects up to the value of £5,000
Section A: Your Organisation
Included:
☐ Primary contact details
☐ Organisation name and type
☐ Registered address
☐ Website and/or social media
☐ Registered charity number (if applicable)

Requirement Met: Yes / No

Section B: Governance and Finance
Applicants must demonstrate that their organisation is appropriately constituted and financially managed.

Your response should confirm:
☐ Governing document in place and copy attached
☐ Date established (month/year)
☐ Number of trustees, staff and volunteers
☐ Minimum of two authorised bank signatories
☐ Recent signed accounts or income and expenditure records attached
☐ Financial controls and management policies in place
☐ Any significant financial issues in the last three years
☐ Confirmation that:
· no grants or contracts have been terminated for default in the last three years
· all banking obligations and creditor payments have been met

Requirement Met: Yes / No

Section C: Your Project 
Included:
☐ Project name and location
☐ Project duration and start/end dates
Requirement Met: Yes / No
Section D: Project Activities and Content
☐ Clear summary covering:
· purpose of the project
· need or issue being addressed
· intended beneficiaries
· why and how this project contributes to the Police and Crime Plan priorities ☐ Description of core activities

☐ Frequency, duration and delivery format
☐ Staffing or volunteer involvement
☐ Delivery methods (e.g. group-based, one-to-one, digital)
☐ Any learning, educational or preventative elements
☐ Any additional or one‑off supporting activities
☐ Resources and materials required
☐ Training provided to staff, volunteers or participants
☐ Safeguarding or specialist training (where relevant)
☐ How learning or outcomes will be sustained or shared beyond funding
Requirement Met: Yes / No
Section E: Target Participants, Need and Engagement
Applicants must demonstrate:
☐ Clear identification of target participants
☐ Evidence of need (data, community insight, or partner intelligence)
☐ Participant recruitment and engagement approach
☐ Support and retention measures
Requirement Met: Yes / No
Section F: Referral Pathways and Case Management
Included:
☐ Referral routes (partner or self‑referral)
☐ Referral assessment and management processes
☐ Safeguarding considerations
☐ Data collection, monitoring and secure storage arrangements
☐ Alignment with Existing OPCC‑Funded Services(were applicable):
Confirmation that the applicant has considered existing OPCC‑commissioned services (e.g. victim services, Prevention Partnership Panels or other commissioned activity) and has demonstrated how the proposed project complements and is joined up with this provision, rather than duplicating it.
☐ Specialist or Criminal Justice Partnership (where applicable):
For projects involving diversionary activity, reducing reoffending, or specialist victim services, confirmation that appropriate policing, probation, prison or accredited specialist partners are actively involved and supportive of the project.
Requirement Met: Yes / No
Section G/H: Partnerships and Collaboration
Applicants must confirm:
☐ Delivery and/or strategic partners and their roles
☐ What added value the project brings to the existing partnerships
☐ Letters of support where required
Mandatory Consultation Evidence:
☐ Local police consulted
☐ Community Safety Partnership consulted
☐ OPCC consulted
(Name, role and evidence must be provided)
☐ Confirmation that the application is supported by the appropriate sponsor(s) in line with grant value requirements (e.g. Policing, CSP, OPCC Officer)
☐ Confirmation that submitted references meet the minimum requirement of two references for all grants up to £5,000
Requirement Met: Yes / No
Section I: Media, Outputs and Sustainability
Your response should include:
☐ Clear and measurable project outputs
☐ Plans for sharing learning or outcomes
☐ Sustainability beyond the grant period
Requirement Met: Yes / No
Section J: Costs 
Included:
☐ Funding amount requested from the PCC
☐ Total project cost
☐ Detailed cost breakdown
☐ Match funding (secured or pending)
☐ Contingency arrangements (if applicable)
☐ Confirmation that management or support costs do not exceed 10% of the total grant requested (where applicable)
☐ Confirmation that the grant requested does not exceed 30% of the organisation’s total income from the most recent accounts
☐ Confirmation that the application does not include ineligible costs such as ongoing core staff posts not directly linked to project delivery
Requirement Met: Yes / No
Section K: Evaluation
Applicants should describe how the project will be evaluated.
Included:
☐ Expected outcomes
☐ Quantitative and qualitative measures
☐ Monitoring and review processes
Requirement Met: Yes / No
Please see the following evaluation link (subject to minor changes): Evaluation Form 
Requirement Met: Yes / No
Before You Submit
· Only request the funding you need and demonstrate value for money and sustainability.
· Include match funding where possible and consider other local funding sources.
· Ensure all application sections are complete, required consultations have taken place, and all supporting documents are uploaded.
· Incomplete applications will not be assessed, and all funded projects must submit a full evaluation at completion
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