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EXMOOR NATIONAL PARK PARTNERSHIP FUND 

Guidance notes for applicants  

‘Delivering your Project’  

If you have any questions at any stage, or require any of the National Park 

Partnership Fund documentation in an alternative format please contact the Funding 

Officer on 01398 322237 / PartnershipFund@exmoor-nationalpark.gov.uk.  

Specialist officers within the Authority may also be able to offer advice and support 

for certain projects. 
 

1.0 Introduction 

 

1.0.1 You will have already worked out how you want to deliver your project, and you will 

have set that out as part of your application. This guidance note is therefore not 

about telling you how to deliver your project on a day to day basis, but to highlight 

four (4) areas of delivery that we will monitor as part of your grant offer:  

 

 Reporting progress 

 Making claims 

 Promoting your project 

 Evaluating your project 

 

2.0 Reporting progress 

 

2.0.1 We ask that you keep us informed of your project’s progress. There is no fixed 

schedule for reporting progress and updates on progress will depend upon the size 

and length of a project, and to some extent your own reporting cycle. 

 

2.0.2 For small projects, especially those running for a short period of time, you may only 

need to update us on progress as part of an end of project evaluation.  

 

2.0.3 For medium to large sized project we will usually agree a reporting cycle as part of 

the application or following the decision to offer you a grant. 

 

2.0.4 Our interest in project progress relates primarily to confirming that the project is 

going ok, that key actions detailed in a project plan or application have taken place, 

and letting us know of any changes in the planned delivery (good or bad), 

unexpected problems or successes that may have arisen, and any assistance that 

you may require from ENPA. 

mailto:PartnershipFund@exmoor-nationalpark.gov.uk.
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2.0.5 In terms of the information needed as part of a project progress update, as with the 

frequency of such reports this will vary in relation to the size and complexity of the 

project. For in progress updates we are interested in the knowing how the agreed 

actions, outcomes and outputs are progressing. As such we would expect updates 

to report against these funded activities. 

 

2.0.6 Where your grant has additional or special conditions we would expect you to 

update us on progress in respect of these. This is particularly important where 

conditions are attached to providing further information or setting something in place 

at the outset of a project. 

 

2.0.7 If our grant is match-funding for a larger funder to whom you will be reporting, we 

would not expect a separate update, and a copy or summary of any progress reports 

sent to them will suffice. Where possible if you can indicate how the Partnership 

Fund grant has made a difference that would be helpful. 

 

2.0.8 In most circumstances we would expect updates on progress to accompany grant 

claims and the frequency of these will therefore depend on when you wish to submit 

claims. However, if you are likely to submit claims infrequently we will probably ask 

for occasional updates in between claims. 

 

2.0.9 A project progress update form will be sent to you as part of your grant offer (a copy 

of this is provided as Appendix 1). You can either complete this form and send it to 

us at regular intervals, or use it as a guide to the update information we require.  

 

3.0 Making Claims 

 

3.0.1 As with reporting on project progress there is no set timetable for submitting claims 

for your grant. It is up to you to decide when you wish to make a claim and how 

frequently you wish to do so throughout the life of your project.  

3.0.2 We would expect claims to be made after any work has been completed or items / 

equipment has been purchased. However, we appreciate that, particularly for small 

organisations, you may not be in a position to spend amounts and then claim these 

back, but will need part or all of a grant upfront to be able to deliver your project. 

3.0.3 If you are in a position where you need a payment in advance please let us know 

and we may be able to release funds ahead of work being done, on the provision 

that it is set against specific costs and actions, which you then confirm and evidence 

have taken place and been paid for.  

3.0.4 Again, as with reporting on project progress, our interest in respect of claims is how 

these relate to agreed costs and activities. As such we ask you to detail any claims 

against any such headers that you have presented in your application or were noted 

in the grant offer letter. 
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3.0.5 If a grant has been allocated to you toward general project costs, we would still ask 

that you detail the activity or action within the project that you are claiming towards. 

3.0.6 An invoice detailing the claim being made is preferred. We also provide a claim form 

which we ask you to complete as this provides record of claims and payments made. 

It is possible to use this on its own without an accompanying invoice to us. 

3.0.7 Where you are claiming for the reimbursement of payments made to a third party: 

contractors, professional fees; we need where possible to see evidence of spend. 

Copies of invoices you have paid should be attached to your claim. Electronic copies 

are acceptable. 

3.0.8 Equally, where you are claiming against staff or volunteer time we will need to see 

some breakdown of costs incurred and a calculation of how these costs have been 

realised. Please provide this as a separate attachment. 

3.0.9 It is important that your claims show not only the amount being claimed from the 

Partnership Fund, but also the total amount of costs incurred as part of that claim, 

along with any amounts covered by match-funding and/or in-kind contributions.  

3.0.10 The Partnership Fund grant offer is based on a maximum amount of cash grant as a 

percentage of overall project costs. As such if your overall project costs reduce our 

grant will only pay up to the percentage agreed. Equally, should your costs increase 

our grant will only pay up to a maximum of the cash amount offered. We therefore 

need to be aware of total project costs so that we can track grant payments. 

3.0.11 If you have been offered a Partnership Fund loan rather than a grant a separate 

repayment agreement will be provided as part of the offer and the majority of 

information above will not apply. We will still ask that you to update us as to how and 

where the loan has been allocated to ensure it has been spent against agreed costs. 

3.0.12 Appendix 2 provides a copy of the grant claim form which we ask you to complete 

for each claim, with an example of how to complete the form and information 

required. 

