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1. Read these guidance notes
Please read these guidance notes in full to find out more about the scheme, to make sure
that your project is eligible for funding and to help you with your application.

2. Check your project is within a ten-mile radius of an active landfill site owned by
SITAUK
You can check our landfill locator on-line at www.sitatrust.org.uk/apply/community/locator
or call us on 01454 262910 with the postcode for the location of your project.

3.  Check what types of project we can support
Please do not complete an application form until you are sure your project is eligible.
Telephone us if you are unsure.

4.  ldentify your Contributing Third Party provider
We prefer it if your Contributing Third Party provider is identified at the time of application
(see section 4.1 for more information).

5.  Complete an application form
You can download the form from our website which together with a green guide or contact
our office for a paper copy. Please answer all questions in full.

6. Include photographs with the application
Please take photographs of the project site and any equipment that needs replacing. This
photographic evidence provides essential support to your application.

Applications without photographs cannot be accepted and will be returned to the
applicant

Photographs can be submitted in any of the following ways:

Printed and submitted with your application form
Saved on a CD and submitted with your application form

Emailed electronically to sita.trust@sita.co.uk (preferred method)

Photographs sent as email attachments should be no bigger than 600KB in size and
800x600 in dimension. Photographs submitted by email should be in a JPEG format with
the project title in the name of the image. This will enable us to match your photographs to
your application form.
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7.  Enclose additional information
You will find a checklist of information to send at the back of the application form.
Applications that do not contain all the required information will be returned.

8.  Presentation
Please do not bind the application or use expensive folders which make it difficult to
separate the pages — the completed forms have to be easily copied to enable them to be
shared with each of our Board members as part of the decision making process.

9. Postit
Make a copy for your records and post the original application form (which has been
signed) to us. We cannot accept applications by fax or email. Please send your
application by recorded delivery so that you have proof of postage.

When sending your application, please ensure that you put sufficient postage on your
envelope. Failure to do this may result in the post office not delivering your item and your
application will be significantly delayed if it misses deadlines as a result. Information
about the required level of postage can be obtained from your post office or at:
http://sg.royalmail.com/portal/rm/PriceFinder
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The Small Grants Scheme provides fast-track access to funding of up to £10,000 for community
improvement projects that have a gross value not exceeding £20,000

Those applications that can demonstrate successful efforts to raise contributory funds in support
of the project (over and above the CTP) will be considered favourably, although those that don't
will still be considered.

The Small Grants Scheme is part of SITA Trust's Enhancing Communities programme. SITA
Trust provides funding for community projects through the Landfill Communities Fund.

Projects in the following categories can be support ed:
Community facilities

Historic Buildings (Grade | listed places of worship and historic monuments with an
appropriate designation (Grade A in Scotland), see notes later)

Sport and recreation facilities

There are six funding rounds each year for the Small Grants Scheme, one every two months.
Applicants will be notified of the Trust's decision after assessment and a Board meeting where
final decisions on funding are taken

If your organisation is operated on a not for profit basis, if your project has access for the public,
and your project location is within ten miles of a SITA UK landfill site you may be eligible to apply
to the Small Grants Scheme.

Applications for funds for the same site or project, through any of SITA Trust’'s funding
programmes, can only be made once in any three year period. For example; if a project has
applied to successfully for funding under the Enriching Nature Programme, a second application
for funding at the same site or for the same project under Enriching Nature OR Enhancing
Communities programme will be ineligible.

N.B. Lancashire applicants are requested to direct their enquiries for community funding to
Lancashire Environmental Fund (LEF). LEF is an entirely separate organisation that distributes
the landfill tax credits raised by SITA UK in the county. However, we welcome applications for
projects located within the unitary authorities of Blackburn and Blackpool that are within 10 miles
of a SITA landfill site. Lancashire County Council's website has a good postcode search service
where you can confirm which authority’s boundary your project sits within.

If you are unsure whether your project site is affected by any of the funding restrictions outlined
above, please contact the Trust for advice before completing an application.
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Background Information

What is the Landfill Communities Fund?

