Picking up your Grant
Decision Notification
If you are successful in receiving a grant from the Otago Community Trust you will receive a Decision
Notification email. This email will go to the email address of the Primary Contact noted in the
original application.
The Decision Notification email will look like the below email.

The Decision Notification email will instruct you to log back on to the grant portal to view the Trust’s
decision. If successful a ‘Conditional Approval Letter’ and any other Trust documentation will be
available to view in the portal.
To find the ‘Conditional Approval Letter’:
1. Log into grants portal
2. Click on Grants - Active. This will show the current grant, click on it to open it.
3. In Table of Contents, click on Supporting Documents. You will see a list of documents, select
Conditional Letter to open it.

Picking up your Grant

1

1. Print the Conditional Approval Letter off and sign it.
Please Note: It is important that you read the conditional approval letter, further conditions maybe
outlined in the letter that you will have to meet before we can pay out your grant.
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How to upload your Conditional Approval Letter.
You upload the signed Conditional Approval Letter in the
Accountability / Conditions’ section of the portal, under
‘Conditions due’.
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1. Click on the Add Files box, select from your files the signed Conditional Approval Letter

2. A ‘Start Upload’ button will appear beside the Add Files button, click this to upload your
Conditional Approval Letter
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3. When it is successfully uploaded it will
appear at the bottom of the
‘Supporting Documents’ section.

Additional Conditions
In most instances, you will have to prepare and sign off an additional letter outlining that you have
met the Otago Community Trust conditions.
If you are unsure of what conditions are associated with your grant, you can also view them under
the ‘Accountability / Conditions’ section of the portal. These will be under ‘Conditions due’.

Meeting Conditions
Before Otago Community Trust can pay the grant, we need grantees to meet certain conditions.
These will differ from grant to grant but could be one or more of the following:
•
•
•
•
•

Confirm in writing that the budget you supplied with your application remains current, if major
changes are made, we would expect you to supply a revised version.
Confirm in writing that the total project amount has been raised and from what sources.
Confirm that a contract to carry out the work has been accepted. Please supply a copy.
Confirm that an agreement to purchase has been finalised. Please supply a copy.
Confirm that all required consents, licences and permits have been obtained. Please supply a
copy.
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•
•

Confirm that your organisation has formally resolved to proceed with the project. Please supply
copy of resolution.
You may uplift the grant upon presentation of the relevant project related invoices totalling $X
project costs (GST exclusive)

In most instances we therefore expect that you will draft a separate letter (see example below) or
supply a copy of certain requested documents to confirm you have met our conditions.
We then expect you to upload this using the same process as
for your Conditional Approval Letter. The end result is that you
will have your two (or more) uploads listed under ‘Supporting
Documents’ like below:

Important Note: Conditions Due Drop-Down Options
At this point in time the Conditions Due drop-down options only present three different options that relate
to the Accountability. We are working to fix this thus just select the first option in the interim.
1. Financial Statements relating to the period of receipt of our grant & expense of your project and/or
copies of invoices for the total project amount
2. Photographs of your project
3. Independent Evaluation of your project
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Note for Submit
After you have hit the ‘Submit’ button. A pop-up box called ‘Note to Submit’ will appear. This allows
you - the grantee to write a note to the OCT Team if you wish. Regardless of whether you leave a
note or not, hit the OK button for your submission to proceed.

Meeting Conditions with Note to Submit
With the ‘Note to Submit’, some grantees can use this to meet the conditions outlined in their
Condition Approval Letter. For example, if the OCT conditions are ‘Confirm in writing that the budget
you supplied with your application remains current’ OR ‘Confirm in writing that the total project
amount has been raised and from what sources’; you can write this in the ‘Note to Submit’ box.
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Once you hit OK your conditions have been submitted. You will see a small
yellow ‘1’ beside the submitted in the Accountability / Conditions’ section of
the portal, under ‘Conditions due’.

Conditions Met & Grant Paid
Please note that all grantees will receive an email like the below example when their grant has been
paid. Grants will typically be paid out within one to two weeks.
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