good funding applications

Before you Apply

START PLANNING WELL IN ADVANCE

YOUR ORGANISATION

Are you properly set up?  Do you have the following in place:

· Mission statement arising out of identified need (and long-term vision if appropriate) 

· Aims and objectives which relate to your mission statement and lead to solutions
· A comprehensive constitution which has some flexibility

· If you are not a registered charity, and your turnover is over £5,000, are you in the process of registering?

· A business/strategic plan including short- and long-term fundraising and marketing strategies

· A strong and committed management committee who have been properly inducted and trained and who understand their legal duties and responsibilities

· A skills audit outlining what the management committee contribute in terms of skills/ training/ experience

· Access to relevant training for personal/professional development
· Good financial controls and procedures re. handling and banking income, signing cheques, expenses, petty cash, etc., a realistic budget and records of income/expenditure

· Appropriate policies in place, e.g:  Health & Safety, Equal Opportunities, Complaints, Dignity at Work (i.e. procedures to deal with bullying & harassment), Grievance & Disciplinary Procedures, Child Protection/Vulnerable Adults Policy where appropriate.

· Appropriate insurance (for buildings, staff, visitors, etc.)

· Regular recorded supervision for staff and volunteers

· Appropriate publicity materials
· Knowledge of/ relationships with groups doing similar or connected work in your own and neighbouring boroughs 

· Monitoring of the service, including records of users and user feedback, the work carried out, when, where and how, noting benefits in the form of measurable outcomes wherever possible

· Evaluation linked in with the monitoring, to include reporting structures, review and planning/ developing for the future.

THE PROBLEM OR NEED

· What is the main issue or over-arching problem?  What other issues/challenges come out of that?
· Who are the intended beneficiaries – how much detail do you have on them?  Might the target group change/grow in the future?  Might their current needs be replaced by a different set of needs?
· Have your researched the need? (including relevant community surveys etc. and local and national information and statistics)

· What facts and figures do you have to support your case?

· What do you have to do to make a positive and measurable difference?

· Is anyone else already addressing it?  

· If so, with what success? If not, why not?  

· Can you work with them or will your work complement theirs? (i.e. they could be covering a different geographical area, age group, ethnic group, etc., or they simply can’t cope with the volume of need)

· Can they help you with statistics, etc, evidence of need?

THE SOLUTION

· How are you going to deliver the service in practical terms? (who will be involved – do you need dedicated staff/volunteers for different aspects of the work, i.e. management, finances, delivery – how will they be supported?)

· How much will it cost?

· What do you want to achieve?  Is it SMART (specific, measurable, achievable, realistic, timebound)?

· How will you know you are achieving it?  (Have you got systems in place to monitor and evaluate progress?)

· Are you the right people to address the problem? (Do you have project management experience, the skills and commitment, and a particular knowledge of the target group?)

· Will your service users be involved at all stages of the process – i.e. with the planning, decision-making and delivery?

· Are you part of a network/forum to exchange ideas and information?

· Have you joined your local VSC and other support agencies?  Are you making the most of their services and resources?

· Have you got the resources to carry out the work in terms of staff, volunteers, office space, equipment, TIME?

· Are your potential users (and other stakeholders) aware of your work?

· Is the community in general aware of your work?  Do you use the local press, libraries, newsletters, etc., as well as networking opportunities?  

You and the work

· Who is going to take ultimate responsibility for fundraising?

· Who is going to help and support them?

· Have you considered all the different sources of funding including other forms of income generation? 
· Where will you find the necessary information?

· Who are you going to target and how are you going to approach them?

· Have you considered what you will do in order to develop and ensure ongoing sustainability of the work?
· Do you have robust systems in place to keep track of your fundraising efforts and achievements, including who you have approached when and for what, who rejected your applications and why, and follow-up procedures after grants have been received?

Researching potential funders

· Find out as much as you can about them by looking at their website if they have one, and also in DSC Grant-giver Guides and other publications

· Also check in their annual reports, Who's Who, Sunday Times lists, Companies House records

· What geographical areas do they cover?

· How much money do they have to distribute?

· Have they given to similar causes/projects in the past?

· What is their average award?

· How often do they meet and/or award grants?

· Is it a rolling programme or do they have deadlines during the year?

· Do you fully understand their criteria?

· Have you obtained their up-to-date guidelines?

· Can you relate your needs to their criteria, without becoming funder-led?
· Do they invite exploratory phone calls before you apply?

Consultation with other groups

· It saves you re-inventing the wheel 

· It shows you have identified a genuine unmet need 

· It gives you a chance to corroborate your own evidence of need

· It allows you to use positive links with other agencies to provide a more comprehensive and effective service

· Collaboration may lead to partnership bids which in some cases have more chances of success with funding applications

· You may be able to duplicate a service but in another geographical area or for a slightly different focus group
What might the funder want to know?

