
 
 
 

Contact: Mark Fretwell 
Partnership (LSP) Officer 

Telephone No: 01362 656 231 
Email: mark.fretwell@breckland.gov.uk 

 
 

REF: XXXX 
                                   

Dear XXXX,                                     5th May 2010
        

‘Your Partnership Your Decision’ – Offer Letter 
 

Project Name 
 

Awarded - £XXXXXXX 
 
Firstly thank you for applying for the funding and for your continued efforts in delivering valuable 
activities and projects in your local community. I am delighted to inform you that you have been 
successful in obtaining funding through the ‘Your Partnership Your Decision’ participatory budgeting 
project delivered by the Breckland Partnership (Local Strategic Partnership). 
 
An evaluation of the PB pilot project will be carried out in the coming weeks, followed by a review of 
your individual project at 6 and 12 month intervals. Please return these promptly to ensure a 
detailed evaluation and report can be completed in order to improve the likelihood of repeating a 
participatory budgeting project in the district. 
 
Please find enclosed the following documents: 
a) ‘A Grant Request Payment Form’ - to be completed and returned to allow a payment to be made 
(see terms and conditions for further details).  
b) ‘A Claim Form’ - to be completed and returned with supporting evidence of expenditure once 
funding spent in relation to the funding you have been awarded for auditing purposes. 
C) ‘An Offer Acceptance Form’ - to be completed and returned (the Breckland Partnership copy) 
with regard to accepting the following terms and conditions in relation to the funding: 
 
Approval is subject to the following ‘15’ conditions.  If any of these conditions are breached 
or not fully satisfied, then the Breckland Partnership may withdraw funding assistance in 
respect of the above project. This may include a demand of immediate repayment from the 
person or organisation named on the ‘Grant Request Payment Form’ of any amounts that are 
already paid. 
 
1. The Breckland Partnership offers you a sum of money (“the Fund”) as set out in this offer letter 

(“Offer Letter”) on the basis that you accept these terms and conditions.   
  
2. The funding must be used only for the purpose set out in your Application (“the Project”) to your 

respective Area Based Participatory Budgeting project. 
 
3. You must not make any changes to the aims, structure, delivery and ownership of the Project as 

set out in the application without prior agreement from the Partnership (LSP) Officer. 
 
4. Evidence, where relevant, that funding from other parties has been secured ‘MUST’ be 

produced prior to any grant monies being released. 
 
5. You must comply with any relevant legislation, regulations or codes of practice and carry out an 

appropriate risk assessment for your Project. The documents can be submitted or they should 
be available for inspection as requested. 

 
6. You agree that the Breckland Partnership may use your name (“XXXXXXXX”) and the name of 

the Project (“XXXXXXXXXX”) for its own publicity materials. 
 
7. If you do not spend the whole Fund on the Project, you must promptly return any unspent 

amount to the Breckland Partnership.   
 
 

 



 
 
8. The Breckland Partnership will not increase the fund if you overspend and recommend that an 

exit strategy is produced to ensure the sustainability of the Project.  The Breckland Partnership 
makes no commitment to continue funding the Project once the current agreement has expired.  

 
9. You must keep proper and up-to-date accounts and records, including invoices and receipts, 

which show how the Fund has been used.  These financial records must be copied to the 
Breckland Partnership on request and be available to the Partnership or its representatives for 
inspection and copying. 

 
10. Approved funding should be taken up and spent within the timetable as specified in the 

application during the 2010/11 financial year or a timetable agreed with the Partnership (LSP) 
Officer. 

 
11. Public recognition must be given to the Breckland Partnership for funding, including the use of 

the Breckland Partnership logo (to be provided).  In particular, the Breckland Partnership 
funding should be credited in all relevant press releases and marketing materials. You should 
contact Lisa Green in our communications team when seeking publicity or to distribute press 
releases for your project on (01362) 656 330 and/or Mark Fretwell. 

 
12. You will be responsible for any agreements or contracts that are entered into for the purposes of 

this Project.  The Breckland Partnership is not liable for any costs or losses incurred from a 
failure to meet the terms and conditions of such contracts or agreements.   

 
13. You must monitor and review the success of your Project and complete a 6 month and 12 

month report (these will be supplied at the appropriate time). 
 
14. The Breckland Partnership reserves the right to inspect what has been produced by the Project 

and expects to receive a final report on completion of the Project. 
 

15. Funding will be released ‘up front’ upon the following conditions: 
 
I. ‘A Grant Request Payment Form’ must be completed, signed and returned. 
II. ‘An Offer Acceptance Form’ must be completed, signed and returned. 
III. ‘The Claim Form’ is completed, signed and returned with appropriate expenditure evidence 

within ‘3 months’ of receiving the funding. 
IV. Retrospective funding will be provided subject to completing the above. 
V. Note: Condition ‘4’ - where additional funding is required for the Project the funding will not be 

released until evidence is provided that the additional funding is secured (you should provide 
the evidence and return all the forms as included at this point). 

 
(Note: It is therefore important that you make the claim ‘when the funding is required’ due to the 
need to provide evidence within 3 months of receiving the funding.) 
 
If you require clarification on any of the above conditions, please do not hesitate in contacting Mark 
Fretwell, Partnership (LSP) Officer (contact details as provided). 
 

I look forward to receiving your completed forms to allow payment to be made where possible and I 
am excited by the prospect of seeing your project deliver in your local community within Breckland. 
 
Yours sincerely 
 
 
 
Mark Fretwell 
Partnership (LSP) Officer 
 


