
Runnymede Community Event Grant Scheme 

Guidance Notes for Applicants 

Thank you for your interest in the Runnymede Community Event Grant Scheme. These 

guidance notes have been designed to help organisations complete their application and 

understand the information required at each stage. 

The scheme aims to support community events that bring residents together, strengthen 

community connections, promote inclusion, and contribute positively to life in Runnymede 

Borough. 

 

Before You Apply 

Your organisation must meet the following eligibility criteria: 

Organisational Eligibility 

Your organisation must: 

   Have been established and delivering services or activities to the community for more 

than one year. 

   Have a bank account in the organisation's name with at least two unrelated signatories 

or authorised account holders. 

   Deliver activities that benefit residents living in the Borough of Runnymede. 

If your organisation does not meet the first two criteria, your application cannot be 
considered. 

 

Section 1: Organisation Details 

This section helps us understand who you are and your connection to the local community. 

Name of Organisation 

Provide the full legal name of your organisation or community group. 

Lead Contact Details 

Provide details including their email address for the person responsible for the application 

and any future correspondence. 

Organisation Status 

Please specify your organisation type, for example: 

• Registered Charity 

• Charitable Incorporated Organisation (CIO) 

• Community Interest Company (CIC) 

• Company Limited by Guarantee 

• Unincorporated Community Group 

• Residents' Association 

• Faith Group 

• Other 
 
Charity Number 
If applicable, provide your registered charity number. 



Address Information 

Provide your organisation's main correspondence address. 

How does your organisation support Runnymede residents? 

Explain: 

• Who benefits from your work. 

• Which Runnymede communities you serve. 

• Examples of activities or services you provide. 

• Any evidence of local engagement. 
 

Bank Details 

Provide: 

• Account name 

• Account number 

• Sort code 
These details will only be used if your application is successful. 

 

Section 2: Event Details 

This section explains what you want to deliver and why it benefits residents. 

1. Event Name and Date 

Provide: 

• Name of event 

• Proposed date(s) 

• Duration if applicable 
 

2. New or Established Event 

Select: 

• New Event 

• Established Event 

• Other 
If established, briefly explain how long it has been running. 
 
3. Previous Funding 

Indicate whether Runnymede Borough Council has funded the event before. 
If yes, please be ready to provide details if requested. 
 
4. Venue and Accessibility 

Tell us: 

• Event location 

• Accessibility arrangements 

• Disabled parking provision 

• Accessible toilets 

• Step-free access 

• Hearing or sensory support where available 
Applicants should aim to make events inclusive and accessible to all residents. 
 
 



5. Event Description and Purpose 

Provide a summary of: 

• What the event involves 

• Who it is for 

• Activities planned 

• Intended benefits to attendees 
Strong applications clearly explain the community benefit and how residents will participate. 
 
6. Expected Attendance 

Estimate: 

• Total attendees 

• Breakdown of participants if appropriate 

• Historical attendance figures for previous events 
Provide realistic estimates based on previous experience or expected demand. 
 
7. Partnerships and Collaboration 

Outline any organisations supporting the event, such as: 

• Schools 

• Community groups 

• Businesses 

• Faith organisations 

• Charities 

• Public sector partners 
Partnership working can strengthen applications and increase community reach. 
 
8. Environmental Impact 

Describe measures to minimise environmental impact, for example: 

• Recycling facilities 

• Reducing single-use plastics 

• Sustainable purchasing 

• Encouraging walking, cycling or public transport 

• Digital marketing instead of printed materials 
 

9. Community Need 

Explain how you know the event is wanted or needed. 
Evidence may include: 

• Surveys 

• Community feedback 

• Consultation exercises 

• Previous attendance figures 

• Requests from residents 

• Identified local issues or needs 
The strongest applications demonstrate clear evidence of community demand. 

 

Section 3: Total Cost of Your Event 

This section helps us understand the affordability and financial viability of your event. 

 



1. Total Event Cost 

Provide the full cost of delivering the event. 
Include all expenditure, even if you are not seeking grant funding for every cost. 
 
