Islington Giving’s Make it Happen Expense Policy

Guidelines for accessing funds for your Make it Happen project.

· You can claim expenses (up to the total of your awarded grant) for any items or services needed to carry out your Make it Happen project. This would normally be taken from the budget within your application. If there are any significant changes to your original budget, please let us know so we can authorise expense payments more efficiently.

· Expenses are paid through the reimbursement of receipts or by directly paying an invoice on your behalf. Once expenses are submitted and approved, payment will be made within 5 working days.

· We ask that one member of your group is assigned to manage the finance tasks, this would typically be the group leader named on the application.

Reimbursement of Receipts
Please keep receipts for all expenses you would like to reclaim. Receipts should clearly show the amount, date and what the payment is for. Once approved, payment will be reimbursed to your chosen bank account. 
If you are unable to purchase items upfront, please contact Sarah to make alternative arrangements.

Payment of Invoices
We can pay invoices to an outside service directly on your behalf. This may be an invoice for a service required as part of your project (for example, a yoga teacher for yoga classes). The invoice can be uploaded on the system as an attachment (please see link to the step-by-step guide below).
For grantees who are providing a service for their project (for example, they are the yoga teacher) please address invoices to Cripplegate Foundation, 13 Elliot’s Place London, N1 8HY. You can either upload an existing invoice or generate an invoice on the system. 
Here is a step by step guide to submitting expenses and a short video.


I have read and agree to the conditions stated in the Make it Happen Expense Policy.

Name:	Date:



If you have any queries or suggestions, please contact Sarah Page
Email: Sarah.page@islingtongiving.org.uk
Telephone: 020 7123 4230
