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Practice number 114.6 

Practice title Place Grants 

 

Practice Purpose: 
To detail how Place Grants will be submitted, accepted, assessed, approved and acquitted.  To be read in conjunction 
with Policy 114 Community Funding. 

 

Practice Definitions: 
auspice organisation means legal entity which must take responsibility for applying, receiving, holding, 
administrating and acquitting against a grant or funding on behalf of an unincorporated organisation or 
individual.  

town team/ place-based group means a group of residents, businesses and landowners working collaboratively 
to improve their local neighbourhood. 

Refer to Policy 114 Community Funding for full list of definitions. 

 

Practice Statement: 
Advertised Funding Rounds 

1. Place Grants open shortly following Council adoption of the Budget each financial year and close when funds are 
expended or until 6 weeks before the end of the financial year, whichever is the earliest. 

2. The funding round will be advertised on the Town’s website and social media. 

 

Maximum Grant Payable 

3. A maximum of $15,000 (including GST) is available per Grant Application. 

4. Each Grant Application must only contain one project. 

 

Grant Aims 

5. Policy 114 Community Funding gives direction to Place Grants as follows:  

19 – Place Grants aim to support community-led initiatives that:  
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a. make a positive contribution to the physical character, amenity or activation of a neighbourhood 
and/or 

b. build the capacity and capability of a town team or place-based group. 

 

Eligible Applicants 

6. Policy 114 Community Funding lists eligible applicant as follows:  

20 - Eligible applicants are:  

a. not-for-profit organisations;  

b. community group or clubs;  

c. artists, individuals and businesses;  

d. resident associations;  

e. town teams or place-based groups;  

f. parents and citizen (P&C) and parents and friends (P&F) associations; 

g. schools (only for projects falling outside the Department of Education responsibilities); and 

h. social enterprises. 

7. Applicants can be individual people or individual businesses and do not require auspicing by an Incorporated 
Association.  However, the Place Leader may suggest auspicing via a local community group, where the 
community group’s project management experience and/or resources could fill gaps in the applicant’s experience 
and/or resources and contribute to successful delivery of the project. 

 

Assessment Criteria 

8. The assessment criteria for Place Grants includes a response to the following: 

a. How does the initiative makes a positive contribution to the physical character or activation of a place 
and/or build the capacity and capability of a town team or place-based group? (40% weighting). 

b. How does the initiative fosters collaboration and active participation of local people (residents, workers, 
business owners and/or community groups etc) (25% weighting). 

c. How does the initiative aligns with any of the Town's Strategic Community Outcomes? (25% weighting). 

d. The applicant’s experience managing initiatives like the one submitted (10% weighting). 
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Assessment Process and Requirements 
 

Stage 1. Pre-Lodgment Advice 

9. Advice on Place Grants can be found on the Town’s website and in the Grants Toolkit.   

https://www.victoriapark.wa.gov.au/Around-town/Community-development/Vic-Park-Funding-Program/Place-
grants 

https://www.victoriapark.wa.gov.au/Around-town/Community-development/Vic-Park-Funding-Program/Grants-
toolkit 

10. Applicants should speak with the Place Leader prior to lodging an application.  Place Leaders may provide advice 
in relation to the following: 

• Planning and executing a project, including project risks and collaborating with other parties. 

• Place Grant eligibility requirements. 

• Whether projects might fit the grant criteria but not whether grants meet the criteria.  Meeting the criteria 
is determined through formal assessment of the grant by a Place Grant Panel which does not include the 
Place Leader. 

• Completing a Place Grant Application and potential Grant Agreement Conditions including: 

o Requirements for third party approvals eg. events, building/land owners, other Council 
departmental approvals, etc. 

o Examples of qualitative and quantitative information that assist the response to the selection 
criteria. 

o Whether the project requires Public Liability Insurance. 

o Whether the project would benefit from auspicing by an Incorporated Association. 

o Securing quotes for goods and services. 

o Requirements for reporting and acquitting a grant. 

