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Congratulations 
on the successful 
completion of 
your project.

For more information please contact the Foundation Team:

Phone:  1300 304 541 
Email:    foundation.mailbox@bendigoadelaide.com.au

To commence your application log onto this site: 
www.bendigobank.com.au/foundation

2.

As part of your grant agreement under section 4 of this, it is a 
condition, that a Grantee and / or a Project Partner must complete  
the online Project Completion Report.

The report confirms the expenditure of your funds and provides an 
opportunity to demonstrate the community benefits of the project.

The online Project Completion Report must be completed in its entirety, 
as you are unable to save your progress until you complete the report.

This document is a guide to assist you to complete the online  
Project Completion Report process.



Note: Project completion provides 
the opportunity for promotion of 
your project. Prior to lodging your 
report, please ensure you have 
confirmed with those involved that 
all photo's and testimonials are true, 
correct and we have permission to 
use for promotional purposes.

3.

Before you start
You are required to provide financial accounting of how the 
funds have been spent. Please ensure you have the following 
documents saved to your computer to allow you to complete 
the process:

Receipts:

• Upload a copy of all receipts or copies of invoices that have been paid
• Wage costs for allocated staff to deliver the project

Example: A copy of an invoice for contract wages or extract from your accounting 
showing the: hourly rate x hours x weeks

Photos:

• Provide supporting documentation or additional information of the completed 
project where appropriate

• You may also like to attach promotional materials, media statements or any other 
supporting information showing the impact of your project

If you have an organisational logo, please include this so that we can promote your 
groups works

Testimonial:

• Provide a quote from someone at your organisation regarding the success of the 
project and the value it has added to the community

• Please include the name and title of the person quoted

Please note that you can only upload up to 5 documents
• *One must be for receipt/s
• * One must be a photo or logo



Navigating  
the grants 
platform

Go to www.bendigobank.com.au/foundation

Step 1: Click on the ‘Apply for Funding’ tab

Step 2: Click on ‘Apply now’ on the 
Community grants tile

4.



Navigating  
the grants 
platform

Step 1: Click on the ‘Log in’ button

Note: Log in using the email address and 
password you used to originally lodge the 
application. You can reset your password if 
you have forgotten it

5.



Accessing your 
application

Step 4: Select 'Manage your applications' 

 Your application(s) will appear

Step 5: Click on 'Progress Application' button

 Complete all questions that appear on  
 the following pages

Note: The online Project Completion 
Report will pre-fill from the details lodged 
in your original application

6.



Uploading your 
documents

Step 6: Upload your receipts and invoices as  
evidence of the expenditure incurred to  
deliver your project. Remember to 
attach a copy of your photos, media  
releases and organisation logo.

Step 7: Before you start, ensure your attachments 
have been saved to your personal file for retrieval

Type in the title of your file

Select the drop-down box and the appropriate 
'File Type' for each attachment

Click on the 'Browse' button – navigate through 
your personal files on your computer. Select the 
relevant document and click 'Upload'

Your document will appear in a list at the top of 
the screen. Continue this process until you have 
attached all your documentation

Once you have loaded your documentation, select 
the 'Submit Project Completion Report' button. 
Your acquittal process is now complete

Note: To finalise and submit your report you must select one 
each of the file types at a minimum.
* Receipts
* Photo/Logo
A maximum of 5 attachments can be provided.

7.


