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[Grant Title]

	Club Name
	

	Supplier ID
	

	Grant Track
	

	Request total
	



	Budget Request Instructions

	
Fill in the BLUE section of the form titled “Request” for all grant applications.
· Do NOT complete the PURPLE section at this stage – that section is reserved for receipting approved grants only.

One Request per Initiative
· Submit one request for each project, event, activity, initiative, campaign, programme, or workshop.
· Example:
· A workshop series = one request
· A social event = a separate request
Overview Section
· Provide a brief description covering:
· Purpose – why the project/event is being undertaken
· Context – background or need for the initiative
· Scope – what the project/event will involve

Outcomes & Goals
· Clearly state the intended outcomes of the project/event.
· Explain how success and impact will be measured (e.g., attendance numbers, participant feedback, achievement of learning objectives).

Budget & Costs
· Include a detailed breakdown of costs.
· Refer to the Example Request for guidance on what an “ideal” application looks like.




	Receipt Submission Instructions

	
Form Completion
· Complete the PURPLE section of the form titled “Receipt Submission” only when submitting receipts for approved grants.

Data Accuracy
· Ensure the data in this section matches the approved items from your grant submission (BLUE section).
· Approved items can be cross-checked against your Engage application.

One Receipt Submission per Initiative
· Submit one receipt submission for each project, event, activity, initiative, campaign, programme, or workshop.
· Example:
· A workshop series = one receipt submission
· A social event = a separate receipt submission

Receipts must correspond directly to the request submitted for that initiative.
· Supporting Documentation
· Attach receipts that clearly show:
· Vendor name
· Date of purchase
· Item(s) purchased
· Amount paid
· Ensure receipts are legible and match the approved budget items.
Examples
· See the examples provided below for further guidance on how to complete this section correctly.





	Request 1

	[Name of Project / Event / Activity / Initiative / Campaign / Programme / Workshop etc.]

	Overview 

	[Brief description of the purpose, context and scope.]

	Outcomes & Goals

	[What success and impact look like, measurable objectives.]

	#
	Items
	Quantity

	Unit Cost
	Total Cost
	Quote
	Notes 
(if required)

	
	
	
	$
	$
	
	 

	
	
	
	$
	$
	
	

	
	
	
	$
	$
	
	


Total cost of Example Request 1: $
	Receipt Submission for Request 1

	Note: Complete this section only when submitting receipts. Do not include it with your grant budget request, as funds have not yet been approved!

	Request ID
	

	Amount approved
	$

	Approved category items

	[ ] Catering
[ ] Equipment
[ ] Other

If “Other” has been selected, please specify below:



	If extra funds exist, provide planned use
	$

	Provide receipt below
	[Insert photo]



Example Budget Request
	Example Request 1

	Leadership Insights: Guest Speaker Session

	Overview 

	A one-hour interactive talk featuring our guest speaker (also a club alumni), focusing on leadership, innovation, and career growth. The event will include a workshop, short Q&A  and networking session. 

	Outcomes & Goals

	· Inspire participants to develop leadership skills
· Strengthen engagement with the community
· Provide professional networking opportunities

	#
	Items
	Quantity

	Unit Cost
	Total Cost
	Quote
	Notes

	1
	Sparkling Water
	3
	$11.49
	$34.47
	https://www.woolworths.co.nz/shop/productdetails?stockcode=310873&name=vista-sparkling-water-raspberry-lime
	We will get a few different flavours but stay within this amount

	2
	Cheese
	6
	$5.50
	$33.00
	https://www.woolworths.co.nz/shop/productdetails?stockcode=281615&name=mainland-camembert-cheese-double-cream
	We will get a few different cheeses but stay within this amount

	3
	Crackers
	4
	$2.50
	$10.00
	https://www.woolworths.co.nz/shop/productdetails?stockcode=281615&name=mainland-camembert-cheese-double-cream
	We will get a few different crackers but stay within this amount

	4
	Grapes
	2
	$9.90
	$19.80
	https://www.woolworths.co.nz/shop/productdetails?stockcode=247945&name=woolworths-grapes-mixed
	

	5
	Felt pens
	1
	$14.99
	$14.99
	https://www.warehousestationery.co.nz/product/W2770566.html#q=felt+pens&start=1
	

	6
	Flip chart paper
	1
	$28.00
	$28.00
	https://www.warehousestationery.co.nz/product/W2814232.html#q=flip+chart+paper&start=1
	


Total cost of Example Request 1: $140.26
	Receipt Submission for Request 1

	Note: Complete this section only when submitting receipts. Do not include it with your grant budget request, as funds have not yet been approved!

	Request ID
	

	Amount approved
	$

	Approved category items

	[ ] Catering
[ ] Equipment
[ ] Other

If “Other” has been selected, please specify below:



	If extra funds exist, provide planned use
	$

	Provide receipt below
	[Insert photo]






Example Receipt Submission
	Example Request 1

	Leadership Insights: Guest Speaker Session

	Overview 

	A one-hour interactive talk featuring our guest speaker (also a club alumni), focusing on leadership, innovation, and career growth. The event will include a workshop, short Q&A  and networking session. 

	Outcomes & Goals

	· Inspire participants to develop leadership skills
· Strengthen engagement with the community
· Provide professional networking opportunities


	#
	Items
	Quantity

	Unit Cost
	Total Cost
	Quote
	Notes

	1
	Sparkling Water
	3
	$11.49
	$34.47
	https://www.woolworths.co.nz/shop/productdetails?stockcode=310873&name=vista-sparkling-water-raspberry-lime
	We will get a few different flavours but stay within this amount

	2
	Cheese
	6
	$5.50
	$33.00
	https://www.woolworths.co.nz/shop/productdetails?stockcode=281615&name=mainland-camembert-cheese-double-cream
	We will get a few different cheeses but stay within this amount

	3
	Crackers
	4
	$2.50
	$10.00
	https://www.woolworths.co.nz/shop/productdetails?stockcode=281615&name=mainland-camembert-cheese-double-cream
	We will get a few different crackers but stay within this amount

	4
	Grapes
	2
	$9.90
	$19.80
	https://www.woolworths.co.nz/shop/productdetails?stockcode=247945&name=woolworths-grapes-mixed
	

	5
	Felt pens
	1
	$14.99
	$14.99
	https://www.warehousestationery.co.nz/product/W2770566.html#q=felt+pens&start=1
	

	6
	Flip chart paper
	1
	$28.00
	$28.00
	https://www.warehousestationery.co.nz/product/W2814232.html#q=flip+chart+paper&start=1
	


Total cost of Example Request 1: $140.26
	Receipt Submission for Request 1

	Note: Complete this section only when submitting receipts. Do not include it with your grant budget request, as funds have not yet been approved!

	Request ID
	

	Amount approved
	$100

	Approved category items

	[X] Catering
[ ] Equipment
[ ] Other

If “Other” has been selected, please specify below:



	Amount spent
	$85

	If extra funds exist, provide planned use
	$15 from remaining approved funds will be spent towards a similar event in the following semester.

	Provide receipt below
	[Insert photo]
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