 

Stage 2. Submitting Applications 

11. All Place Grants must be submitted through the Town’s online grants portal SmartyGrants which can be accessed 
here: 

https://www.victoriapark.wa.gov.au/Around-town/Community-development/Vic-Park-Funding-Program/Place-
grants 

https://vicpark.smartygrants.com.au/Placegrants 

https://www.victoriapark.wa.gov.au/Around-town/Community-development/Vic-Park-Funding-Program/Place-grants
https://www.victoriapark.wa.gov.au/Around-town/Community-development/Vic-Park-Funding-Program/Place-grants
https://www.victoriapark.wa.gov.au/Around-town/Community-development/Vic-Park-Funding-Program/Grants-toolkit
https://www.victoriapark.wa.gov.au/Around-town/Community-development/Vic-Park-Funding-Program/Grants-toolkit
https://www.victoriapark.wa.gov.au/Around-town/Community-development/Vic-Park-Funding-Program/Place-grants
https://www.victoriapark.wa.gov.au/Around-town/Community-development/Vic-Park-Funding-Program/Place-grants
https://vicpark.smartygrants.com.au/Placegrants
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12. SmartyGrants includes instructions for applicants, but Place Leaders can assist if needed.  Applications can be 
drafted and saved as incomplete until all information is ready to lodge.  Place Leaders are able to access the draft 
application, with the permission of the Applicant, to provide advice on the application for quality or 
completeness, prior to final lodgment. 

Quotes 

13. Expenditure on items from $500 (including GST) up to $5,000 (including GST) requires one written quote, and 
Place Leaders or the Grant Panel may request additional verbal quotes (containing name of supplier and price) to 
demonstrate value for money. 

14. Expenditure on items above $5,000 (including GST) require three written quotes.  In special circumstances where 
three written quotes for items above $5,000 (including GST) are not attainable, the reasons should be discussed 
with the Place Leader prior to lodgment, and the reasons stated in the application (in the box titled “Anything else 
you’d like to tell us about the budget”).  The Place Grant Panel may collectively agree to accept less than three 
written quotes in special circumstances. 

15. The Town prefers quotes from local suppliers for goods and services i.e. located in the Town, although this needs 
to be balanced against value for money, and the ability to locally source the required goods and/or services. 

16. Written quotes should include: 

• Business name and address. 
• ABN (Australian Business Number). 
• Quote number or reference. 
• Itemised list of goods and/or services, and prices (including GST). 

17. Quotes generated from on-line suppliers may be acceptable where they include: 

• Business name and URL address. 
• Itemised list of goods and/or services, and prices (including GST). 

Public Liability Insurance 

18. There may be special circumstances where public liability is not necessary for a project (for example, membership 
drive, marketing etc).  This should be discussed with the Place Leader prior to lodgment and will be confirmed by 
the Place Grant Panel.  If public liability insurance is required, it can be listed as an item in the Place Grant 
Application. 

 

Stage 3. Assessing Place Grant Applications 

19. Place Grant Applications will be: 

• assessed in the order they are received. 
• generally assessed within two weeks, where possible, and applicant notified of the outcome. 
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20. Applications that receive an average score of 70 points and at least 2 recommendations for approval from 
members of the Place Grant Panel, will be put forward to the Manager of Planning for final approval. 

21. The Place Leader is responsible for: 

• managing the overall assessment process for the application, but not assessing the application. 

• inviting at least three Town of Victoria Park staff members to forma Place Grant Panel and assess the 
application. 

• confirming the eligibility of applications, requesting any clarification or seeking further information to 
support the application (can be done via email) to ensure applications are adequate and complete prior to 
assessment by the Place Grant Panel. 

• forwarding the application to the Place Grant Panel via SmartyGrants. 

• convening a meeting of Place Grant Panel after they have conducted their individual assessments to 
review the scores, address any potential issues that require further clarification, address any Grant 
Agreement Conditions, and confirm a final recommendation to the Manager of Place Planning.  If an 
application is not supported, then also provide reasons why and/or seek further information from the 
applicant. 

• ensuring the assessment of applications are ‘closed off’ in SmartyGrants. 

• being the point of contact with the applicant.  

 

Stage 4. Notifying Applicants, Grant Agreements and Payments 
 

Successful applications – raising Purchase Order & Grant Agreement Letter 

22. Successful applications are required to sign and return a Grant Agreement. 

23. The Grant Agreement is a letter signed by the Manager of Place Planning that states: 

• Name of the applicant. 

