
Two-YearTwo-Year
Community Event GrantCommunity Event Grant

About the Two-Year Community Event GrantAbout the Two-Year Community Event Grant
The City of Swan’s Two-Year Community Event Grant is the only multi-year grant in the Swan  
Community Funding Scheme. It provides up to $10,000 per year for up to two years to support  
annual community-run events. 
The grant assists in delivering events that encourage community participation and cultural interaction, 
celebrate inclusion and diversity and connect people through experiences. We encourage groups to 
apply from within all City of Swan locations.
Applicants must identify other grants, sponsorship or sources of income to demonstrate the financial 
viability of the event (the City will not fund 100 per cent of the costs). Budget items over $1,000  
require two written quotes and items under $1,000 require one written quote. 
Annual events must be conducted between January 1 to December 31, 2022 in year one and  
January 1 to December 31, 2023 in year two. The same event is required in both year 1 and year 2. 

COVID-19 StatementCOVID-19 Statement
Our first priority is the health and safety of our community, customers and staff. The City 
of Swan is monitoring COVID-19 developments very closely, and we’re guided by the local 
government sector as well as directions by the State and Federal governments. 

Social distancing and good hygiene practices must be implemented as part of your event 
planning. We may ask you to outline your actions to ensure you effectively manage public 
safety in relation to COVID-19.

www.swan.wa.gov.au



ObjectivesObjectives
Events should meet at least four of the objectives 
of the Two-Year Community Event Grant:
• Foster community spirit and pride in the 

presentation of an inclusive, diverse, safe and 
friendly experience

• Utilise community spaces to create vibrancy, 
supporting the vision that the City of Swan is 
known as a great place to live, work and visit

• Broaden community engagement including 
community attendance or participation, 
enhance social or cultural connections  
and contribute to community health and  
well-being 

• Contribute to local economic development 
by working with other local businesses e.g. 
locally produced food, beverages or catering 

• Create community capacity building 
opportunities for volunteers to increase skills, 
experience or employment

• Develop community partnerships and 
networks that encourage ongoing 
collaboration and support.

Who can applyWho can apply
Applications are open to incorporated not-for-
profit organisations. Non-incorporated groups can 
apply through an incorporated auspice body.
Non-incorporated groups must arrange an 
appropriate incorporated organisation with an 
ABN to auspice the project and manage the 
grant on their behalf. Auspice organisations are 
legally and financially responsible for the grant, 
including:
• Confirming the application is correct and 

includes all required documents
• Signing the grant agreement
• Receipt, banking and administration of  

grant funds
• Public Liability Insurance of $10 million

• Monitoring the project including financial 
oversight

• Reporting requirements including evaluation 
and acquittal 

It is the responsibility of the auspicing 
organisation and applicant to agree on the terms 
and conditions of their auspice arrangement.  
The City is not held responsible for auspicing.

EligibilityEligibility 
Projects must meet the following eligibility 
requirements:
• The event occurs within the City of Swan
• The event is free for the City of Swan 

community to attend or participate
• The applicant can identify other grants, 

sponsorship or sources of income to support 
the financial viability of the event. The City 
will not fund 100 per cent of the costs

• The applicant has acquitted all funding  
from the City of Swan

• The applicant has no outstanding debt to  
the City of Swan

• The applicant has or will have Public Liability 
insurance of $10 million

IneligibilityIneligibility
• Individuals, companies, education institutions 

or government organisations
• Events that promote a religious purpose only
• Events that promote a political organisation  

or lobby group
• Events where the primary focus is fundraising, 

prizes or awards
• Events that will rely on recurrent funding 

(beyond the two years)
• Activities that duplicate existing City of Swan 

services and programs
• Activities already covered by an existing 

service agreement with the City of Swan



• Events which have received City of Swan 
funding in the previous or current  
financial year

• Requests by more than one organisation  
for the same event 

• More than one application per organisation
• Costs already funded by another grant
• Capital works, infrastructure or the  

purchasing of equipment
• Core operating costs including salaries  

or wages
• Retrospective costs: expenses incurred 

before the funding is approved

What we will fundWhat we will fund
• Events that align with and further the 

objectives of the Two-Year Community  
Event Grant program

• Events including arts, culture and heritage, 
sport and recreation, community services and 
general community interest

