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Local Fund
Insert name of local fund 
Sample Application Form

Sample Application Form
This is a sample application form to help you prepare before completing the online form. This cannot be used for applications.  Projects successfully completing the Expression of Interest (EOI) form will be invited to complete a full application.
Before starting your application, please read the guidance document, which includes detailed information on organisation and project eligibility.  Section 8 contains an eligibility check; please review ahead of completing the application form to ensure you are eligible. All documents can be found here Community Benefit Funding - SP Energy Networks.


Lead Applicant Information
Please add your organisation information below. Attachments must be included with your application. 
	Personnel Key information
	Answer

	Lead contact person name 
	

	Lead contact person email
	

	Contact phone number 
	

	Lead person skills and experience delivering similar projects
	

	Second contact name
	

	Second contact email
	

	Second Contact phone
	

	Second contact skills and experience delivering similar projects
	



	[bookmark: _Hlk208821237]Organisation Key information
	Answer

	Lead organisation name
As per your governance documents and bank account.
	

	Type of organisation
Select from list on guidance document (section 2.2)
	

	Applicable registration number 
For example, a registered charity, provide the number as per the OSCR website
	

	Organisation constitution To evidence please attach governing document or set of standing orders confirming non-profit status and an asset lock
	

	Management committee Please confirm your organisation has a committee with at least three unrelated trustees/directors
	

	UK-based bank account with up-to-date accounts Confirm you have a UK account with at least two unrelated signatories.  Attach latest accounts or if a new organisation provide a 12-month financial projection. 
	

	Is your organisation able to reclaim VAT?
The Local fund cannot cover any reclaimable VAT on goods or services purchased towards the project if you are VAT registered
	

	Website or main social media page
If no website, provide a primary social media link or explain how the organisation communicates publicly.
	

	Correspondence address

	

	Registered address
Mark “same” if correspondence address
	

	Purpose of your organisation


	

	Services provided



	



Partner Organisation
Add information here of any partner organisations that are directly involved with the delivery of your project. (if applicable).
	Key information
	Answer

	Partner contact person name 
	

	Partner contact person email address
	

	Partner organisation name
	

	Type of organisation
	

	Relationship to lead applicant
	

	Declaration of any conflicts of interest
	

	Why are they supporting the project? 
	

	Letter/email of support
Yes – proceed
No – request letter/email
	





Your Project 
	[bookmark: _Hlk208820370]Project title: 
The title of your project will be used throughout the award process. Keep it short – max 6 words.

	Project summary (Max 350 words):
Provide a summary of what your project aims to achieve, who it will help, what you will deliver or aim to find out and if it’s a new project or continuation of an existing one. This summary may be made public if your application is successful.




	Funding need
If a continuation of an existing project, confirm how it’s been funded, why it’s needed now and plans for funding when this funding ends.
	

	Project start date
	

	Project end date
	

	Project location 
Provide project location information including address, postcode and local authority area.
If the project spans multiple sites, list all locations and indicate the primary address location.
	

	Community Council area(s) which represents the geographical area(s) your project will benefit
This must be one of the areas listed under the Local Fund you are applying.
	

	Alignment with local priorities (Max 200 words)  
Please explain how your project aligns with local area priorities. Responses will be expected to reflect relevant data or research, and the project focus should clearly align with a documented local need identified in plans published by a relevant local authority, community council, or other local groups independent from the applicant. Please provide a link and references to any documents mentioned.
	

	Project need (Max 200 words) 
Please explain why there is a need for this project in the local area.
	


Beneficiaries
	Question
	Answer

	Estimated number of beneficiaries
Persons that will benefit from the specific project. 
Please do not double count, we are looking for numbers of individuals and a description of how this will be counted and evidenced.  
	

	Specific groups your project aims to help.  
Number of groups and a description. Who are the groups. What challenges do the groups face and how will your project address them?  
	


	Social benefits delivered 
Quantify outcomes if possible.
How will you evidence each benefit and how and when will this information be shared?
	

	Economic benefits delivered
Quantify outcomes if possible.
How will you evidence each benefit and how and when will this information be shared?
	

	Environmental benefits delivered
Quantify outcomes if possible.
How will you evidence each benefit and how and when will this information be shared?
	

	Lasting project legacy (max 100 words) 
Will this funding make a long-term impact for your organisation and/ or community beyond the duration of the project funding?
Quantify outcomes if possible.
	 