• Project name, scope and deliver date(s). 

• Grant amount (including GST). 

• Purchase Order Number for Applicant’s invoice (for community groups or businesses with an ABN) or 
Electronic Funds Transfer Form (for individuals without an ABN). 

• Grant Agreement Conditions, which may include (but are not limited to): 

o Requirement for an Invoice to be received with the correct Purchase Order to enable payment into 
the bank account on the grant application.  

o Expenditure of the grant on the items contained in the grant application. 
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o Acquittal requirements and timeframes. 

o Requirements for third party approvals eg. environmental health / events, building/land owners, 
Council departmental approvals, other statutory or regulatory approvals, etc. 

o Whether the project requires Public Liability Insurance. 

o Acknowledging the Town’s awarding of the grant. 

o Provision of marketing materials and/or pictures of the project. 

o Provision of project success indicators, if required. 

o Any other special conditions as needed. 

• Original grant application appended and any other relevant application information. 

24. The Place Leader managing the grant application is responsible for preparing the Grant Agreement, ensuring it is 
returned signed and the invoice is correct before processing by Accounts Payable.  Payment generally takes two 
weeks but may be longer depending on the Town’s other finance approval priorities.  Payments are generally in a 
single payment. 

25. Place Leaders note when raising a Purchase Order – tick "Purchase under Contract" vs "Good and Services" in 
Authority. 

26. Place Leaders must ensure Grant Agreements are recorded in the Town’s record management system (refer to 
Place Grants / Financial Year file) and update the Place Grant budget tracker spreadsheet. 

Payment 

27. Successful applications will receive payment after the Grant Agreement has been signed and submission of: 

• For applicants that are community organisations or businesses with an ABN, lodgment of an invoice to the 
Town made out with the grant amount (including GST) with the Purchase Order (PO) number provided in the 
Grant Agreement. 

• For applicants that are individuals who do not have an ABN, lodgment of an Electronic Funds Transfer (EFT) 
form. 

28. Place Leaders – the Electronic Funds Transfer (EFT) is Form #7 in the Finance Forms directory on VIKI.  Once the 
EFT is received, you must complete a Form #14 Payment Requisition Form (tick EFT box and include the Trim 
reference for the Grant Agreement and EFT form signed) and forward to Purchasing@vicpark.wa.gov.au.  You’ll 
receive an Authority AP Exempt Order Task – please see Finance how to process this task. 

Unsuccessful applications 

29. Place Leaders will advise unsuccessful applicants in writing and by phone, and will provide reasons, as determined 
by the Place Grant Panel.  

mailto:Purchasing@vicpark.wa.gov.au
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Acknowledgement of funding  

30. All recipients of Council funding are required to acknowledge the Town as a project supporter in any relevant 
publicity i.e. on the organisation’s website, at appropriate functions and in relevant documents such as 
newsletters and annual and financial reports.  The funded parties shall ensure that all materials produced that 
involved the use of Place Grant funds contain an acknowledgement of the Town. 

Amending Use of Funds 

31. If successful applicants want to use grant funds for items that were not part of the original grant application, they 
must advise and seek permission from the Town via exchange of emails prior to any such expenditure occurring. 

 

Stage 5. Acquittal 

32. Every grant requires acquittal within 30 days of the project completion.  Grants over $500 require also require 
acquittal of finances. 

33. Acquittal involves: 

• providing receipts for items $250 and over that were funded by the grant. 
• returning any unspent funds (seek instruction from Finance). 
• provision of marketing materials and/or pictures of the project. 
• other information as required by the Grant Agreement. 

34. The Town may take action to recover funds from an applicant if the funds are not acquitted appropriately.  

35. Applicants with outstanding acquittals are not eligible for further Town funding. 
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Related documents 

Policy 114 – Community Funding 

Responsible officers Manager of Place Planning, Place Leaders. 

Practice manager Manager of Place Planning 

Approval authority Chief Executive Officer 

Next evaluation date At the end of each financial year. 

 

Revision history 

Version Action Date Authority TRIM Reference 

1 Adopted November 
2020 

CEO GAS/9/23, D20/88230 
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