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GUIDELINES ON THE PREPARATION AND SUBMISSION OF APPLICATIONS TO THE 

CONVOCATION TRUST COMMITTEE OF MANAGEMENT FOR THE AWARD OF FUNDS 

FROM THE TRUST  

Introduction 
 
1 The Convocation Trust exists for the benefit of the members and community of the 

University of London and its member institutions.  In considering applications from 
support for the Trust, the Committee of Management’s mission is to support projects 
that will promote the purposes of the University and provide demonstrable and 
substantial benefit to the University community as a whole or to members of the 
community. 

 
2 All departments of the central University and member institutions may submit 

proposals to the Committee of Management. 
 
Preparation 
 
3 In advance of preparing proposals, applicants from central University of London 

departments should consult their Finance Business Partner for confirmation that the 
Convocation Trust is the appropriate potential source of support for the proposed 
project and also for advice on the proposed budget.  Applicants from institutes of the 
School of Advanced Study should also consult the Deputy Chief Executive in 
advance of preparing their proposals. 

 
Assessment criteria and Committee of Management practice 
 
4 In assessing applications for funding the Committee will normally take into account: 
 

 the alignment of the project with the objects of the Trust and the Committee’s mission 
statement; 

 the scope of the benefit of the project to the University and its constituent community; 

 the viability of the project, both practical and financial, including any possible need for 
future funding; 

 previous awards made to the applicant. 
 

In exceptional cases the Committee may approve an application that may not 
conform to all of the assessment criteria above but is held to be of outstanding merit 
and demonstrable benefit. 

 
5 The Committee will not normally consider: 
 

 applications for recurrent funding; 

 funding for projects which would normally be supported by individual member 
institutions or student unions; 

 funding for individual students, e.g. scholarships at constituent member institutions, 
with the exception of designated Convocation Trust prizes and the University 
scholarships administered by the Development Office; 
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 capital projects such as building works; 

 entrepreneurial and/or commercial projects. 
 
6 In making awards the Committee will be mindful of any relevant University policies 

and principles. 
 
Submitting and presenting proposals 
 
7 Please use the application form provided, which requires details of: 

 the nature and aim of the project; 

 the benefits and impact of the project and, where relevant, the number of people 
involved; 

 a budget and any other sources of funding; 

 the date by which the funding is required and the timetable for the expenditure; 

 an assessment of risks to the project;  

 any previous applications; and 

 contacts for the project. 
 

Please be concise in your responses and do not attach other documentation to the 
application form. 

  
8 The Committee meets twice each year, usually in December and June (in 2018-19 on 

4 December 2018 and 4 June 2019). Applications should reach the Secretary to the 
Committee at jenny.mccullough@london.ac.uk no later than two weeks before the 
date of the meeting. 

 
9 Applicants may be invited to attend the meeting of the Committee at which their 

proposals are to be considered to present the proposals (and to answer Committee 
Members’ questions on them). 

 
10 The Committee does not normally consider applications by correspondence.  
 
Award recipients 
  
11 Recipients of awards will be expected to provide the Committee with a follow-up 

report on the outcome of the project, including an assessment of its success, and 

detail of the expenditure. 

12 Recipients will normally be expected to draw down the monies awarded within a year 

of the award being made, unless an alternative timetable has been agreed by the 

Committee. 

Enquiries 
 
13 Enquiries about the application process and the Committee’s timetable may be 
 addressed to the Committee Secretary, Jenny McCullough:  
 
 jenny.mccullough@london.ac.uk; 020 7862 8223). 
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