GUIDE FOR COMPLETING ANZAC DAY TRUST GRANT APPLICATIONS
· Please ensure that the President and Secretary (or Treasurer) have both signed the first page of the application form.  If one of the above is unavailable, another member of the committee may sign instead.
· The following is a guide only.  Items are not restricted to the following, other items may be allowed.

· Cross reference your financial statements with the application form. Item numbers from the application form must be written clearly on your financial statement to show where the claimed amounts have originated.
· If your organisation owns homes or units which are occupied by ex-service personnel, please start your application at Item 1.  If your organisation DOES NOT own homes or units, please commence your application at Item 6.

WELFARE HOUSING PROJECTS

ITEM 1 – Building of homes/units for aged/infirm ex-service personnel - (d) – capital costs outlaid for the appropriate financial period only – must be shown in the financial statements.
ITEM 2 – Cost of maintaining homes/units - only include the maintenance costs for the homes/units shown in your financial statements which accompany this application.
ITEM 3 – Cost of maintaining ex-service personnel in above homes/units
	Please then write the total of the Gross Expenditure in the space provided.


ITEM 4 – Subsidies Received - any subsidies which have been received in relation to the housing projects must be deducted.  Please include details about these subsidies.

ITEM 5 – Rent / Maintenance Levies Received - contributions from the residents (including rent given to your organisation) must be deducted from the expenses claimed.

	If your organisation has made a profit on the homes/units, please DO NOT carry this amount forward to the next page.

If your organisation has made a loss on the homes/units, please carry the loss amount forward to the top of the second page.


WELFARE

ITEM 6 – Financial payments (non-repayable grants) - this section is for any financial payments which have been given to ex-service personnel which WILL NOT be repaid to your organisation.
ITEM 7 – Home assistance (Housekeeping, shopping, etc) – cost incurred in providing essential support and services to enable members, who so desire, to remain living in their own homes.
ITEM 8 – Funeral expenses - donations towards members’ funeral expenses. The cost of funeral notices and floral tributes should be included in this section.  (Payments made from mortuary funds which the members have contributed to are NOT ALLOWED).
ITEM 9 – Legal and pension assistance (advocacy only) - an explanation of the legal costs being claimed is required for this section.  Only legal expenses incurred directly for welfare purposes are permitted.
ITEM 10 – Hospital expenses - details including the name of the hospital and nature of the expenses must be given for this section. EG: Taxi expense – President visited a member at the Royal Brisbane Hospital.

ITEM 11 – Meals and assistance to needy or itinerant ex-service personnel - this includes the cost of food and clothing donated to needy ex-service personnel.
ITEM 12 – Education - Expenses incurred in the education of students on the role of current and former servicemen and women of the Australian Defense Forces and the significance of Commemorative Activities. 
ADMINISTRATIVE EXPENSES INCURRED
ITEM 13 – Financial related expenses – only include the percentage of these expenses which relates to Welfare.  Financial expenses relating to the running of a club will not be permitted. (f) Loans/bad debts written off - only payments which have been written off as a bad debt in the financial statements can be claimed.  The amount can not be claimed if it has not been written off as there is still the possibility of the amount being repaid by the recipient.

ITEM 14 – Committee and staff related expenses - (a) Conferences – any contributions received from members or committee relating to conference attendance must be deducted from the expenses. (c) Out of pocket expenses – must be shown in the financial statements to be allowable. (d) Superannuation – only superannuation of welfare staff may be claimed. (e) Travel expenses – any income received from committee/members must be deducted before claiming. (f) Wages/salaries – only wages/salaries of welfare staff may be claimed.
ITEM 15 – Office related expenses - Computer expenses – any grants received for purchase of computers must be listed at item 21 as a grant to be deducted.
ITEM 16 – Media related expenses - (b) Newsletter/journal – any income received from businesses advertising in the newsletter/journal must be deducted from the expenses before being claimed. (c) Subscriptions – newspapers, magazines and periodicals are allowable items. Capitation, affiliation or association fees are NOT permitted.
ITEM 17 – Hall / Room related expenses – any income received for the use of the hall/room must be included at item 17(g). (f) Repairs/Maintenance – construction/maintenance of war memorials, honour boards and the like are NOT ALLOWED.
ITEM 18 – Sundry administrative expenses - details of sundry administrative expenses must be given for the expense to be permitted.
ITEM 19 – Donations - list all donations given to organisations which assist ex-service personnel.  Please include details of each donation made. Donations for assistance at commemorative events MUST be listed at Item 20(b) or they will not be permitted.
ITEM 20 – Commemorative activities - Expenses for commemorative activities such as Anzac Day/Remembrance Day are allowed and may include the following: catering, equipment hire, donations for assistance at commemorative events, entertainment. 20(e) – only include the cost of badges/poppies which have been donated.  Do not include the cost of badges/poppies which have been sold.

ITEM 21 – Entertainment Expenses - The Net expenses of members lunches, dinners, functions, trips may be claimed at this section.  Any income related to these expenses MUST be deducted.

ITEM 22 – Grants received - Details of ALL grants received MUST be included in this section.  If a grant has been received for welfare expenses included in this application, the grant will need to be deducted.
	CHECKLIST FOR MAKING APPLICATION TO THE ANZAC DAY TRUST

	1. Details of the organisation have been completed in full on the first page.  
	

	2. President & Secretary/Treasurer signed the cover sheet of the application form.
	

	3. An ABN has been recorded or “Statement by Supplier” attached.
	

	4. The appropriately approved financial statements are attached to the application. 
	

	5. Details of the welfare expenditure have been given where asked.
	

	6. Income from the rent/hire of rooms has been deducted from the expense amounts claimed for items such as Rent, Rates, Gas and Electricity.
	

	7. Functions – income from functions has been deducted from the expenditure being claimed.
	

	8. The financial statements have been cross referenced with the application for each item claimed.
	

	9. We have kept a copy of the completed application form for our records.
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