Companies that operate landfill sites collect a landfill tax for every tonne of waste that goes into
one of their sites. The UK government allows a proportion of this tax to be allocated to the Landfill
Communities Fund to support community and environmental improvement projects. SITA Trust
receives its funding from the waste management company, SITA UK, which owns landfill sites
across the country.

Who can apply for funding?

Not-for-profit organisations including community groups, parish councils, charities, local
authorities and voluntary organisations.
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3.1 Where can SITA Trust fund projects?

3.2 What we can fund

3.3 Repair or Restoration of Historic Buildings

3.4 What do we mean by the term, “physical improve = ments"?
3.5 What we cannot fund

3.6 Public Access to your project

3.1 Where can SITA Trust fund projects?
To be eligible for funding your project must be within ten miles of an active SITA UK Landfill
site. To find out if your project is within ten miles, visit our website and click on ‘Landfill
Locator’ in the community section, or call our office on 01454 262910 with your project
location postcode to hand.

N.B. If a project applicant does not own the site where the project is to take place, evidence
will need to be provided that there is a secure tenancy agreement in place with the owner of
the site, and that it has at least ten years to run at the time of application.

3.2 What we can fund:
We can support projects that make physical improvements to a public amenity. This may
include the following:

Community facilities Sport and recreation facilities
Museums Public parks

Village greens Sports fields and facilities
Community halls Activity centres

Scout or guide huts Cycle paths

Sports clubs

Places of worship Public rights of way & footpaths
Monuments Bridle ways
Structures Country parks

Skate parks
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Additional notes:
The maximum duration of any project development is three years.

There is no limit to the number of applications that can be submitted by one
organisation. However, if a specific project is rejected, applicants must wait 12
months before re-submitting the same (or modified) project

Sports clubs must be operated on a not-for-profit basis and allow the general public
to join at a reasonable cost.

3.3 Repair or Restoration of Historic Buildings

We can fund improvements to places of worship that are Grade 1 listed (Grade A in
Scotland) and other historic buildings/monuments/structures that are Grade 1, 2* or 2 listed
(Grade A in Scotland) as well as those that have another appropriate designation e.g. SAM
(scheduled ancient monument). |If there is a local designation, which means a building is
deemed important but not on the lists mentioned above, please contact us to talk it through.
The types of projects we may be able to fund could include the restoration of architectural
features and repair or refurbishment of the structure of the building, such as the
refurbishment of a roof.

3.4 What do we mean by the term, “physical improve = ments"?
The term ‘physical improvements’ may include items such as new heating systems; double-
glazing; improvements to energy efficiency; the purchase of equipment; the provision of
disabled access; resurfacing of a sports ground; refurbishing a club house; the restoration of
a public park. This list is not exhaustive (call us if you are unsure if we can fund your
project).

3.5 What we cannot fund:
Companies or organisations that are profit-making

Applications to construct new buildings/extensions on existing buildings (although we
will consider funding fixtures and fittings within a facility that has been newly built)

Purchase of land

Projects that have already been carried out

Allotment projects (because they benefit individuals rather than the general public)
Bus services, minibus services, other vehicles

Facilities that are not considered to be general community amenities, including:
hospitals, hospices, health buildings, medical centres, day-care centres, charity offices
and citizens advice bureaux, as the public can not book these places for their own use.

Projects on school or pre-school sites; this is because at these sites it is not possible to
guarantee unrestricted public access.

Works to public highways and street furniture

Staff posts

Project management costs or volunteer expenses

CDs, DVDs or web sites

Libraries

Car parks (car parks attached to a public amenity can only be funded if they form a
small part of a wider amenity improvement project)

Public toilets (although toilets within an amenity can be funded)
The running costs of an organisation or facility such as electricity bills or rent

Applications for projects that have been rejected by the SITA Trust Board in the previous
twelve months

If you are in any doubt whether your project is eli gible please call 01454 262910
PLEASE READ THE GUIDANCE NOTES IN FULL BEFORE APPLY ING REF NO: STF76 V15 07/08 7



3.6 Public Access to your project
The Landfill Communities Fund is designed to benefit as many people as possible. As a
result, public access is an important issue. All projects must have unrestricted public access
for a minimum of 104 days per year; that's no less than four evenings, two days each week,
or 12 full weeks each year. You will be asked to provide details of public access in your
application.
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4.1 Contributing Third Party Payment

4.2 VAT

4.3 Capital Items

4.4 Environmental Bodies and Registering your Proje ct
4.5 Ensuring best value

4.6 How to strengthen your application

4.1 Contributing Third Party Payment
Before the Trust can release funding for your project we need to receive a payment called
the Contributing Third Party Payment (CTP). This payment is unique to the Landfill
Communities Fund, so it's important to read on to understand what the CTP is and why
we ask for it.