	Please describe the anticipated impact on the wider community beyond the direct beneficiaries of your project (if applicable) (max 100 words
Quantify outcomes if possible
	




Project Deliverables
Please complete the following table with your project's measurable deliverables. This should include tangible deliverables like the installation of capital equipment or provision of support by project staff. If your application is successful, you will be asked to report on these deliverables and provide evidence to claim funding.
	[bookmark: _Hlk218675013]Deliverable number
	Answer
	Please detail how you will evidence 
	Start and completion date

	Deliverable 1
	Example: Installation of air source heat pump
	Example: 
Invoice from installer 
Photos 
Heat pump O&M manuals including warranty information
	Example:
September 2026 

	Deliverable 2
	
	
	

	Deliverable 3
	
	
	

	Deliverable 4
	
	
	

	Deliverable 5
	
	
	


[bookmark: _Hlk210737047]
Project Risks
Please indicate below implementation risks associated with the successfully delivery of your project.  Please add as many rows as required.  These could include risks associated with supply of goods or services, staffing illness, construction issues etc
	Risk description
	Probability score 
1 (low) to 5 (high)
	Impact on project 
1 (low) to 5 (high)
 
	Risk score
probability x impact
	Mitigation
Please detail what steps you will put in place to mitigate these risks and ensure successful delivery

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


[bookmark: _Hlk210736673]Overall Project Budget
	[bookmark: _Hlk210736695]Heading
	Amount (£)
	Evidence

	Total Project budget
	£
	N/A

	Local Fund request
	£
	N/A

	Match funding 
Evidence by: Proof of award/funds in account
	£
	



Local Fund Itemised Budget
	Type

	Total cost amount (£)
	Non recoverable VAT (£)
	Local fund request (£)
	Item description model and specification where applicable
	Evidence 
Provide 3 quotes, suppliers and preferred quote.

	Capital
	
	
	
	
	

	Other 
	
	
	
	
	


Please note that you must not include any VAT which can be reclaimed by your organisation. 
Staff costs
Please detail staff costs below, these should be specific to the project, please complete a separate line for individual tasks.  You can add as many rows as required.  
	Task description and deliverables
	Job title

	Day rate (£)
	Number of days 
	Total cost (£)

	Local fund request (£)
	Evidence
Please detail how you will evidence staff time and deliverables

	
	
	
	
	
	
	


Statutory Permissions
	Heading
	Answer
	Evidence (this may be an attachment, please reference the attachment name)

	The lead applicant organisation is the owner/responsible for any assets receiving funding
	Yes - proceed
	

	
	No - unable to proceed
	

	
	N/A – not required
	

	My project has confirmed planning permission 
	Yes - proceed
	

	
	No - unable to proceed
	

	
	N/A – not required
	

	My project has a confirmed building warrant
	Yes - proceed
	

	
	No – unable to proceed
	

	
	N/A – not required
	

	My project has confirmed listed building consent
	Yes - proceed
	

	
	No – unable to proceed
	

	
	N/A – not required
	

	My project has other environmental permits confirmed 
If unsure, please contact the Scottish Environmental Protection Agency (SEPA) or your local authority (waste permits etc.) 
	Yes - proceed
	

	
	No – unable to proceed
	

	
	N/A – not required
	

	Confirmed DNO connection
A DNO connection refers to the process of connecting electrical systems, such as solar panels, to the electricity grid through a Distribution Network Operator (DNO), which manages the local electricity distribution network.
	Yes - proceed
	