• Project costs including event public liability 
insurance of $10 million, marketing, 
promotion, digital delivery, production and 
staging, venue and equipment hire including 
Universal Access requirements, safety, security 
and environmental sustainability

Supporting documentsSupporting documents
Support material is an important part of your 
application. Please observe the word limits for 
any documents.
• If you’re applying through an auspice, you 

need a letter from the auspicing organisation 
confirming the arrangement and the 
amount applied for. It must be signed by an 
authorised person e.g. Manager, CEO, Board 
Chair and include their name, position,  
and signature, and must be dated not more 
than one month prior to the application  
being submitted  

• Certificate of Currency for Public Liability 
Insurance of $10 million. For organisations 
without this insurance, the cost can be 
included in the requested amount of your 
grant application

• Budget items over $1,000 require two written 
quotes and items under $1,000 require one 
written quote. Where the more expensive 
quote is preferred, evidence must be provided 
to support this decision. All quotes must 
include the ABN, company name, contact 
person, date and itemised costings

• Current certificate of incorporation 
• Most recent financial statement
• Evidence of community support is highly 

recommended. This can include letters from 
organisations you are collaborating with, 
major sponsors that identify a community 
benefit or groups that will directly benefit 
from your project. It could also include the 
results of a survey to your members or 
database. Up to three support documents can 
be provided. Please note: letters of support 
from City of Swan Elected Members and staff 
are not eligible.

Other requirementsOther requirements
• One in five Australians is living with a 

disability, and the City of Swan is committed 
to improving accessibility for all. It’s  
important to us that experiences are 
accessible and inclusive to our community.  
We want to know how you will ensure 
your event is accessible. For tips on how to 
increase the accessibility of your event, please 
refer to the Department of Communities  
Access and Inclusion Resource Kit.  
For further information on the City’s 
commitment to improving disability  
access and inclusion, view our  
Disability Access and Inclusion Plan

http://www.disability.wa.gov.au/business-and-government1/business-and-government/disability-access-and-inclusion-plans/implementing-your-daip/access-and-inclusion-resource-kit/
https://www.swan.wa.gov.au/files/assets/public/document-resources/documents-amp-publications/corporate-publications/policies-procedures-and-standards/organisation/disability_access_and_inclusion_plan.pdf


• Applicants are required to submit a Public 
Event Approval Application to the City, no less 
than six weeks prior to the event. Review 
the City’s Public Events Guide to assist you 
through the event planning process including 
council approvals, first aid, risk assessment 
and more. Contact the City’s Events team on  
events@swan.wa.gov.au or call 9278 9646

• We are committed to environmental 
sustainability and reducing waste production 
through the appropriate reduction, re-use 
and recycling of waste products. Applicants 
should be aware that single use plastics 
such as plastic bags, bottles, balloons, 
disposable plates, cutlery and drinking 
straws is discouraged at all City sites and 
venues. Inappropriate waste separation or 
contamination of recycling bins may incur 
additional costs to the user.

How to applyHow to apply
• Discuss your event with the City’s  

Community Grants Officer. Contact  
communitygrants@swan.wa.gov.au  
or call 9207 8693.

• Apply by the due date of 5pm WST on  
Thursday, September 30, 2021. 

• Submit your application through the City’s 
grants portal swan.smartygrants.com.au

• Provide supporting documents 
• Incomplete applications or applications 

received after 5pm on Thursday, September 
30, 2021 will not be considered

Assessment CriteriaAssessment Criteria
Applicants are benchmarked against all other 
applications and are assessed by a minimum 
three-person panel that may recommend full, 
partial or no funding. Successful projects are 
those that best satisfy the assessment criteria 
of Quality, Reach, Good Planning and Financial 
Responsibility:
• Effectively addresses the Two-Year Community  

Event Grant objectives

August 1, 2021 Grant round opens

September 30, 
2021 (5pm WST)

Grant round closes

November 7, 
2021 

Successful and unsuccessful 
applicants are notified of the 
outcome.

