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Template Letter to Successful Applicants
 
This template can be customized to send to the applicants of the projects that are successful, to let them know how much funding they will receive and the next steps in the process. The light pink text is what you can fill in with specific information.



Dear [insert applicant and co-applicant names],
 
Congratulations! The [insert area name] Neighbourhood Grants Committee has approved your application for [insert project name] for the amount of [insert amount] from the Neighbourhood Small Grants (NSG) program.
 
As co-applicants on the application, you are equally responsible for the funds provided to the project. One of you will need to attend our Project Leader Orientation event at [insert location] on [insert date and time] to learn more about the program. There will be snacks available at the event, an opportunity to connect with other Project Leaders from your neighbourhood, and a chance to ask questions of the program staff and volunteers. Children are welcome and the site is [insert accessibility information such as if the site is wheelchair accessible and so on].

A list of guidelines you will need to follow in doing your NSG project, as well as lots of other information and tips can be found [insert information about attached documents or links for online resources]. Please read through the NSG guidelines carefully before the Project Leader Orientation, as you will be signing a waiver stating that you understand and agree to follow them when carrying out your project. You can also find a summary of the guidelines [insert information about attached documents, links for online resources or include a list of the guidelines here].

Cheques must be deposited by [insert date] or they will become stale-dated. Although project activities can continue longer, your grant funds must be spent by [insert date]. You will be required to report back to us on your project by attending our Wrap Up Celebration [insert date or general timeline]. Please watch for emails in [insert general timeline] for further instructions and details.

If you have any questions, please contact [insert Coordinator name], the NSG Coordinator, at [insert contact information]. Thank you for all the wonderful work you do in our community. We wish you success with your project!

Thank you,
[insert Coordinator name]
On behalf of the [insert area name] Neighbourhood Grant Committee
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