2. Grant Requested 

State how much funding you are requesting. 
Maximum available grant: £750 
Applications requesting less than the maximum amount are welcomed where appropriate. 
 
3. Budget Breakdown 

Provide an itemised budget. Provide a detailed breakdown of your budget costs, be specific. 

Do not write general costs (e.g. venue hire £300, Marketing £200). Ensure all costs are 

realistic and accurate. 

Examples include: 

Item Cost 

Venue Hire, 8 x hours at Chertsey Hall  £250 

Public Liability Insurance £100 

Entertainment,  singer for 3 x hours  £300 

Equipment Hire, e.g. speakers for half a day hire £150 

Marketing and Promotion, 10 x A3 posters and 50 x A4 posters  £75 

 

4. Other Funding 

If your event costs more than the amount requested: 
Explain: 

• Where additional funding will come from 

• Whether funding is confirmed 

• If income is anticipated through ticket sales, sponsorship or fundraising 
 

5. What Will This Grant Fund? 

Where your seeking partial grant funding from us, your answer should clearly identify the 

activities, equipment, services or elements of the event that the grant will pay for.  

Clearly identify which expenditure the grant will support. 
Examples: 

• Venue hire 

• Equipment rental 

• Activity materials 

• Performers 

• Marketing and publicity 

• Accessibility measures 
 



The panel should be able to clearly see how the requested funding will contribute to delivery 

of the event. 

 

Section 4: Delivering Your Event 

This section considers how the event will be managed and evaluated. 

1. Who Will Deliver the Event? 

Select: 

• Staff 

• Volunteers 

• Both 

• Other 
 

2. Payment for Event Staff 

State whether anyone will receive payment to organise or facilitate the event. 
Applicants should clearly explain any staffing costs included in the budget. 
 
3. Marketing and Promotion 

Explain how you will attract attendees. 
Possible methods include: 

• Social media 

• Community newsletters 

• Local press 

• Posters and flyers 

• Schools 

• Partner organisations 

• Community networks 
Demonstrate how you will reach your target audience. 
 
4. Measuring Success 

Explain how success will be assessed. 
Examples include: 

• Attendance numbers 

• Participant feedback 

• Volunteer feedback 

• Increased community participation 

• New partnerships formed 

• Repeat attendance 
This information may be used within the grant monitoring requirements if your application is 
successful. 
 
5. Sustainability and Future Viability 

Explain how the event could continue beyond this funding. 
Examples include: 

• Sponsorship opportunities 

• Future fundraising 

• Volunteer support 

• Ticket income 



• Partnership contributions 
This does not need to guarantee future delivery but should demonstrate consideration of 
longer-term sustainability. 
 
6. Permissions 

If the event takes place on land or premises not owned by your organisation, you must 

obtain permission from the relevant owner or authority. 

Applications should not proceed until the necessary permissions have been secured. 

7. Previous Year's Accounts 

Please upload your most previous years accounts. 
Acceptable documents may include: 

• Annual accounts 

• Income and expenditure statement 

• Independently examined accounts where applicable 
This helps demonstrate financial governance and organisational capacity. 

 

Health, Safety and Compliance 

By submitting an application, organisations confirm that they will comply with all relevant 
legal and safety requirements associated with delivering the event. 
This includes, where applicable: 

• Risk assessments 

• Public liability insurance 

• Safeguarding arrangements 

• First aid and medical provision 

• Food hygiene requirements 

• Health and safety legislation 

• Traffic and parking management 

• Emergency planning 

• Event licences and permissions 
Applicants should ensure appropriate arrangements are in place before the event takes 
place. 

 

What Makes a Strong Application? 

Successful applications typically: 

   Demonstrate a clear benefit to Runnymede residents. 

   Show evidence of community demand or need. 

   Provide a realistic and well-planned budget. 

   Offer accessible and inclusive activities. 

   Demonstrate value for money. 

   Show good planning, management and risk awareness. 

   Explain how success will be measured. 

   Deliver positive community outcomes through a well-organised event. 

 


