Guidance notes – Request for Civic Hospitality 2018/2019
Request for Civic Hospitality 2018/2019

Read these notes before you complete the application form.

Eligibility criteria
Your application must fit with one of the following four criteria:

1
Events that make a major contribution to a local community or organisation’s traditions and culture, particularly annual or regular events which are not service specific.

2
International or national events related to Council activities, which provide an increase of visitors and raises the profile of the area.

3
Events that are organised to recognise or reward individuals and organisations in fields related to Council and community activities.

4
Events that facilitate or promote our Council’s priorities and objectives.

Please note that you may not apply to any other Dumfries and Galloway Council Committee for the same project in the same financial year.
Examples of support available

· Civic Reception – Galas, Festivals & Events (eg Foreign Exchange Visits, Riding of the Marches Events):  Light refreshments/buffet, tea/coffee. (Note we cannot pay for alcohol) – Up to £4.95 per guest.

· Donations towards events:
Up to 50 guests – £250 max.
Up to 100 guests – £500 max.
· Delegated authority to approve awards for events of a regional/corporate nature up to a maximum of £3,000, subject to the criteria above.  Amounts in excess of this require Member approval.
Dumfries and Galloway Council will not make any award in respect of publicity for events that are not directly organised by our Council.
Decision-making process

Your application will be considered under the Council’s delegated authority procedures.  
Once an application has been considered, our Council’s decision is final and the application will not be considered again.  There is no appeals process but we try to give comprehensive feedback to unsuccessful applicants.
Completing your application form

Please ensure that you answer all questions in full and that responses fit the boxes provided.  We will use the information submitted to assess how well you meet the eligibility criteria, please make sure you include evidence relating to the criteria that matches your event to avoid disappointment.  Please do not attach additional papers or continuation sheets.
On completion of the form, please print and sign the declaration page (Section 4).  You should email your application to us but you may need to post the signed declaration page. 
Please complete paper forms in black ink ensuring your writing is legible.  To assist with scanning, please do not fold, staple or ring-bind your application.
If you have not received an acknowledgement within 14 days of sending us your application, please contact us.

You should save a copy of your completed application in case you need it in the future.

Please email your completed form to civic.hospitality@dumgal.gov.uk
Applications cannot be processed or considered until all sections on the form are completed.  
If you need help filling in the application or have any questions, please contact:

Communities Business Management

Municipal Chambers, 

Buccleuch Street,

Dumfries DG1 2AD
Phone 030 3333 3000

	Request for 
Civic Hospitality 2018/2019
	For our use only

Date received
     
Financial year
2018/19
Reference

     

	


Read the Guidance Notes before you start.
If you would like some help understanding this or need it in another format please phone 0303 333 3000.
Section 1 – About you, your organisation and your event
1.1
Please give your organisation’s name.
	     


1.2
Please give us contact details for this application.  This will be the main person we will contact about your application and they should also sign the declaration in Section 4.
	Your title (please tick):
	Mr  FORMCHECKBOX 
  Mrs  FORMCHECKBOX 
  Miss  FORMCHECKBOX 
  Ms  FORMCHECKBOX 
  Dr  FORMCHECKBOX 
 Other  FORMCHECKBOX 

	     

	
	

	Your name:
	     

	
	

	Your position in the organisation:
	     

	
	

	Your address and postcode:
	     

	
	
	
	

	Your daytime phone number:
	     

	

	Your mobile phone number:
	     

	

	

	Your e-mail address:
	     


We prefer to contact you by email.  If you have provided an email address above, please tick to confirm that you check the mailbox regularly.   FORMCHECKBOX 

1.3
What is the name of the event for which you need funding?
	     


1.4
Describe the nature and purpose of your event (this should be at least a paragraph long).
	     


1.5
What will you use the Civic Hospitality funding for (e.g. catering, gifts etc)?
	     


1.6
Is your event of region-wide or of local significance?  Tick to show relevant areas.
Region-wide
 FORMCHECKBOX 

Annandale and Eskdale
 FORMCHECKBOX 

Nithsdale
 FORMCHECKBOX 
 
Stewartry
 FORMCHECKBOX 
 
Wigtown
 FORMCHECKBOX 

1.7
Say exactly where the event will be taking place.

	     


1.8
Give the date and time of the event.

	     


1.9
Requests for hospitality should reach us a minimum of six weeks before the date of your event.  If the date at question 1.8 above is fewer than six weeks from the date we receive this application, please explain why your application is late.

