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GUIDANCE NOTES - for Community Projects 

If you have a project in mind, however big or small, we’d love to hear about it!   

As a first step, your organisation will need to ensure that you have the permission of your Committee to proceed with 

developing your project. At the same time, we would encourage you to discuss your proposal with your idverde 

Community Manager. As well as sharing interest in your project, it is a requirement for all project proposals that have 

a material impact on the land to be discussed with your idverde contact, regardless of where your project funds are 

coming from or the size of the project.  

 

Your Community Manager will then advise you which form to complete to secure permission to proceed.  This is 

important as it will help us understand whether your project is a routine improvement to a greenspace, or a more 

complex project that required external funding or needs further permissions.  

This document provides step-by-step guidance notes on completing the on-line Project Proposal Form for Community 

Projects. We define Community Projects as those projects that do not make a material change to your park or open 

space and can be removed at a later date e.g. flower beds, benches, bins, bike racks. These projects will generally be 

of low value, have no funder involvement, do not require other permissions and have no significant on-going 

maintenance costs. Community projects are usually approved by idverde in conjunction with the Council. 

This form is part of a wider process that ensures the service we provide is fair and transparent and runs as smoothly 

as possible.  Submitting a Project Proposal will officially start the Process that can be followed in the Process Maps 

‘title of document here’  (need to include final title). 

If you have any further questions please contact your Community Manager as below: 

 
 

Penny Read 
Community Manger 

penelope.read@idverde.co.uk  
 

Jade Veronie  
Community Manager 

jade.veronie@idverde.co.uk 
 

Anita Zambaldo 
Community Manager 

anita.zambaldo@idverde.co.uk 
 

 

 
 

  

idverde are here to guide you through every step and provide support tailored to your project and your 

needs/experience.  We look forward to hearing about your project proposal and working with you.  

 

 

 

  

Please be Advised: Due to the way the on-line form is structured, you will not be able to complete the form in 

full, unless you can confirm you have spoken to your Community Manager or have permission to complete this 

form on behalf of your organisation/group.  

mailto:penelope.read@idverde.co.uk
mailto:jade.veronie@idverde.co.uk
mailto:anita.zambaldo@idverde.co.uk
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COMMUNITY PROJECT PROPOSAL FORM  

https://forms.office.com/e/GWSCvEbjsa  

DETAILS OF APPLICATION  

This section of the guidance notes will show applicants what the project proposal form looks like on-line and the 

questions that will be asked. Applicants are welcome to use this for preparation only and will need to fill out the 

application online in order for it to be successfully submitted. 

Please note, you will need to complete the application in full in one session, as it is not possible to save the 

application part way through.  

This is a Microsoft Form, it can be filled out on a computer, tablet, or mobile phone.  

COMMUNITY PROJECT PROPOSAL FORM  

  

 

 

 

 

 

Before You Start  

Questions 1-3 are crucial for 

continuing on to the rest of the 

form. They provide a checklist and 

you will notice that you will not be 

able to continue completing the rest 

of the form, if you have not already 

spoken to your Community 

Manager. Your Community 

Manager will advise what form 

needs completing based on the 

details of your project. 

  

Community Group  

This section asks several questions 

about your group/organisation  

https://forms.office.com/e/GWSCvEbjsa


 

3 
 

 

 

 

 

 

 

 

 

 

 

 

 

The Lead Contact for the project will 

be the main point of contact for any 

communication by idverde for the 

lifetime of the project.  

The Project  

This is where we want to hear all 

about your project idea!  

Theis is the 

WHO/WHAT/WHERE/WHY/HOW 

of your project idea.  

Do not worry if these are not fully 

developed yet, but try your best at 

giving us as much information as 

you have. Any supporting 

documents including pictures, 

measurements, maps should be 

emailed separately to your 

Community Manager.  
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Project Finances  

This section will ask you to list all the 

costs of the project. 

 If these are not developed fully yet, 

don’t worry, your Community 

Manager can help, but this provides 

us with a good starting point.  
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Additional Information 

Here you will be able to 

tell us anything else you 

think is relevant for us to 

consider as part of your 

proposal.  

You will also be able to let 

us know if you are 

intending to send 

documents relating to the 

project – your Community 

Manager will look out for 

them.  

Declaration 

 This section lists out some 

important points for you 

to consider ,including  

your group’s commitment 

to the project and our 

data sharing policy.  
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Confirmation Message  

 Once you press the ‘Submit’ button you should see this page. This means your Project Proposal was successfully submitted. Your 

Community Manager will receive a notification and will be in touch with the Lead Contact, using the preferred communication 

method selected.  

You can also ‘Print or get a PDF of answers’ to keep for your future reference.  

 