Why?

Under the Landfill Communities Fund scheme rules SITA UK (our donor) can contribute
some of the landfill tax it collects to the Trust, and reclaim most (but not all) of this
contribution as a tax credit. We also have to pay the scheme regulator a fee and incur
other minor costs.

To make up the shortfall, SITA UK requires that 11% of the money provided is recovered
from third parties. We call this element the Contributing Third Party (CTP) payment.

Under the rules, Landfill Communities Fund money cannot be used to provide the CTP so
it must be raised from other sources. The CTP is paid to SITA UK and not SITA Trust but
neither SITA UK nor SITA Trust will benefit financially.

To calculate the amount of CTP that needs to be raised please visit the SITA Trust
website link: www.sitatrust.org.uk/apply/calculator

It is important to note that the CTP must not be received from a person or organisation

that will profit financially from funding the project. CTP might come from:
Your organisation
Donations from the community
Donation from an individual
Award from County Councils, Borough Councils, Parish Councils
‘Friends of’ — i.e. supporters of a project
Local businesses
Grants and other awards
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How does the CTP payment work?

We will explain the mechanism through an example which applied only to applications that
have been approved by the SITA Trust Board:

If you have applied to SITA Trust for £8,000 and your application is fully successful, you
will receive £8,000 from SITA Trust.

However, the CTP payment must be provided to SITA UK as part of the process to
release the money.

To release the £8,000, you must first send us a cheque (made out to SITA UK Ltd) to the
value of £880. Your budget and subsequent payment requests will clearly show that this
amount of £880 has not been raised from Landfill Communities Fund grants.

Another way of putting it is that, to get a grant from SITA Trust, you must find 11% of the
grant value from another source. In the example given above, you raise £880 and we
provide £8,000.

We appreciate that the CTP is an unusual rule so, if you require further explanation,
please call us on 01454 262910.

To ensure that we can release funding quickly we ask that a CTP provider is identified at
the application stage for the Small Grants Scheme. Please note that to release funding
we will need a CTP cheque within four weeks of a funding decision being made.

4.2 VAT
Some applicants may be able to recover VAT (this may include Council applications
and Charities). Also, VAT may be recoverable or exempt for certain types of projects
(for example, work to the fabric of a listed building may be VAT-free).

Please find out the VAT status of your organisation and your project before applying.

SITA Trust will not pay the VAT element of project costs if it is recoverable at a later
date. If you are sure that VAT is recoverable for your project, do not include VAT in
your application.

4.3 Capital items

Under the regulations of the Landfill Communities Fund, the residual value of capital
items purchased using landfill communities funding must be retained within the
Scheme after the project has completed. This means that if your project involves the
purchase of capital items (such as computers, machinery etc and any item that can be
moved around and used elsewhere), once the project has completed, the residual
value of that item must be returned to the Trust. However, at the discretion of the
Trust, capital items may be retained if the applicant can prove that they will continue to
be used for an activity that is compliant with the Landfill Communities Fund.

4.4 Environmental Bodies & Registering your Projec  t
A requirement of the Landfill Communities Fund is that a registered Environmental
Body oversees the transfer of funds and monitors progress of the project.
Environmental Bodies must be registered with ENTRUST, the regulator of the Landfill
Communities Fund. If you are successful in being awarded funds, SITA Trust will act
as the ‘Environmental Body' for your project and we will register it with ENTRUST.
This means that applicants do not need to apply for Environmental Body status.
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As part of the project registration process with ENTRUST we must provide specific
information which is listed in Section 8 of the application form. We appreciate that not
all these questions may be directly relevant to your project but we ask that you
complete them in any case. ENTRUST uses the information gathered from the many
thousands of projects registered in the Landfill Communities Fund to produce statistics
that celebrate the outputs of the Fund as a whole and enable reporting to the relevant
government department.

