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Liverpool Mutual Homes Monitoring Guidelines
LMH monitors all the grants it makes to:
1. Ensure that you are keeping to the terms and conditions of the grant;

2. Find out how the funded initiative has been carried out;
3. Gather statistics and beneficiaries;
4. Further develop our own grant funding policies. 

To do this we ask you for information about the progress of the project or scheme for which the funding was used. Our information requirements should also help you to plan, to review how much you have achieved, identify any problem areas that may have arisen.

OUR INFORMATION REQUIREMENTS
Additional Terms and Conditions: sometimes we will ask you to send specific information linked to the terms and conditions before we can make a payment.

MONITORING FORMAT
At the end of each project of the grant funding, you will need to complete LMH’s Grant Monitoring Form. We have tried to keep the form as short as possible and focus on:
1. Key areas of interest for LMH as the grant funder.
2. Issues that help you to think about the changes that our grant has made to your organisation/ community.
You will need to collect information so that you can tell us about your project.  Please note if your grant is taking longer than originally planned or there are going to be changes please contact us at the time.  We do not need a lot of information; however, please ensure that you complete all sections of the form.  Please contact us if you have any questions.  A copy of the form is enclosed with these guidance notes. The form is also available in electronic form.

COMPLETING THE MONITORING FORM
1. Complete all parts of the form.
2. Please remember to sign and date.

3. We will accept an email version with an electronic signature.

WHAT WAS THE GRANT USED FOR?
How was this grant used?
Refer to the Agreement if necessary/ is this different to your application? 

If so outline the changes.
WHAT DIFFERENCE HAS THE GRANT MADE?
This is the most important section of the monitoring form. We want to know what difference our grant has made.  This helps you to identify positive and negative changes. It also helps us to develop our grant funding policies.
We are interested in knowing about any difficulties you or your organisation faced. This could include relationships within your organisation/with other organisations. Was this the right priority for your organisation at this stage? Looking back would you have done anything differently? Should another piece of work have been prioritised over this? 
HOW MUCH DID IT COST?
    You must keep track of your expenditure throughout the project and be able to report on it and how it matches your planned budget. If you are providing a contribution to this initiative (from your own or other sources) we will need to see this here. 
We understand that there may be differences between your budget and what you actually spent however:

1. Make sure you are only spending this grant on something LMH is able to fund;

2. Let us know at the time if there are any significant changes to your grant. 
3. If you have any queries please contact us at the time. 
4. If you spent more than the grant, let us know who funded the balance. 

5. If you spent less than the grant, let us know how much. 
6. If you are planning a different use for this money you must contact LMH before you go ahead. 
7. Any unspent funds must be returned to LMH unless other terms have been agreed.
THE FUTURE 
What is the next stage of development for your organisation? What are your future plans? Did LMH contribute to the next stage? 
We are interested in knowing how this grant helped to support the next stage. 
IS THERE ANYTHING ELSE THAT YOU WOULD LIKE TO TELL US? 

There may be something you want us to know about your organisation, or this grant, that does not fit into the rest of the report format. You may want to make some comments on our grant programme. This information is invaluable for the development of our grant programme and the funding we provide for organisations. 
ANNUAL ACCOUNTS
We also ask you to send in your annual accounts for each financial year of the grant. Please ensure that your accounts: 

Acknowledge our grant; 

Include our grant under income; 

Include our grant under expenditure. 

Please send your accounts to us as soon as they have been finalised.

CHECKLIST 

Check that your monitoring form is complete. 
Have you included all attachments we have asked for? 
Is there anything else you would like us to see (we can return this information to you if you need your copy back)?
Check with your Treasurer/Accountant/Auditor about your annual accounts at this stage. 

TELEPHONE CALLS AND VISITS 

Sometimes we may want to find out more information about how your project is progressing. We may telephone or visit you. 

If there are problems or changes 

We realise that things may not always go quite according to plan. So remember to contact us to discuss any problems at the time rather than waiting until you send us your monitoring form. It is important for us to know about any problems or changes, LMH are happy to discuss them with you and how it may affect the grant. 
IF YOU HAVE ANY QUESTIONS
Where we have given you a contact name; this person will have more knowledge of your grant than another member of the grants team. Please use this person as your first point of contact for further advice if you need it. 
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Monitoring your Grant

Please fill in the following table as accurately as possible. If you cannot provide this information, please provide an explanation

	Name of service provider organisation
	

	When did the project start?
	
	Period covered by this monitoring report
	

	Key member(s) of staff
	

	Venue(s)
	

	Other people involved
	

	Who benefited from the project?


	

	Description of project

	

	What difference has the grant made to your organisation?
	Outline the main changes here

	1. How has this grant contributed to the main aim of your organisation? 

2. How will this affect your organisation’s work? 

3. Has this grant affected your ability to improve your financial position? YES/NO
Explain why here.

Has the grant enabled you to attract other funds/resources? 

4. What difficulties did you/your organisation face?

	

	Delivery against project outputs and outcomes

	Agreed project outputs 
	

	Evidence of delivery against project outputs
	

	Have the outputs changed, if so why?
	

	Agreed project outcomes                                         
	

	Evidence of delivery against project outcomes
	

	Have the outcomes changed, if so why?
	

	Participants feedback

	Evidence of feedback from participants/users
	

	Changes as a result of feedback from participants/users
	


	MONITORING QUESTIONS
	NUMBER

	Number of beneficiaries e.g. people participating in your project/event/activity


	

	Number of beneficiaries who are LMH Residents
	

	Number of beneficiaries from LGBT communities
	

	Number of people benefiting indirectly from your project/event/activity


	

	Number of beneficiaries from BME communities


	

	Number of beneficiaries over 50 years old


	

	Number of beneficiaries under 13 years old


	

	Number of beneficiaries aged between 13 and 19 years old 


	

	Number of beneficiaries who are female


	

	Number of beneficiaries who are male


	

	Any other monitoring information:

1.

2.

3.


	


	How did your project meet LMH’s Focus Areas? ( Refer to Funding Guidelines)

	


	Quality assurance

	What have you done to ensure that your project or activities are of good quality?
	

	How have you safeguarded your participants and complied with Health and Safety requirements?
	

	How have you ensured your project/ activities are accessible to the community?
	

	Project income/ expenditure
Please attach an income and expenditure statement for the project

	Grant amount
	

	External funding (if applicable)
	

	Expenditure
	

	Balance
	

	Is the project on budget?
	

	If not why, and what action is being taken to bring back on budget?    
	

	Next steps

	How do you see the project developing?
	

	Are there any changes needed as a result of monitoring?
	

	We agree the above

Sign and date 


	


Please support this report with documentation of the process and outcomes of your project e.g. photographs, video, press clippings and feedback from users. The material will be returned if requested.
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