Community Development Fund
(CDF) Acquittals

How to Guide

- §

Knox City Council

What is an acquittal?

An acquittal is a report submitted by the successful grant applicant that accurately details the funded activity
outcomes and expenditure details of the grant. This report is used to confirm that the funding has been used for
the purpose in which it was intended.

It’s mandatory and failure to complete one and/or supply the necessary documentation will impact future grant
opportunities.

Why is an acquittal important?
An acquittal is important to Council to ensure that public funds are being spent responsibly on items as

outlined in the Funding Agreement and program guidelines.
Applicants are required to supply evidence of the purchase and that the funds were expended on approved items.

Organisations cannot be considered for future Knox City Council Grants if acquittal reporting is outstanding or

incomplete. In addition, funds will be required to be returned to Council if an acquittal remains outstanding.

What do we require?
Council requires all of the following from a successful grant applicant as part of their acquittal:
e Complete and submit the acquittal on-line using the SmartyGrants portal.
¢ The acquittal submitted within 3 months of the expenditure or no later than within 12 months from receipt
of the grant.
e Anitemised report of funding expenditure including receipts for expense items, or other documentary
proof of expenditure of Council grant funding (receipt/s must show a zero balance as proof of payment.

Invoices will not be accepted unless they display a zero balance owing - see pages 2 & 3 for examples).

e Evidence of acknowledgment of Council funding in promotion/publicity, such as Facebook posts, logo on
flyers or posters (see page 4 for examples).
e A brief summary of the benefit to the community — we love to hear your stories!

¢ Photographs and/or videos of your purchase/s or event.
e Any unspent grant funds must be returned to Council.

You are required to keep copies of all receipts to substantiate financial information contained in the acquittal. Please

note that random audits may occur.
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Receipts

your city
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Receipts are confirmation of payment and differ from an invoice, which is a request for payment from a supplier.

Invoices are not evidence of expenditure — unless they show a zero balance.

Highlight relevant items if multiple items are listed on your receipt.

No receipt? A bank statement or online banking funds transfer slip can be used to evidence payment. Your

statement should clearly show the applicant name, payee name, date and amount paid. You are welcome to redact

any other confidential information from your statement that is not evidencing grant expenditure.

EXAMPLES OF PROOF OF PAYMENT HERE:

ZUNNINGS
‘warehouse |

BUNNINGS GROUP LIMITED
ABN 26 D08 672 179
Ph: ~ —

Wed 61/61/2020 01:14:55 PH
TRADE DESK R12

DIGITAL RECEIPT
2
mER

Sale
** TAX INVOICE **

4892210162885 LINE TRIMMER PETROL RYOBI

25.4CC ESTART RLT254CDSO0 $189.00

1 @ SubTotal: $185.00
Total 189 .00

GST INCLUDED IN THE TOTAL $17.18

openPay $189.00

Ref: 1908008994168

Rounding $08.60

Change $e .00

"** Indicates non taxable item(s)

58835 R12 P392 (165688 #012-92486-8035-2028-01-01

Thank you for shopping with Bunnings
Please retaln recelpt for proof of purchase

Receipt
B Iy Happy Hire Pty Ltd
RS = Phone: 0399320000 W
" infa@emailexample.com.au
1 ¥ wwrw.example.com.au
1 I ABN: 12 345 678 910
x S A
001
Customes A Citizen -
Business N/A
address 1 Example Street, SUBURB VIC 3155
Phone 03 9299 9999
aty Item/Description Price each Total
4 Microphones = Hire fee = 1hr $25.00 £100.00
a0 Chairs $10.00 5400.00 -
5 Tables $15.00 575.00
Total $575.00
GST inc in total $52.27
Paid 4575.00
Balance 50,00 -~

Payment received in full - Thank ','uu|

Supplier

Customer

Goods/ Services

Total paid with
a zero balance
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EXAMPLES OF PROOF OF PAYMENT CONTINUED:

YOUIr CIty

Online Banking Transfer Receipt

- 564580 | Amount paid

Transfer to Mike’s Craft Supplies Commbank app #— Recipient
Invoice 123 Workshop Trial #———— Reference
Jane Citizen
12345612345678
Invoice 123 Workshop Trial

Fri 29 Jul 2022 » | Date and time of
1:48PM (Syd/Melb time) payment

Receipt No: N123456789 4 1 Receipt No.

