WRITING A GOOD APPLICATION FORM

GOOD PRACTICE TIPS

In filling in an application form certain basic questions need to be answered. These might include: 

who your group is? 

what you do?

what your track record is?

do you have a constitution?

what you want funding for and how much? 

how you intend carrying out your project (including use of staff/volunteers, location and timescale)?

who will benefit from your project?

how you will measure your project’s success? 

does the application fit the funder's priorities?

why your project deserves funding compared to others - does it have anything  special or unusual to make it memorable? 

what is your organisation’s budget?

Most funders give guidelines with their application forms - read these carefully. 

Sadly, the most common reasons applications get turned down are:

the application form is wrongly filled in

documents requested by the funder have not been attached to the application form (e.g., constitution, accounts)

your project does not fit the funder’s criteria or priorities 

POINTS TO REMEMBER

It is important to write clearly, as those assessing applications will always be pushed for time.

Don't exaggerate how much funding you will need  - but don't underestimate this.

Some grant application forms have boxes to complete - use the size of the boxes to gauge the amount of detail expected in your answers.

Always photocopy the application form and do a draft answer so that you know your reply fits. Using a word-processor to cut and paste in answers is acceptable, as the funder will photocopy most applications anyway. At the very least, complete your form in neatly written black ink and keep copies. It is worth getting someone not connected with your group to read it to make sure your application form is legible and understandable.

Funding applications are time consuming  - both applying and in getting a final decision. The process can take months, so build realistic time-scales into your plan.

For more information about starting a new organisation turn to the “Starting, Running and Developing an Organisation” elsewhere on this site.


SUBSCRIBE TO FLASH FOR FREE E-MAIL UPDATES ON FUNDING – send an email to  subcribeflash@ealingcvs.org.uk 

LARGER FUNDING APPLICATIONS

For larger grants – for example, employing a paid worker – potential funders ask for a lot more information. 

You need to convince the funder that your organisation can plan ahead.
In addition to the questions outlined above funders might ask: 

how do you know there is a need for your project?

are you sure you are not duplicating existing work?

how will you publicise the project to potential users?

how will your project work in partnership with, other local organisations, local people, the Council?

what systems are in place to manage the project?

what systems are in place to manage the money?

what are the skills and experience of your staff, trustees and volunteers?

how does your organisation monitor and evaluate the quality of its work? 

how will  you assess  user satisfaction with your project?

what plans do you have if something goes wrong, for example, fewer people make use of your project or a key member of staff leaves?

will your organisation be bringing in some of its own money or resources to the project? (‘match funding’)

what will happen when the funding runs out?
If you can’t answer most of the above then you will have trouble finding funding – or if you did succeed, in running your project.

For smaller grants these questions may not be so important. But for larger grants these questions can only really be answered when you have a proper forward plan for your organisation. It is important that the organisation as a whole owns this plan and it is not left to one or two individuals to get on with fundraising in isolation. 

Research for a larger funding application should include an awareness of: other local groups doing similar work, how your work complements other projects, local ‘networks’ of organisations working in your field  - and how you intend to work with them. The emphasis of a lot of larger funders is about partnership working by your organisation with others. For further information on how to prepare a development/business plan see “A Simple Guide to Writing a Business Plan” elsewhere on this site. It can be helpful to get hold of relevant literature such as Annual Reports of funding bodies and if possible contacting potential funders to find out their current priorities. 

‘CORE COSTS’

Funders want to be involved in projects where their money makes a measurable difference, and as getting funding for existing activities is difficult, this means a ‘project based’ approach should be considered. Most funders will not directly fund what are called "core costs" or "central costs" or "overheads" - they usually wish to see their funding directed towards a piece of work (“project”) with clear results. However all organisations incur additional costs to run the new project  – e.g., administration, payroll, accommodation IT, insurance, etc. It is therefore important when you apply for grants to include in the proposed budget a contribution towards overheads.  As a "rule of thumb" funders will not usually accept more than the equivalent of 10% of the project's costs. Be prepared to justify it. For further advice see “Core costs and Project costs” elsewhere on this site.

FURTHER INFORMATION

If you need statistics about Ealing to help your application go to the following website www.ealing.gov.uk/council/demographics. You can also access Ealing Council’s various strategies for the Borough – which you will need to know about if you apply for funding, particularly Council funding.

For further advice on writing funding applications see: “How to Apply” at www.governmentfunding.org.uk under “Help & Advice” and the various guidance notes at www.cash-online.org.uk; www.cibfunding.org.uk and www.funderfinder.org.uk. For applying to Trusts, see www.acf.org.uk. 








For information on all aspects of setting up and running a voluntary or community group, visit the Ealing CVS Library – Contact Alison Surtees on 020 8579 6273 or e-mail � HYPERLINK mailto:alison@ealingcvs.org.uk ��alison@ealingcvs.org.uk� 
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