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	[bookmark: busunit][bookmark: _Toc31795001]Grant Delivery Plan 
Instructions for grant applicants


Local Government Authorities (LGAs) must complete a Grant Delivery Plan using the Bushfire Recovery Victoria (BRV) template. This Grant Delivery Plan must be submitted as an attachment along with your online application as it will form an essential part of your assessment by BRV when making funding recommendations to the Minister. 
What is a Grant Delivery Plan?
Your Grant Delivery Plan (Plan) is a detailed breakdown of the funds you are asking for, to whom they will be allocated and how they will be allocated. It also identifies the obligations (including reporting requirements) that grant recipients will have to the LGA, who is responsible within the LGA for administrating the grants and the anticipated start and finish dates.  
Reporting requirements
Successful LGA grant recipients are required to complete regular progress and expenditure updates during the funding period and a final report and financial acquittal at the end of the grant period. BRV will provide all report templates.
LGAs should plan for the following reporting requirements:
· [bookmark: _Hlk88053918]Financial Reports – Two weeks after the end of each financial year
· Progress Reports – Every six-months 
· Final Report and Financial Acquittal – One month after the nominated grant ‘End Date’
Revisions to the Grant Delivery Plan 
If you are a successful grant recipient, your Grant Delivery Plan will form part of your Victorian Common Funding Agreement (the Agreement) as an attachment. Some grant recipients may receive part-funding or be approved subject to additional conditions and requirements which will require specific updates to the Plan. 
We understand that further conversations may also be required with not-for-profit organisations and community groups. Please add known (initial) details at time of submitting your application.
You will be given an opportunity to update your Plan to include any additional details required by BRV or to update activity dates if these have changed since your application was submitted. Once updated, the Agreement can be executed and grant funds received. 
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Grant Delivery Plan 
This Grant Delivery Plan must be submitted as an attachment along with your application. If you have any questions or require assistance, contact the BRV Central Grants Team at grants@brv.vic.gov.au or on 1800 560 760.
	Grant Delivery Details 

	LGA name
	

	Names and/or titles of the LGA officer/s responsible for administrating the grant   
	

	Contact Details of the LGAs officer/s responsible for administrating the grant
	Email:

	Phone:


	Funding requested
	$ 
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Grant Allocation Plan
Please complete this table to provide an overview of the initiatives and activities you propose to use the funds for and the anticipated costs of those activities.  
See Appendix A – Grant Allocation Plan Examples for guidance on how to complete the table and what to include.
	Name of not-for-profit organisations or community group to be granted funds  

Refer to the Program Guidelines to identify activities and initiatives eligible and ineligible for funding 
	Rationale for need  
· Explain how funding for this expense will support the program objectives and direct benefit(s) to communities for clean-up recovery 
	Obligations/exclusions 
· List any requirements the non-for-profit organisation or community group will need to meet as part of receiving this funding (e.g., reporting, permits, approvals, insurance, legislative and compliance requirements) 
· Detail the guidelines that will apply with release of this funding to a non-for-profit organisation or community group (what is an eligible activity or cost) 
· List any items/activities that will not be permitted using this funding 
	Anticipated end date and completion measures
· The date at which non-for-profit organisation or community group recipients will have expended all funds
· List the completion measure details that will be captured from the non-for-profit organisation or community group on the use of the funds
	Potential funding allocation ($)

	 
	 
	Guidelines 
	Activities not permitted 
	 
	 

	List the names of not-for-profit organisations or community groups (one per line) that you anticipate will access funding
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	 
	 
	 
	 
	 
	 

	LGA, not-for-profit organisation or community group administration cost  
Amount required by the LGA, organisation or group to fund a resource or part-resource to administer the grant – no more than 15% of the funding requested 

	 
	 
	 
	 
	 

	 
	TOTAL ($): 
Enter all ‘Grant Funds Allocated’ first, then select the whole table and click F9 to update the table formula and automatically tally the total ($) field. 
	$   0.00 


Insert additional rows as required (right click in the last row above the Total, select ‘Insert > Insert Rows Below’ 
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Engagement and Parties Involved
Provide details below (as available) for organisations partners, or key individuals who have been listed as ‘responsible’ for task delivery in the Grants Delivery Plan.
Consider all parties who will be involved, engaged, or consulted with to plan and deliver your proposed project. 
	Grant Engagement  

	Have you engaged with the nominated community recovery group in relation to the grant? 
(Where it exists) 
	☐  Yes 
	☐  No 
	☐  N/A 

	Will you engage with your local Traditional Owner organisation / group? 
(To seek advice or partnership in your project).
	☐  Yes 
	☐  No 
	☐  N/A 

	Have you engaged with all parties involved in delivery in the preparation of this Plan? 
	                          ☐  Yes 
 
	☐  No 

	Additional Details 
If you answered ‘yes’ above, provide additional details about Grant Engagement here: 

	 
 
 
 


 
Key LGA individuals 
 
	 List contact details for LGA staff who will be responsible for overseeing grant activities and initiatives 

	Individual name 
	Title and role in grant activities 
	Phone number and/or Email 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 


Add additional rows as needed. 

