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General

Always give the information that the Funder (Trust, Charity, etc) requests.  Some have an application form and others request financial information or for the application to be limited to a number of pages.  

Make sure your application looks clear and attractive - first impressions are important. Give enough information but not too much (don't waffle).  The application should be 'an original' and the only copies included should be accounts/financial records (if requested)

Key Features of an Application

· The Title of the Project for which you are seeking support - a good catchy phrase which can be used to refer to the whole application helps reinforce the request from the start
· A Summary of the Proposal  - best written last!
· An Introduction - explaining who you are and your ‘track record’
You need to convince the funder(s) that your organisation can do what you propose - give examples of previous projects if possible.  Always mention if you are a charity and give details.

· The Problem or Need that you are addressing in your project - why something needs to be done and why you are tackling it
· Your Proposal and Objectives - what you intend to do about the problem or issue
· The Methods you will use to tackle the issue

· The Budgets and other requirements - what you will need to do it with.
· A Funding Plan - an indication, if you are not applying for all the resources you need, of how you will secure the remaining funding and materials necessary and where the application fits into your organisation’s overall resource and support-winning strategy
· The Request - what and how much you are asking for
· The Rationale - why the prospective agency (funder) might be interested and the benefits for them
Identify the outcomes and benefits - what will be achieved and who benefits

· The Signatory - name, address, and position in the organisation - who is actually making the application (someone known to the agency already is helpful)
Do's and Don'ts

1. Do ensure you obtain and read any application details from the organisation to which you are applying.

2. Do use their application form if supplied.

3. Do check that your project falls within the criteria given - some will fund existing organisations and/or new projects, some have geographical limits, some will fund capital projects, and others may not fund running costs.  Some may require matched funding - make sure you understand this and can provide details.

4. Do make clear what you want the money for, how you know there is a need for

what you intend to do, and who will benefit.

5.  Do check all your figures including telephone numbers - one digit wrong might 


prevent a potential funder from reaching you and a decimal point in the wrong 

place or a missed figure in your budgets could mean your figures do not balance.

6.  Do keep copies of whatever paper work you send out, to the funder’s, in case 

     someone contacts you.

7. Do be prepared for a visit as some funding organisations send assessors.

8. Do have everything ready to start when/if you receive funding.

9. Do try to seek feedback on failed applications as this may help you in future.

10.Do make sure you fully document the way you use the money (and any

    matched funding) as a report may be required as part of the funding conditions.

11.Do not write Dear Sir/Madam, if a name has been given on the funder’s details

then use it.

12. Do not write this month expecting the money next month as most grant  for      

applications will take several months to progress - usually being passed on to a committee for approval.

HOW TO APPLY FOR FUNDS
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