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Classification: CONFIDENTIAL



Community Radio Fund
Equipment Stream - Grant Report Form
You should check the main Ofcom Community Radio Fund website for the most up to date version of this form.
Completed Grant Report forms should be submitted by email to communityradiofund@ofcom.org.uk within four weeks of the end of the relevant expenditure period (as stated in the Grant Agreement) or otherwise as approved by Ofcom. 
For further information on reporting requirements please see our guidance notes and the relevant Grant Agreement.
Grant details
 Details of the grant awardee.
	Licence number(s)
	

	Licensed Service(s) (i.e. the station name)
	

	Grant (as defined in the relevant Grant Agreement)
	£

	Designated Equipment (as defined in the relevant Grant Agreement)
	

	Stream type
	Equipment Stream



Designated Responsible Officer (DRO)
Details of the DRO who is responsible for the oversight of the grant expenditure. This must be the same individual named as the DRO in the relevant Grant Agreement or other person as approved by Ofcom in writing. Any changes to the nominated DRO must have been approved by Ofcom in writing in advance of them carrying out that role. 
	Full name
	

	Position (e.g. director, company secretary, trustee or equivalent senior officer)
	

	Email
	



Station status 
Have you been broadcasting[footnoteRef:1] continuously since the date of the relevant Grant Agreement? [1:  Broadcast has the same meaning in section 405 of the Communications Act 2003 i.e. means broadcast by wireless telegraphy. An online-only service is not so made available.] 

Yes ☐ No ☐
If there have been any breaks in transmission or periods during which your service was off air, please provide details, including the dates and reasons for the interruption. 



If applicable, please attach copies of any correspondence with Ofcom relating to the off-air period.
1. [bookmark: _Hlk151644483][bookmark: _Toc237268238]Guidance notes
1.1. Information provided in the Grant Reports enables Ofcom to assess whether the Community Radio Fund (the Fund) grants have been used in accordance with the relevant Grant Agreements, and support the administration and evaluation of the Fund.
1.2. The Grant Agreement, among other things, requires the Licensee to:
· keep records of Grant expenditure and retain supporting documentation, and 
· submit a Grant Report within four weeks of the end of the Relevant Expenditure Period (as defined in the Grant Agreement) or otherwise as approved by Ofcom. 
1.3. As part of its oversight of Grant expenditure, Ofcom may require additional reports, bank statements, invoices, copies of contracts, accounts, receipts or other supporting documentation relating to the use of the Grant. 
1.4. Failure to comply with the Grant Agreement, including in relation to reporting, record-keeping, retention of equipment or other grant conditions, may result in repayment of all or part of the Grant and may affect eligibility for future Community Radio Fund awards. 
1.5. Please refer to the Community Radio Fund Guidance Notes and the relevant Grant Agreement for full details of reporting obligations and grant management requirements.
1.6. Completed Grant Report forms should be submitted by email to communityradiofund@ofcom.org.uk
[bookmark: _Toc237268239]Data protection
1.7. [bookmark: _Hlk206592474]Any personal data provided for the purposes of your application will be handled in accordance with our General Privacy Statement.
Using and disclosing data obtained in this report
1.8. Ofcom may use the information in this form to facilitate work relating to the Fund including sharing the information with the Department for Culture, Media and Sport, or external contractors appointed by that Department, for the purpose of analysing the ongoing performance of the Fund.





2. Equipment purchased
2.1 Please provide details of the equipment purchased using the Grant.
	Item(s) Purchase
	Supplier
	Purchase Date
	Cost (£)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



3. Supporting evidence
3.1. Please attach the following to your email submission of this report and tick to confirm that you have provided these: 
☐ Photograph(s) of the purchased equipment 
☐ Proof of purchase for each equipment including: 
☐ Invoice(s) (if applicable); 
☐ receipt(s); and 
☐ bank statement(s)
3.2. If the cost of equipment purchased differs from the quotes provided in your application for the Grant, please explain the reasons for the change. Any unspent funds or underpayments must be repaid to Ofcom in accordance with the Grant Agreement. 



3.3. Please provide any additional information you wish to share regarding the equipment purchased and the benefit it has or will deliver to the station.


4. [bookmark: _Toc237268244]Non-Confidential Grant Report
4.1	Please also submit a Non-Confidential Grant Report to Ofcom and we will publish the report on our website. You must download a report form here.
When preparing the Non-Confidential Grant Report, please: 
· remove any commercially sensitive, confidential or personal information;
· ensure the information provided accurately reflects how the grant was used and the outcomes achieved;
· include, where available, information on the activities delivered, outputs achieved and the benefits from the funding; and 
· include, where available, links to any publicly available webpages, publications, recordings or other materials that demonstrate the outputs or outcomes delivered through the grant.
Have you also submitted the Non-Confidential Grant Report?
Yes ☐ 
No  ☐ 
5. Unspent Grant 
5.1	In accordance with clause 3.15 of the Grant Agreement, the Licensee must repay to Ofcom any part of the Grant that remains unspent at the end of the Relevant Expenditure Period within 30 days of the end of that period by BACS transfer, unless Ofcom otherwise agrees in writing.
               Please confirm: 
	
	Response 

	Has the Grant been spent in full?
	

	If any part of the Grant has not been spent, how much of the Grant remains unspent?
	

	Confirm if the Licensee has now repaid the unspent Grant or the date on which they will repay this (in compliance with clause 3.15 of the Grant Agreement) 
	



6. Declaration
I hereby declare that: 
☐ the information given in this report and any supplementary documentation is, to the best of my knowledge and belief, true and correct.
	Signature*
	

	Full Name
	

	Position
	

	Licensed Service (i.e. station)
	

	Email address
	

	Telephone
	

	Date
	


* The declaration must be signed by a member of the board of the corporate body which holds the community radio licence, or a member of staff who has the authority of the board to sign the declaration on its behalf. 
This declaration should not be signed by the DRO.
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