Not-for-profit organisations and/or community groups 
 
	Where known, provide details for the organisations and/or community groups likely to receive funding through this grant 

	Organisation name 
	Role in activities 
	Main contact person  

	 
	 
	 

	 
	 
	 

	 
	 
	 


Add additional rows as needed. 

Risk Management PlanPlease note:
· brief descriptions and dot points are encouraged 
· depending on the size and complexity of the grant, you may only have a few risks to note 
· you do not need to provide details for every possible risk to your project or provide a response in every category (these are just a guide) 
· include only those risks which are ‘Moderate’ to ‘Extreme’ and relevant to your project


No initiative, project, event, or activity is ever without risk. Risk planning helps you identify what could happen in the worst-case scenario so you can avoid it ever happening or at least have an agreed plan for managing a risk event if it does happen. 
It is recommended that during the planning stages you discuss with all key parties involved the possible risks and issues that could arise for your project. Consider the broad risk categories in the template to guide a conversation about the potential risks to your own project.
See Appendix B – for Risk Management Matrix and guidance to help you identify and document your project risk management.

	Risk Category
	Area of risk 
	Risk identified
	Risk level
	Controls and/or mitigation measures
	Response measures



Insert additional rows as required: Select the row above and then click on the plus sign [+] displayed to the right of the table.


Events and Case Studies

	Engagement opportunities 

	Consider if there will be any engagement opportunities during your funded activities that would be appropriate for attendance by the Minister for Emergency Services or a BRV representative (e.g., an event or launch). 

	Will there be any events or opportunities for attendance?
	☐  Yes
(If yes, please provide detail below)
	☐  N/A
(skip to next section)

	Please indicate if attendance would be appropriate for:
	☐  Minister for Emergency Services *
☐  BRV representative
	☐  Both if available

	Type of event:
(Brief description)
	

	Proposed date and time:
	

	Location:
	

	Primary contact:
(for event liaison)
	Name:
	

	
	Email:
	

	
	Phone:
	


* Please note, Minister attendance is dependent on availability and notice given.

	BRV Case Studies – Showcasing grant recipients 

	BRV occasionally creates and publishes Case Studies of previous grant recipients to our website. 
These Case Studies showcase the successes of the funded project, and can include photos, interviews or quotes from individuals involved in project delivery or the wider community.

	Would you be open to participating in a BRV Case Study?
If ‘Yes’, a representative from BRV will contact your organisation to discuss further details when the next round of Case Studies are being developed.
	☐  Yes

	☐  No



Declaration	
To be completed by the individual that has prepared this Grant Delivery Plan or is otherwise authorised to sign off on its approval by the organisation, Auspice (if relevant) and other parties involved.

	Full Name:
	

	Phone number:
	

	Declaration
	I declare that:
· I am authorised by the grant applicant organisation (and Auspice, if applicable) to submit this Grant Delivery Plan and make this declaration on their behalf
· all parties and individuals identified in the Plan were consulted during preparation of the Plan and have confirmed their commitment to their roles, responsibilities, timelines, and delivery deadlines outlined
· to the best of my knowledge the information in the Plan is correct and that I will contact the BRV if there are any inaccuracies or changes
· I acknowledge that Bushfire Recovery Victoria (BRV) may seek additional information from the grant applicant organisation or other parties listed to clarify information provided, including any attached supporting documentation, as part of the assessment and review process.
|_|  I declare and acknowledge the above to be true and correct.

	Date completed:
	          /        /      






[BRV Office Use Only]
	

	Review Date:
	   /    / 
	Grant Ref:
	OPP-

	Name:  
	
	Position:
	

	Review comments:
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Appendix A – Grant Allocation Plan (Example)
See below for details of the information to include in your request for funding, some question prompts to get you thinking about specific planning details and some example entries. 
If your grant is greater than $250,000 you will likely receive split grant payments over the life of the project (see ‘Funding distribution’ on page one). Discuss with BRV if your project has specific funding allocation needs (e.g., greater funding amounts are needed earlier in project rather than later).
Please note, the examples show a variety of activities which may or may not be eligible under the BRV grant program you are completing this Plan for currently. Please carefully review the relevant Program Guidelines to ensure your proposed activities are eligible.   

