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Support for Sport 
Monitoring Form 
Guidance Notes 2012/13
Contact details

City Events Unit, 

Cecil Ward Building

4-10 Linenhall Street

Belfast 

BT2 8BP

Phone:  028 9027 0345

Fax:      028 9027 0325
Email:   events@belfastcity.gov.uk 

Web:     www.belfastcity.gov.uk/supportforsport
Why monitoring forms are required:
For Belfast City Council

Support for Sport Event Funding is financed by public monies and is subject to rigorous checks by independent auditors to ensure that this money is spent according to Council’s standing order.  The terms and conditions signed by the applicant when accepting grant funding ensure that Council’s spending policy is adhered to, that value for money has been achieved and that any grant money paid out goes toward the overall objectives of the Support for Sport Event Fund as agreed by Council.

For this reason, no payment is issued until all monitoring information has been received.  Monitoring information is used to provide evidence that public monies have been spent appropriately.  Event organisers should note that performance of the event, as recorded in the Monitoring Form, is re-scored against set criteria, in the same way that applications are initially scored.  If the actual performance is substantially lower than what was anticipated on the initial application form, the grant awarded will be re-calculated accordingly.

For the Event Organiser

Event monitoring ensures that organisers can identify areas which worked well in their event planning and highlight efficiencies in event spend.  It can also enable adjustments to be made to the planning of future events to improve performance.
The questions in the monitoring form are self explanatory, however there are a few key points to bear in mind when submitting the form and supplementary material to ensure payment.

Section 1 – Event Details

Under the terms and conditions of the funding, any changes to the details of the grant should be notified to the City Events Unit beforehand.

Section 2 – Actual Media Coverage

Evidence of media coverage and full details must be highlighted.  Items that do not have details and samples attached will not be considered.

Section 3 – Joint Marketing Achievements

When grant funding is awarded, the City Events Unit works in partnership with the sports event organiser to identify and maximise mutual promotional opportunities.  Regular contact between the organiser and Belfast City Council is important in the lead up to and during event delivery. This aspect will be taken into consideration when processing the monitoring form. 

Sports events organisers must adher to Belfast City Council’s brand guidelines. Use of the Council logo requires prior approval from the City Events Unit before it goes into the public domain.  Promotional material which has not received Council approval will not be considered and cannot be distributed through Belfast City Council properties (e.g. Leisure and Community Centres).
Evidence will be required for this information to be included in the final post event evaluation score.  Examples include sample programmes, leaflets, posters, photographs of the event site which displays Belfast City Council branding, press clippings and contact sheets from photo-shoots.  Web-links should promote the Support for Sport Events Fund and a print out or reference to an active web link included.
Section 4 – Tourism, spectator appeal and event performance

When planning an event, organisers should consider how they will collect this information to ensure accuracy.  Information sources may as an example include entry forms which request where participants intend to stay in Belfast and how many supporters will be joining them.  Evaluation or surveys carried out at the event can identify the number of visiting participants and spectators.  Spectator levels can be recorded at entry points into the event venue.  Please highlight on the monitoring form how these figures are collated and measured.
Section 5 – Event Development

This section is important to measure the impact that your event has on the profile of Belfast as a ‘City of Sport’.  It may be used in the evaluation of subsequent application forms for future events and will be assessed against information provided in your application form.  Percentage of private sponsorship will be cross referenced with the budget provided in the monitoring form.

Section 6 – Financial Details

It is important that all original receipts are included to correspond with all expenditure listed in this section. Original receipts will be returned to the applicant once verified.  It is the responsibility of the applicant to collect receipts.  Receipts can be posted back at the request of the applicant, however Belfast City Council takes no responsibility for this.  Under the terms and conditions of the funding, the applicant must store these receipts for a minimum of 7 years.
Support for Sport Events Funding expects a return on investment and as such economic income generated for Belfast is kept separate from overall event expenditure.  All expenditure is required as the final grant is calculated against total costs.  Support for Sport Events Funding will not exceed 50% of all eligible expenditure.
All income must be listed; this also impacts on the final grant awarded.  Cross checks will be made with other organisations who have contributed towards the event.

Section 7 – Budget and Bank Details
The event income and expenditure should balance.  Any discrepancies must show how they will be rectified and the Support for Sport Events Fund will not pay the full grant towards an event which has an overspend but will be adjusted accordingly to ensure that a profit is not made.  All funding by Belfast City Council is inclusive of VAT.
Please note that it can take up to 3 weeks to process payment once all relevant post event information has been received.  Grant recipients must update the City Events Unit if any bank details change immediately as this could affect payment.  All payments are made by BACS and will only be paid into organisational accounts; payment will not be made to individuals.
Funding will only be paid once all monitoring information has been received, post event.  No monies will be paid in stages or otherwise before the event takes place.

All payment is subject to the terms and conditions of your offer so if any doubt, please refer to these.

