
Post Event Report Form 2026
To be completed after the event has occurred 
Claims must be submitted within 60 days of the event taking place

	Applicant Details 
	

	Name of Community Group/Organisation 


	

	Primary Contact Name


	

	Telephone


	

	Email


	

	Event Details 

	

	Name of Event


	

	Date(s)


	

	Location(s)


	

	Brief Description of Event Type:
(e.g. for families, foodies, music lovers, etc.)


	




	Visitor Numbers

	Total number of visitors who attended your event:



How did you record these numbers:



	

	Will this event take place again? If so, what year?





	Please provide a summary report (minimum 200 words) about your event, to include areas of success, key benefits, how you promoted it, etc.















































Summary Report (cont’d)


















































	Please provide a breakdown of how the fund was spent:


	Type of Expenditure:

	Amount (€):
	Receipt Number: 

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Please include: 
· firm evidence that the event has taken place (photographical evidence, media extracts, web pages etc.) 
· a full ‘Income & Expenditure Statement’ (including all other sponsorship)
· receipts/Proof of Payment for the costs covered by the Grant.
· please note applicants who are VAT‑registered will be required to provide receipts totalling the grant amount plus the applicable VAT.
· a copy of all promotional material clearly showing and acknowledging the support of Louth County Council i.e. posters, flyers, printed and digital advertising etc.
· if applicable, a copy of event licence for all dates of the event.
· if applicable evidence of contact with the Events Section in Louth County Council.

Declaration of Applicants:
We certify that all information provided in this Post Event Report and all information given in any documentation submitted in support of the application is truthful and accurate.  (More than one group member must sign the Post Event Report Form).

Signed: ______________________________		Date: _________________ 

Name (in block capitals): ____________________________________________


Signed: ______________________________		Date: _________________ 

Name (in block capitals): ____________________________________________


On behalf of (Community Group/Organisation): 

__________________________________________________________________