	Name of community group to be granted funds  
 
	Rationale for need  
 
	Obligations/exclusions 
 
	Anticipated end date and completion measures
 
	Potential funding allocation ($)  

	 
	 
	Guidelines 
	Ineligible activities  
	 
	 

	List the names of not-for-profit organisations or community groups (one per line) that you anticipate will access funding
	 
	 
	 
	 
	 

	The Localsville 4WD Club 
 
	· In the aftermath of the flood and storm, the 4WD club came together to support local clean up. 
· Members used their own vehicles and equipment to support residents who lacked the capacity and/or capability to clear their own properties. 
· The club coordinated and prioritised a list of properties owned or occupied by vulnerable people who need clean-up support. 
· The Club has limited financial resources and has already expended 60 per cent of its cash reserves to support this initiative. 
· Club members are using their own funds where possible, but some are at the point where they can’t afford to continue. 
· This money will allow the club to cover hire of specialised equipment, engaging contractors, fuel costs and disposal fees. 
· It will also provide Chainsaw Safety training for volunteers who wish to get involved.  
 
	· Financial statement (receipts) 
· Reporting obligations 
· Insurance coverage as appropriate for the activity 
· Signed consent forms to enter and perform work on private property 
· OH&S and other training to support staff and/or volunteers to undertake clean up activity in a safe manner  
· Hire of equipment necessary for the safe removal of debris left by the storm and/or flood 
· Payment of fees associated with the disposal of debris and rubbish left by the storm or flood 
· Fuel costs associated with the running of equipment/machinery required for clean-up activity 
· Costs associated with the repurposing of timber or other reusable waste left by the storm or flood 
· In line with Council’s biodiversity and natural environment principles and Council bylaws 
	· Clean up works or activities that are otherwise covered by insurance 
· Day-to-day operating costs
· Offsetting of salaries or costs for existing staff
· Clean up projects that are within the responsibility of another State, Federal or Local Government program and/or are more suitably funded under another program 
· Clean up activities that may have a negative impact on the environment, heritage, existing businesses, services and/or communities 
· Asset purchases benefiting individuals
· Catering costs 
	June 2023 

· Number of properties that received clean-up support
· Number of volunteers who assisted with clean-up support
· Number of volunteers who received OH&S or other training 
	$60,000 
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Appendix B – Risk Management Matrix
No project, event or activity is ever without risk. If risks are never identified, then they cannot be controlled. 
Risk planning helps you identify what could happen in the worst-case scenario so you can avoid it ever happening or at least have an agreed plan for managing a risk event if it does happen. Having a Plan helps to manage risks that:
· are quite likely to happen (e.g., rain impacting an outdoor event in winter) 
· could impact your timeframes (e.g., causing delays or risks to completion)
· could impact your project budget (risks to overspend, unforeseen costs or inability to complete).
Identify your project risks 
Consider the examples and categories below to guide a conversation about possible risks to your own project. 
Don’t jump ahead to planning or detailing controls or response measures right away - just brainstorm and list all the risks you can identify.
Include only Moderate to Extreme risks in your Plan
You do not need to provide details in your Plan for every possible risk that could happen in your project. You only need to include risks which are of a Moderate to Extreme risk level. 
Use the risk matrix below to determine the risk level for each of your potential risks identified. Consider for each risk identified, how likely it is to occur and what the level of impact would be on the project if it did occur. 
Depending on your project size, complexity and what you are doing, you may only have a few risks worth noting. 
	Likelihood
	Impact

	
	Insignificant
Risk is easily mitigated by normal day to day process.
	Minor
Delays up to 10% of schedule.
Additional costs up to 10% of budget.
	Moderate
Delays up to 30% of schedule.
Additional costs up to 30% of budget.
	Major
Delays up to 50% of schedule.
Additional costs up to 50% of budget.
	Catastrophic
Unacceptable level of risk.
Project abandoned.

	Certain
>90% chance
	High
	High
	Extreme
	Extreme
	Extreme

	Likely
50% - 90% chance
	Moderate
	High
	High
	Extreme
	Extreme

	Moderate
10% - 50% chance
	Low
	Moderate
	High
	Extreme
	Extreme

	Unlikely
3% - 10% chance
	Low
	Low
	Moderate
	High
	Extreme

	Rare
<3% chance
	Low
	Low
	Moderate
	High
	High


Controls and response measures
Once you have identified the ‘Moderate’ to ‘Extreme’ risks for inclusion in your Plan, discuss and document your controls and response measures for each risk. 
A control measure is an activity that aims to detect the risk in advance to prevent it occurring at all or to mitigate the risk to reduce likelihood or severity of impact to the project. Controls often fall into three categories that can be helpful when considering your control options:
· administrative (e.g., training, policies and procedures, insurance policies, permits)
· physical (e.g., eliminating risk, barriers, personal protective equipment)
· technical (e.g., correct tools/machinery, specialist expertise).
A response measure is what you will do if the identified risk event does occur. Considering how you will respond to a risk event means your organisation will have a shared plan for how to manage and reduce its impact to the project. 
The response measure must detail the key actions required for the immediate response (e.g., Call 000 for assistance, notify partners/Local Council) and if relevant should detail any steps required as a recovery response to get the project back on track (e.g., convene the planning committee, contact the funding body for extensions).
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