[image: image1.png]


Round Table on Information Access for People with Print Disabilities Inc. 
FaHCSIA Funding Management

It is necessary to have estimates from those applying for this funding so that, if necessary, funds can be allocated as approved by the Round Table Executive Committee on a proportional basis, as has occurred historically, when the total of claims exceeds the funds available. For this reason each applicant is required to complete a “FaHCSIA Funding Application Form”. A copy of this form is attached.  This form is also used to reconcile incoming receipts by approved applicants.
· The FaHCSIA grant is to provide assistance for self funded individuals with a print disability to attend the meeting and workshop.

· All applications for FaHCSIA Funding are treated equally.

· There is no guarantee that all funds sought by each applicant will be met, however every effort is undertaken to do this if possible.

· The funding is to reimburse the individuals directly for pre-approved costs they incur based on us receiving the actual invoices and receipts. FaHCSIA requires us to provide copies of these documents and account in detail for each reimbursement.

· Under Round Table’s agreement with FaHCSIA we are unable to reimburse a third party for any expenses, we must have an original receipt in the applicant’s name for each expense.

· We are unable to provide applicants with arbitrary amounts based on dividing up the total amount of the grant between the number of individuals; it must be a reimbursement of actual pre-approved expenditures.

· We cannot allocate an arbitrary amount and then fit retrospective expenses to that amount.

· When applicants are sharing accommodation and seek assistance with these costs, it is required they seek only their portion of the accommodation costs, as appropriate to the number of people with whom they are sharing.  

· Accommodation can only be approved for the duration of the meeting and workshop, with any additional accommodation/rooms, being the responsibility of the applicant.

· The receipts may include both GST inclusive and non GST items which have to be separated.

· We cannot cover expenses incurred by the individual that fall outside the list of expenses included in the FaHCSIA documentation, hence detailed accounting is essential.

All necessary documentation has to be compiled, recipients reimbursed, expenditure reconciled, reports prepared and statements with copies of invoices and receipts provided to FaHCSIA within a short time of the completion of the meeting and workshop. Given this we request that applicants provide all necessary receipts by the end of the meeting and workshop. 

Tight management of this exercise is necessary in order not to jeopardize current funding or future submissions for funding.
FaHCSIA Funding Application Process

· Applicant completes a FaHCSIA Funding Application Form and forward to the Round Table Administration Officer by the application closing date. (This form may be completed by phone contact with the Administration Officer if preferred.)
· Round Table Executive Committee allocate the final approved funding.

· Round Table Administration Officer advises applicants of approved amount of funding.

· Applicant attends to payment of approved expenses. 

· Applicant provides receipt/s to Administration Officer (the applicant may decide to do this individually as each expense is paid, or as one payment at the completion of the event). 

· Itemised invoices and receipts to be submitted within one week of the close of the meeting and workshop, preferably by the final day of the event.

· Reimbursement made by Round Table upon the above being provided. Applicant may choose to receive payment by cheque or direct payment to their bank account, if requested this can be done immediately.
· Assistance will be provided with processing of receipts.

