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Managing Common Fund 
 

Introduction 
 

In the following we describe how we will: 

1. Manage the common fund;  

2. Manage contributions from partners, both cash and in-kind;  

3. Manage in-kind record keeping and submission of these records;  

4. Make quarterly claims to HLF payments  

5. Make subsequent payments to delivery partners. 

 

The Common Fund 
 

The ‘Common Fund’ is the total financial contributions available to deliver the 

Landscape Partnership (LP) scheme. Cash contributions from the Heritage Lottery 

Fund (HLF) and project delivery partners, are pooled together with non-cash 

contributions in the form of staff-time, volunteer time, venue hire, equipment use or 

otherwise to provide a single fund. The ‘Common Fund’ will be the mechanism which 

will deliver the scheme, comprising of programmes of individual projects that meet the 

HLF outcomes. 

 

The common fund is overseen by the Nenescape Partnership Board (NPB) and 

managed by the Project Manager under River Nene Regional Park (RNRP) as Lead 

Partner and the University of Northampton (UoN) as the Accountable Body. 
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Managing cash match funding 
 

Match funding provided by delivery partners will be allocated to specific projects. In 

most cases match funding will be provided by the lead organisation for a particular 

project. The cash element of the match funding will be held by the lead organisation 

and will not be transferred through their accounts. Evidence that match funding is 

secured and ring fenced within the project's lead organisation will be required at the 

start of the project.  

 

It is expected that evidence of match funding and any expenditure against it will be 

shown in quarterly financial claims to the Project Delivery Manager. Any project under 

spend will result in a proportional reduction in the HLF contribution to total project 

costs.  

 

Managing in-kind funding 
 

In-kind contributions may take the form of staff and volunteer time, venue hire, 

equipment use or otherwise.  

 

Delivery Partners will be required to systematically record and evidence any in-kind 

contributions. Evidence will take the form of time recording sheets for volunteers and 

staff which will need to be signed, and be verified with a signature from his/her line 

manager. Delivery partners will be expected to use the Nenescape LPS standardised 

timesheet, an example of which can be found in Appendix 1. Room or equipment use 

or other in-kind contributions should also include copies of related invoices or similar. 

 

In-kind funding information from partners will be collated onto a central database and 

then used in support of the NLPS quarterly claim to the HLF.  A summary of values 

and costs may be accessible by the public on request, but any data or information 

relating to individuals will be retained by RNRP for audit purposes only and will not be 

shared by RNRP in any publicly accessible areas. 
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Processing financial claims 
 

Individual project financial claims will be processed on a quarterly basis upon 

submission of a completed standardised expenditure sheet (Appendix 2) and project 

progress report (Appendix 3). Claims and progress reports will be submitted to the 

Nenescape core team, no later than the 15th of the month following the end of each 

quarter e.g. claims for 1 October to 31 December will be submitted by 15th January. 

A calendar of claim dates will be provided at the start of each new project year.  

 

A quarterly progress report is required even if no financial claim is made.  

 

Financial claims must be submitted with supporting evidence in respect of each item 

of expenditure.  Evidence should be presented in the form of originals or verified copies 

of receipted invoices and accounting documents of equivalent verifiable value (for 

example bank statements), in such format and detail as may be acceptable to 

Nenescape LPS. 

 

If any invoices include costs which are not part of the eligible costs or where grant 

claims are made for items on a proportional basis, the Grant Recipient will provide 

itemised records to demonstrate how the amounts that are eligible for grant funding 

relate to each of the invoices.  All proof of costs must be dated after the grant award 

date and before the grant expiry date.  

 

Claims will be paid up to the point that individual projects reach 90% of their total grant. 

After that no further payment to that project will be made until the project is finished 

and a Completion and Final Payment Request Form is received and approved by the 

NPB.  

 

The approved annual payment profile for each project is as detailed in the Nenescape 

LPS budget that will form part of the Grant Offer. Any changes to this profile must be 

notified to the Nenescape LP core team in good time and must be agreed in writing. 
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If the Delivery Partner is unable to claim any of the payments on the dates specified 

for any reason, they must inform the Nenescape Project Manager in writing before the 

claim is due with a reason for the delay. This requirement is a continuing condition for 

the life of the project. If the delay in claiming a stage payment exceeds six months, 

and a new claim schedule has not been agreed, the NPB reserves the right to end the 

agreement and to cease any further payment. Claims from Delivery Partners will form 

part of the NPBs quarterly claim to the HLF. 

 

The Project Delivery Manager and a nominated board member, will carry out an 

interim and end of (project) year reconciliation of all spend and income. This will then 

be appraised by the NPB Chair and submitted to HLF with the corresponding progress 

report.  Any discrepancies arising from this reconciliation must be resolved before any 

further claims can be authorised. 

Claims to HLF and subsequent payments to delivery partners 
 

Once project claims and supporting evidence for work carried out by delivery partners 

in the preceding quarter have been received, the Nenescape core team will prepare a 

single electronic claim for submission to the HLF. This will be supported by a Quarterly 

Progress Report detailing progress made to date against agreed targets and 

outcomes. 

 

Upon approval of the claim and progress report by the HLF, the HLF will make 

payment to the University of Northampton by bank transfer.  

 

Upon receipt of the claim payment the University, as Accountable body, will make 

payments to the individual projects as outlined in their approved claims and progress 

reports.  Payment will be made by bank transfer unless agreed otherwise. 

 

The grant will only be paid when proof of all eligible costs has been received. The 

Nenescape LPS will endeavour to pay project claims within 45 working days of receipt 

of each project's quarterly claim and all related supporting evidence.  
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All queries relating to the managing of the Common Fund, in the first instance should 

be directed to the Project Delivery Manager. 

 

Tender decision process (Core Team only) 
 

The Nenescape Core Team will follow the procurement rules as specified within 

Nenescape project Standard Terms and Conditions, but will also report to the NPB in 

the following way, for tenders over £10K: 

 

Tenders over £10k and under £50k 

• The PDM and ICEO will review tenders. The PDM will submit a tender 

recommendation report to the NPB for approval and appointment.  The tender 

will be approved where more than 50% of the board agree. 

 

The Core Team will issue the appointment letters and supply copies to the 

Heritage Lottery Fund through the quarterly progress reporting process.   

• Copies of submission documents will be provided on request.   

 

Tenders over £50k 

 

• A select group from the NPB and PDM, will carry out the review and make 

recommendation.  

 

• PDM will submit a recommendation report to the wider NPB and HLF Mentor 

for approval and comment. 

 

• Nenescape Core Team will issue the appointment letters, when more than 

50% of the NPB are in agreement. 