	
	No – unable to proceed
	

	
	N/A – not required
	




[bookmark: _Toc142308333][bookmark: _Toc142308362]Important Information and Signature
Please note that all applications for funding will be subject to review, follow up questions, due diligence checks, independent panel assessment, project board review/approval and final clarification questions. 
Failure to respond to questions or provide information may result in a delayed award decision.
[bookmark: _Toc142308185][bookmark: _Toc142308363]Data protection
Privacy Notice
This privacy notice describes how SP Energy Networks ("SPEN") processes your personal data collected in this Local Fund application process. In this Policy, references to "we", "us", and "our" (and other similar terms) means SPEN and "you" and "your" (and other similar terms) mean applicant, main contact and second contact.
Under Data Protection Legislation our lawful bases for processing your personal data are:
Legitimate Interest of SPEN to process applicants and invites to knowledge sharing sessions. 
Contractual as applications must be submitted in line with our Terms and Conditions and due diligence is necessary step to be undertaken before awarding the funding and entering the contract.
[bookmark: _Hlk142298573]SPEN will share your personal data with the fund administrator, Energy Saving Trust (EST) as part of the application process to organise sessions, process application and complete diligence for the funding process.  For more information on how EST process your personal data please see their privacy notice here.
When SPEN engage with data processors who are third parties i.e. consultants, contractors, and suppliers, we have agreements in place with our data processors that restrict the purposes for which they can process the personal data, and we will only share personal data that is required to enable them to perform these services. However, the personal data will not be shared with any other third-parties unless we are required to do so by law. When we are required to share personal data, we will take appropriate measures to ensure we have a lawful basis to share the data, that we provide only the personal data which is required for the purpose and to provide this data securely.
[bookmark: _Hlk142298765]We have in place appropriate technical and organisational security measures to protect your personal data against unauthorised or unlawful use, and against accidental loss, damage, or destruction. We have put in place strict confidentiality agreements (including data protection obligations) with our third-party service providers and processors. We will process and retain your personal data for the duration of the fund and the contractual period in line with our retention schedule.
[bookmark: _Hlk142299309]Your personal data will be processed and stored within the UK or the European Economic Area (“EEA”). In any instances where this data is to be transferred out with these areas, we will implement appropriate safeguards and security measures.  SPEN are part of the Iberdrola Group and as such any data transfers that occur within the group are carried out in accordance with the applicable data protection laws and our Binding Corporate Rules (“BCRs”). The Iberdrola Group’s BCRs reflect European legislation on data protection (General Data Protection Regulation) which means that all companies in our Group must comply with the same internal rules. You can download a copy of the Iberdrola BCR here.
Right of access – you have the right to obtain confirmation of what personal data is being processed and to receive a copy of this personal data
Right to rectification – you have the right to have your personal data rectified if it is inaccurate or incomplete
Right to erasure (Right to be forgotten) – you have the right to request the deletion or removal of your personal data where there is no legal basis for its continued processing
Right to restrict processing – you have the right to request that we block or suppress processing of your personal data
Right to object to processing – you have the right to object to the processing of your personal data, under certain circumstances
Right to data portability – you have the right to obtain and reuse your personal data for your own purposes across different services
For more information on how SPEN process personal data please see our full privacy notice here.
Additionally, if you believe that your personal data is not being processed in line with this privacy notice you have the right to lodge a complaint with our Data Protection Officer, by contacting: dataprotection_corporate@scottishpower.com or Data Protection Officer,  Scottish Power UK, 320 St Vincent Street, GLASGOW, G2 5AD.
If you are not satisfied with the response, you have the right to lodge a complaint with the UK Information Commissioner’s Office (ICO) by contacting: Information Commissioner's Office, Wycliffe House, Water Lane, Wilmslow, Cheshire, SK9 5AF, or 0303 123 1113.




[bookmark: _Toc142308186][bookmark: _Toc142308364]Authorised Signatory for Organisation
An individual with the authority to sign on behalf of your organisation e.g. Director, Treasurer or signatory of the organisations bank account must complete this section.
I confirm that I have read all the application information and it is accurate at the time of submission and that any suppliers or products or services used will be selected through a competitive process and without conflict of interest.

Full name:
Position in the organisation:
Date:
Witness signature:
Full name:
Position in the organisation:
Date:













[bookmark: _Toc142308365]Additional Information 
[bookmark: _Toc142308188][bookmark: _Toc142308366]Mandatory Documents 
	Document 
	File name
	Uploaded by
	Uploaded date/time

	Cost evidence - quotes  
	
	
	

	Statutory documentation including planning permission  
	
	
	

	Copy of your latest financial accounts, or if a new organisation provide a 12-month financial projection.
	
	
	

	Signed copy of your organisation’s constitution  
	
	
	

	Proof of match funding (if applicable.
	
	
	


Please note that if successful, you will be asked to provide bank account details for the lead organisation.  
[bookmark: _Toc142308189][bookmark: _Toc142308367]Other documents
	Document 
	File name
	Uploaded by
	Uploaded date/time

	Feasibility information (where required)  
	
	
	

	Letters of support (if applicable) from project partners or community members
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