	     


	1.10
How many guests will you invite?
	     


1.11
Are Elected Members (Councillors) included in the number at 1.10 above? Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

1.12
If you already know that you will be working with a Council Lead Officer to arrange your event, please give their details.

	     


1.13
Our Council can arrange printing of invitations on your behalf.  There is a charge for this service.  Do you wish us to produce your invitations?  Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 

If ‘No’, please note that invitations to certain Elected Members and Council Officers are obligatory.  Contact us as soon as possible for details.  Please also note that the Dumfries & Galloway Council ‘Supported by’ logo must be included on all printed literature including invitations.

1.14
Are gifts required?  Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 
   If ‘Yes’, please give details.
	     


Section 2 – Finance
	2.1
What is the estimated overall cost of your event?
	£
	     


	2.2
How much funding are you seeking from the Council’s Civic Hospitality fund towards the total estimated cost shown in question 2.1?
	£
	     


2.3
Have you applied for, or do you plan to apply for, any other funding from our Council during the financial year of your event?   Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 
   If ‘Yes’, give details of your application(s) and the amounts you have applied for, or plan to apply for.

	What the funding

will be for
	Source of funding
	Amount (£)
	Date your funding was approved (if you know this) 

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


Section 3 – Bank Details

Give details of the bank or building-society account we should pay your funding into.  We prefer to make payments electronically (by BACS), so we need your account details.  If you are applying on behalf of a Council service please provide the appropriate Integra code* below.
	Name of bank or building society:
	     

	
	
	
	

	Address of bank or building society:
	     

	
	
	
	

	Sort code:
	     
	Account number (if you have a bank account) and roll number (building-society account):
	     

	
	
	
	

	Account name:
	     


	*If you are applying on behalf of a Council service, which Integra code would you like your funding to be paid to?
	     


Section 4 – Declaration

Two people must sign this page, unless you are applying on behalf of a Council service.  Make sure you understand the conditions of the declaration and that you have the appropriate authority from your organisation to sign it.  The main contact named in question 1.2 must sign part 1 of the declaration.  If you are applying on behalf of a Council service, you only need to sign Part 1.  Otherwise, another person who is an office bearer of your organisation and who is not connected to the main contact must sign part 2 of the declaration.

· As far as we know, the information in this form is true and accurate.  We are authorised by the organisation to make this application and sign this declaration on their behalf.  We understand that it may be a criminal offence to receive funding after giving false information, in which case you will cancel the funding and claim back any money we have received.  We agree that you can check, with others, the information on this application form and any supporting documents.  If you award funding based on the information in this form, we confirm on behalf of the organisation that the activities we carry out will be as described in this form.  We agree on behalf of the organisation that you, or your appointed agents, can examine any documents necessary to show that the activities have been carried out.  On behalf of the organisation we will meet all your funding conditions shown in the award letter you send us.

· We agree that our organisation has its own UK based bank or building society account in the legal name of the organisation applying, which requires at least two unrelated people to authorise all cheques and withdrawals (this means any spouse, civil partner, a person with whom the signatory is living; and any parent, grandparent, child, step-child, brother or sister of the signatory (and their spouse)).
· We agree on behalf of the organisation that if there are any changes to the activities not agreed in writing with you beforehand, or if the activities do not go ahead for any reason, you can claim back all or part of any funding you have paid, as appropriate.
· We agree that if the application is successful we will acknowledge your funding contribution in all correspondence and publicity associated with our event, including invitations, websites, e-mails etc.  We will use your logo, preceded by the words, “Supported by”.

· We agree that you may make the information we have given on this form available to the public, and you may use it for publicity purposes.

Part 1 – The main contact named in question 1.2 must sign in blue ink so we can clearly see this is an original signature.

	Your signature:
	
	Date:
	     


	Your name:
	     
	Position in organisation:
	     


Part 2 – (Council officers do not need to sign this part.)  An office bearer who is not connected to the main contact named in question 1.2 must sign in blue ink.

	Your signature:
	
	Date:
	     


	Your name:
	     
	Position in organisation:
	     


Please email your form to:

civic.hospitality@dumgal.gov.uk 
Civic Hospitality, Communities Business Management, Dumfries & Galloway Council, 
Municipal Chambers, Buccleuch Street, Dumfries DG1  2AD
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