4.5 Ensuring best value
To ensure that the project benefits from best value and that funds are being used
efficiently and appropriately, the Trust requests that you get a minimum of three
independent quotes for each element of work and/or each item that is to be
purchased.

4.6 How to strengthen your application
Applications have a better chance of success if they can demonstrate the following:

Clear evidence of the need and support for the project and, where appropriate
evidence of local community consultation, participation and fundraising.

Tangible outputs from the project with clear benefits to the local community.
A clear budget demonstrating good value for money.

Part-funding or resources in-kind from within the community or from other sources,
demonstrating wider support for the project.

Projects should be self-sustaining once the initial project funding has been
invested. This will include ensuring that the project can be managed and
maintained and that funding is available to cover these costs.

Applicants that take steps to reduce the environmental impact of their project (see
SITA Trust's Green Guide for Applicants available from the SITA Trust website).
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If your project meets the above criteria and you would like to make an application you can
download an application form from our website or call the office and we will send you one. The
original completed and signed application must be delivered or posted to SITA Trust. See
contact details in section 7.

When to apply

Completed application forms must be submitted to the Trust prior to the pre-set deadlines that are
available on the Trust website www.sitatrust.org.uk or by calling 01454 262910. Following an
initial review to ensure the application is are compliant with the rules of the Landfill Communities
Fund, the process of assessment will commence as described in the next section.
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6.1 What happens to my application?
6.2 Project Start

6.3 Any further questions

6.1 What happens to my application?
We will acknowledge receipt of your application, within three working days. Following an
initial review to ensure the application is compliant with the rules of the Landfill
Communities Fund, we will proceed to assess it. We will contact you either to obtain
further information or to arrange a site visit or telephone assessment by a member of our
project team.

We will follow the timetable in our website, ensuring that each project is assessed in
accordance with the schedule set out. Within two weeks of the relevant SITA Trust Board
meeting we will notify you, in writing, whether your application has been successful. At this
point successful applicants will receive a pack setting out what they need to do next, and
will also be contacted by email, letter or phone from a member of the Project Team.

Please do not telephone to find out the results of the Board meeting. For reasons of
confidentiality we will only confirm funding decisions in writing.

6.2 Project Start
All of the requirements for funding, including receipt of the Contributing Third Party
payment must be met before a project can start and we can begin releasing funds. SITA
Trust is committed to ensuring that funding is not unnecessarily tied up for long periods.
We would expect that all successful Small Grants Scheme projects start within three
months from the date that applicants receive a letter confirming that funding has been
approved by the Trust’'s Board. Any project that has failed to start within three months may
have its offer of support reviewed. At this point the Trust reserves the right to rescind the
funding offer.

6.3 Any further questions?
Please call the Trust on 01454 262910 or see our web site at www.sitatrust.org.uk. One of
our administrators or the project co-ordinator will be able to help.
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SITA Trust

The Barn

Brinkmarsh Lane
Falfield

South Gloucestershire
GL12 8PT

Tel: 01454 262910
Fax: 01454 269090

Email: sita.trust@sita.co.uk
Website: sitatrust.org.uk

Contact our project co-ordinator for the Small Grants Scheme:

Hannah Mingo: 01454 262941 hannah.mingo@sita.co.uk

Use of your Information

Thank you for your enquiry. You have a right to know how we, SITA Trust Limited, will use your personal information. We will use
your personal information to deal with and process your enquiry.

If you apply for funding we will use your personal information to consider and deal with that application. We may disclose your
personal information to third parties for that purpose. If we enter into a Funding Agreement with you, you will see from the Funding
Agreement how we will agree to then deal with personal information.

We may use your personal information for marketing activities to include sending you information about our events, campaigns
and/or services and those of associated organisations. We may also disclose your personal information to our associated
organisations (including the SITA Group) who may use it for such activities. You can ask us to stop contacting you or giving your
details for any such purposes.
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