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Project Follow Up Templates

The following templates can be adapted to contact Project Leaders who return their cheques and those that have not yet wrapped up their project for the year. When people return their cheques, it may be because they cannot do their project as they originally planned it, but with encouragement to do a simpler, smaller-scale project or slightly different project, they may be able to still use their grant. The second template is for projects who have not wrapped up their grants. It can be useful to send this after the Wrap-Up Celebration event to anyone who wasn’t able to attend and that you haven’t yet heard from in another way. In doing so, you can offer them a range of easy ways to wrap up their grants, remind them of the feedback survey, and request that they return their funds if they are not able to complete their project.


Follow up Template for Returned Cheques
 
Hi there,
 
You are receiving this email because you recently returned your cheque for your Neighbourhood Small Grants (NSG) project. I wanted to check in with you before we officially cancel your project.
 
We would love to support you with completing your project if that is still possible. For example, would it be possible for you to complete a smaller scale or simpler project with the funds? If you are needing to take a step back, could your co-applicant or other people in your neighbourhood be asked to take on more of the work? I'd be happy to do some brainstorming of solutions or provide other kinds of support if that would be helpful.
 
Of course, we also recognize that sometimes things happen that make it challenging to complete a project. If this is a situation where you and your co-applicant are unable to do the project even in a simpler or smaller form, we understand and thank you for returning the funds. We hope you’ll consider applying for an NSG grant again in the future.



Follow Up Template for Projects that Haven’t Wrapped Up

Hi there, 

You are receiving this email because you were unable to attend the Neighbourhood Small Grants (NSG) Wrap-Up Celebration and we haven’t yet learned about your project. In order to complete your grant, we’d love to see a few photos or videos of your project if you’ve got them. Also, if you feel able, please briefly answer 2-3 of the questions below for us:
· What were the best 3 things that happened during your project?
· What inspired you to do this project and what did you learn?
· How did your project reflect and/or celebrate the strengths and diversity of your neighbourhood or community?
· How did your project build community or connect people in the neighbourhood? 
· How do you hope to keep those connections going or strengthen them moving forward?
· Is there anything you would recommend to others doing similar projects?

You’re welcome to simply send this to us by email, or if you’d like to share about your project more widely, you can post on the NSG website. You can upload your story, photos and videos at the following link: https://neighbourhoodsmallgrants.ca/stories/share-your-story/. If you can’t find your community on the drop-down list, please choose “BC-wide”. And if you do this, please let me know by email when you’ve posted so that I can take a look!

If you were unable to complete your project, please let me know so that we can arrange the return of the funds, an extension and/or a way for you to complete your project in a simpler, easier way. We know that sometimes life gets in the way of completing a project, getting it done as soon as we’d hoped, or doing it in the way we originally planned.

We’d like to hear back from you by [insert date] at the latest so that we can wrap up this year of the NSG program. Thank you in advance for your reply.
 
Also, please give us your feedback! We would love if you could fill out the following survey to let us know about your experience with the NSG program: [insert url]. It will only take a few minutes. [Insert information about any incentives being offered such as a draw for a prize].
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