4.0 Promoting your project 

4.0.1 One of the standard grant conditions is that: 

 

You liaise with Exmoor National Park Authority prior to any press and publicity 

activity relating to this project being undertaken, please contact Exmoor National 

Park Authority’s External Relations Manager (Clare O’Connor) to make her aware of 

this activity and to provide her with the opportunity for input. 

 

4.0.2 We ask that you take this condition seriously, as not only is it important for us to be 

aware of any media interest in the projects we fund, but we can also help you in 

reaching out more effectively to the media in promoting your project. 

 

4.0.3 It is also important that we are given time to read and assess any publicity material 

to ensure there is nothing in any statements or planned activities that are in 
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contravention of our Partnership Fund guidelines or could be considered damaging 

to the National Park. 

 

4.0.4 Our External relations Manager and other staff within the Authority have built up a 

network of contacts and relationships within and outside of Exmoor and can 

therefore offer a wealth of knowledge and support for promoting and publicising your 

project. By investing in the project ENPA is directly associated with the delivery, 

outcomes and outputs of the project and it is therefore important that the wider 

interest of the National Park, as well as our legislative obligations are taken into 

consideration as part of any project publicity. 

4.0.5 We also ask that you note that all publicity and promotion for your project should 

reference the funding provided by the Partnership Fund. This is highlighted in 

another of the standard grant conditions namely that: 

You include the ENPA Partnership Fund logo and the words “With financial support 

from the Exmoor National Park Partnership Fund” within project publicity / final 

report. 

 

4.0.4 Copies of the ENPA Partnership Fund logo can be provided in electronic format for 

use on promotional material and reports. 

 

5.0  Evaluating your project  

5.0.1 We ask that every project, however small, undertakes some evaluation to provide 

some feedback and evidence and for you to see if what you wanted to happen 

happened and what you might do differently next time and to share your experiences 

with others. 

5.0.2 Table 1 provides good-practice guidance as to what we would like to see within an 

evaluation report. 

6.0   Reports 

6.0.1 If your project includes a report as one of your outputs (separate from a final project 

evaluation report) we would ask that you consider the following guidelines: 

 Be clear as to what the report is addressing and presenting – if there are 

recommendations or actions please ensure these are clearly highlighted 

 Be concise and clear – a short and specific report with good precise data is 

preferable to a longer report that has to be ploughed through to find relevant 

information. 

 If by its nature your report is long, please include an executive summary which 

identifies the key issues and any recommendations or actions needed. 

 What is the shelf-life of the report? Let us know how long any data is likely to be 

valid and when future reviews should be considered. 
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Table 1 - Project Evaluation good-practice guidance 

Report section What it covers 

Executive summary The main points and any key messages 

that can be quickly digested. 

What you wanted to happen The aims of the project. Why you wanted 

to do the project, what you planned to do 

and what difference you expected it to 

make. What was the ‘story of change’ 

behind the project? 

What actually happened How did things turn out?  Things you 

could cover here are: 

Differences between planned activities 

and those that took place and the reason 

for this. 

Project management – any issues such 

as planning, staffing, timetables 

The difference made by your project: 

e.g. The impact on natural or cultural 
heritage, people or a community. Data on 
activities, volunteers, trainees, visitors, 
results of any survey work, qualitative 
feedback collected and how you can tell 
a difference has been made. 

Review What do you think worked well and why? 

What didn’t work or was a challenge and 

why? 

How much of a difference would have 

happened anyway even if no project had 

taken place? 

What happens now? Will the work be 

sustained or built upon? If so by whom 

and how? 

Summary of lessons learnt What might you do differently next time? 

What issues would you raise for others to 

consider? 
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Appendix 1 – Project Progress Form (with completed example) 

 

Signature:    R. Edeer 

 

Update Number: 3

Project (PF15-10):   Exmoor Deer Paths                    Date: February 2015 

Funded Activities Progress  

(Not started/ 

In progress/  

Completed) 

Description / Comments (for interim reports 

please provide a brief description of progress. For Final 

reports please indicate actions completed and measures 

of success – if you have a separate project report feel free 

to indicate work is completed & to refer us to that 

document) 

 Path repairs 

 

Completed All repairs completed – see report for full 

details 

Training 

 

Completed 20 volunteers trained as proposed in the 

application x4 training sessions delivered 

Report 

 

In 

progress 

Being compiled – anticipated completion by 

April 2015 

Surveys 

 

Not 

started 

3 planned surveys will start in the summer 

2015 

Please reference any supporting 

evidence (photos, press cuttings, 

detailed report etc.) and whether 

attached or sent to ENPA 

Press coverage in Somerset Free Press – see 

attached cutting 

Any project changes / issues to 

highlight 

None 

Is the project on track to meet 

the completion date? (ignore if 

project completed) 

Yes / No 

If not please indicate any revised 

deadlines 
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Appendix 2 – Project Claim Form (with completed example) 

Project Details 

 

 

 

 

 

 

 

 

 

 

 

Claim Details 

Approved 

activities / works 

Invoice Refs  

(if attached) 

Costs incurred            VAT  

(if being claimed) 

 Path repairs 1, 2 £5000  

Training 3 £2000  

Report 4, 5 £1000  

Surveys 6, 7, 8 £500  

    

 

Total costs this claim 

 

£8500 

 

£ n/a 

Match-funding (this claim) £2000 

In-kind contributions (this 

claim) 

£3000 (breakdown of in-kind 

contributions provided separately) 

Claim to Partnership Fund £ 3500 

 

Signature & Date:        R. Edeer       25/05/2015 

 

Project:      Exmoor Deer Paths Claim No.     2 (final) 

PF number 15-10 

Total Project Costs (from application) £15,000 

Total match-funding £5000 

Total in-kind contributions £5000 

Total grant offer & % intervention 

from Partnership Fund 

£5000                                (33 %) 