Six weeks after  
the event 
finishes

Acquittal report to be 
submitted six weeks after the 
event in year one and year 
two. Year two funding will 
not be paid until year one 
acquittal has been accepted 
by the City. 

• Demonstrates that the event will benefit the 
City of Swan community

• Demonstrates strong project planning and 
community support

• Demonstrates the budget is realistic and value 
for money

ProcessProcess
Application 
Grant round opens. Discuss your application  
with the Community Grants team.
Assessment 
Panel assessment and CEO endorsement. 
Applicants notified of the outcome.
Agreement 
Agreement is signed. Other documents may be  
required. Invoice for year one submitted to the 
City before June 30, 2022.
Project 
Conduct your project. Discuss any changes with 
the City, approval may be required.
Acquittal 
Acquittal report submitted to the City. Year two 
funding will not be paid until year one acquittal 
has been accepted by the City.

TimelineTimeline
Only one round is currently available for the  
Two-Year Community Event Grant. 

https://www.swan.wa.gov.au/Your-Community/Community-groups/Organising-a-public-event
http://swan.smartygrants.com.au


Successful ApplicantsSuccessful Applicants
Recipients will receive a grant agreement that 
must be signed and returned to the City of Swan 
before funds are released. 
If your project changes in a way that is relevant 
to your approved funding, or changes the way 
you spend the funds, you must talk to the Senior 
Grants Officer to seek approval and ensure you 
remain compliant with the terms and conditions 
of the funding agreement.  
If your project involves children, you must ensure 
your project team, contractors and volunteers 
have current Working with Children Checks 
(WWCC), if required. For example, if your event 
includes a face painter, the face painter must 
have a WWCC. It is your responsibility as the 
event organiser to check that the face painter has 
a valid and current WWCC. A face painter would 
fall under category 18 “a children’s entertainment 
or party service.” Please note that WWCC cards 
expire, so you will need to ensure that they are 
still valid in year two. For more information, visit 
the Working with Children Check website. 
In addition, recipients must provide a Certificate 
of Currency for Public Liability Insurance of $10 
million for year one and a new certificate is 
required in year two.

PaymentsPayments
If the organisation is registered for GST, the 
approved grant amount will be increased to 
include GST. 
The organisation must provide a tax invoice for 
the full amount of year one funding before June 
30, 2021. Payments are processed within 30 days 
from the date of the invoice. 
Payment for year two funding will be conditional 
on the successful delivery of year one and 
processed once the year one acquittal has been 
submitted and accepted by the City. The City 
reserves the right to cancel year two funding if 
the year one acquittal does not meet the City’s 
requirements. 

Funds which are unspent at the conclusion of the 
agreement period will need to be returned to the 
City within 60 days of the project completion.

Acquittal ReportAcquittal Report
An acquittal is a report by grant recipients 
demonstrating how the grant funds have been 
spent. The acquittal is required six weeks after 
the event is completed.
Failure to complete the acquittal may disqualify 
recipients from receiving further grants or 
financial assistance from the City. 
Acquittal requirements include: 
• Brief event overview with results and 

outcomes against the objectives selected
• Photos and promotional material  

examples evidencing where the City 
was acknowledged, as per the City’s 
Acknowledgement Guidelines

• The actual project cost, including income and 
expenditure. Recipients must identify the 
items paid for with City of Swan grant funding

• Receipts of all items paid for with City of Swan 
grant funding, matching the project budget

CContact detailsontact details
To discuss your event with the City, contact 
communitygrants@swan.wa.gov.au or call 
9207 8693.
To learn more about holding a public event in  
the City of Swan, contact the events team on  
events@swan.wa.gov.au or call 9278 9646
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https://workingwithchildren.wa.gov.au
https://www.swan.wa.gov.au/Your-Community/Community-groups/Community-grants-funding/What-happens-after-grants-are-approved/How-to-acknowledge-the-City
mailto:communitygrants%40swan.wa.gov.au?subject=
mailto:events%40swan.wa.gov.au?subject=