CDF Acquittals
How to Guide

Bank Statement

CommonwealthBank /

Commorvaalit Bank of Australa
ABN 48123123124 AFSLand
Australian cradit icence 234045

Mrs Jane Citizen
1 Example Street
SUBURB VIC 3155

Date Transaction

- E—
-

02 Dec HAPPY HIRE PTY LTD 3155

05 Dec
06 Dec

Statement 68 (Page 10l T)

Account Number |

Statement

Period 1 Dec 2021 - 31 May 2022

Gosngsaarce N

Enquiries 13222
Debit Credit

g

575.00 52.545.00CR

8
2

Photos / videos of your project

We love to see photos or videos of your project so please be sure to include these in your acquittal.

If you’re happy for us to share your photos to help promote the benefits your project has brought to the

community, please ensure you complete the ‘Photograph and Video Permission Form’ that will be available in the

acquittal form.
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Council Acknowledgment

your city
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Your organisation must acknowledge Knox City Council as the provider of funding in relevant promotional material

such as:

e social media posts

o flyers, leaflets or invitations
e press releases

e annual reports

e at events associated with the project

Acknowledgement should be worded as follows:

‘The (project name) project has been supported by a grant from the Knox City Council's Community Development Fund.

Below are examples to give you an idea:

DIFFERENT JOURNEYS PRESENTS
AN ALL AGES EVENT

®
4

"Autlsm Family -
Swim Night

It's a private event so the pools all curs!
BBQ dinner included in the entry price
Events may be claimed on NDIS plans if applicable

10pp

N \-

Knox Leisurewor!
35 Tormore Rd,
Boronia, Vic

Book Online
www.differentjourneysautism.com
@ ﬂ‘.k._._-f’ /new-events/
Check out our events
calendar Further Enquiries
differentjourneys@gmail.com 1
SUPPORTERS _etL
1 Leisuraworks ﬁ A ‘ :'-.
oy ety o -
ﬁ!’ n-m-muﬂ:ﬂw i
CRpe— M% - h:m-mwm =

mm o .“:I

Knox Toy llbrary at Knox Toy Library.

W
)} Toy Review }

If your child loves playing dress ups - we have so many costumes to pick from! This vet costume
available in size 4 and &) are o

5

and a 2020/21 Community Development Grant. |

TOY REVIEW -

| This costume comes thanks to &

frl?\ Knox Boronia Churches Cricket Club Admin » Knox Boronia Churches |
Cricket Club
Just now - @
Hi All.
The KBCCC committee would like to thank The Knox City Council for their support
towards the club in providing grant funding of $5,000 for our new tables & chairs
The upgrade from the oid fuimituie is a faitastic iimprovement 1o the clubrooms
which we will be able to enjoy for many years to come. We look forward to the
ongoing support of The Knox City Council in the future as the club continues to
grow its junior and senior programs with improved facilities at Miller... See more
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Positive feedback / quotes

Feedback and quotes from your project are a great way to confirm if you’ve achieved the desired outcomes.
Don’t forget to note down any quotes during your project so you can later record it in your acquittal.

Thanks again for those amazing outdoor

have full enersy .
| feel s0 much f.un f:r]tdh - all” g::;: The boys haye loved taking all the
when 1 am dancing o o €50n our outdoor adventures, The

spe € especially loveq making art fr e 4

fident to dance and

wijth other peoPlé

[ | can share MY feel
ing low "

. . h ou 'f ! giasses W r
H‘Igs thy . ‘
- 1 oan
i See hD much l"OVE' and care

went j
nto those bags, so much appreciatedy”

"| fee
am feel

Equipment - asset register

Equipment purchased with a grant from Council must be recorded on an appropriate asset register.
In the event that the equipment is no longer required by the organisation, Knox City Council is to be consulted in

regard to any proposed re-allocation.

TOP THINGS TO REMEMBER!

Take some great photos and

share them with us!

You must acknowledge Council
funding in your publicity:
‘This project has been supported by

a grant from Knox City Council’s

Community Development Fund’
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