· Who are you? – paid staff, volunteers, trustees/management committee/ organisational structure/annual income and/or anticipated expenditure
· What’s the problem or issue(s)?

· What is the best solution (are there other options)?

· How much will it cost? – essential and desirable
· Is it the result of a real demand by real people? (have you done your research?)

· Have you got clearly defined aims, objectives and methods?

· WHO is going to benefit – how many, when, in what ways?

· Are you the right people to solve the problem? Do you have a track record and, if not, how strong is your knowledge of the potential user group and their needs?
· Are you sure you're not duplicating something already being done? 

· Do you have the organisational skills to make it happen?

· How are you going to go about it?

· If you are already up and running, are you keeping accurate records of all users and potential users of the service, in what ways they have been helped, including anecdotal evidence (success stories).
· If you are not fully able to meet the need (e.g. you have to turn away some people or else they would have to wait an unreasonable amount of time), do you know why not and do you have evidence to support this claim? (e.g. long waiting lists, records of most common problems and if they need more specialist support)
· What do you want to achieve (i.e. outcomes)?  In what ways will your project make a positive difference?
· If you are not working towards change but maintenance or alleviation of a problem, do you have statistics to support your methods and show that they are likely to work?
· How is your work (and/or your approach) special or new?

· How will you know you are achieving as planned?  

· When are results likely to take place?

· How will you measure and record these results?

· Do you have the financial expertise to ensure you provide added value/ value for money?

· How will you know if problems arise?

· What will you do about them? (Risk management)
· What will you do when the money runs out?

ARE YOU PROUD OF WHAT YOU DO?

ALTERNATIVE SOURCES OF FUNDING

DON’T BE RELIANT ON ONLY ONE SOURCE.

Start with your existing contacts: 

· Your own trustees, management committee 

· Your staff and volunteers

· Your supporters, past and present

· Users, past and present

Who do they know?  What can they give in terms of skills and/or cash?

· Those who have awarded you grants before (but not usually until one year has elapsed since the previous award – check their guidelines).

· Those who have rejected previous applications but have not discouraged you from trying again.

Then consider all other sources of income:

· Local Authority

· Central government (see www.governmentfunding.org.uk)

· European funding

· The Big Lottery 

· Grant-making trusts

· Companies (inc. gifts in kind, staff secondments, sponsorship/support)
· Fund-raising events

· Sponsored activities

· Membership subscriptions

· Other fees and charges (renting or sharing premises?)

· Donations from individuals

· Legacies

· Trading – Social Enterprise:  Do you have a skill or commodity you can sell?

TRUST FUNDRAISING

I’ve found a possible donor.  Now what do I do?

· Find out if anyone connected with your organisation knows anyone in the donor company and can make personal contact with them.

· Make sure you are addressing the correct person by telephoning first.

· Check that you have the most up-to-date guidelines and criteria.

· If applying by letter, double-check the following:

· Correct addressee’s name and job title and consistency at the top of the page and throughout the letter

· Spelling and grammar

· Enclosures as requested (and no more!), e.g: annual report/accounts, SAE

How do I present our case effectively?

 Read other helpful publications such as Tim Cook’s “Avoiding the Wastepaper Basket”, available from London Voluntary Service Council.  Visit BVSC’s library.
 Begin by stating clearly how much you are asking for and why.

 State what you are doing and why you deserve to be supported, in a way that will motivate people to give (factual and not too emotional – but a bit of passion is fine!).

 Keep records of EVERY contact, successful or otherwise, and copies of all correspondence.

 Confirm telephone conversations in writing and make notes of meetings.

 Prioritise.  Once your basic needs have been met you can work on demonstrating your effectiveness.  You will then be in a stronger position to ask for more.

 Remember SMART – Specific, Measurable, Achievable, Realistic/(Relevant), Timebound.

 Demonstrate your understanding of the need for an exit strategy.

HOW MUCH SHOULD I ASK FOR?

 Do accurate and realistic costings that reflect the project's needs.   

Don't be greedy, but don't undersell either.  You don’t necessarily have to go for the cheapest of anything, so long as you can justify the additional expense. Get 2 or 3 quotes for larger items.
 Break the total down into different capital or revenue¹ projects so that you can use this IF the particular funder you are approaching breaks their programmes down in this way
 Go for Full Cost Recovery, i.e. incorporate core/running costs as far as possible by working out what proportion can justifiably be attached to each project
 Decide if you are going to ask for:

· The whole cost as a one-off grant

· The whole cost over a period of, say, three years

· An amount to pay for a specific item or project, or part of the total

 Refer back to the donor guidelines and link the focus of the project and/or the amount of money they are likely to give to the right funder

 If you are applying for only part of the cost, say where the rest is coming from 

 Have you allowed for depreciation?  replacement of worn-out equipment?  repairs and maintenance? re-advertising a post?

 Double-check:  do your figures add up?


¹Capital means items of equipment that you usually pay a fixed one-off 

           amount for, e.g. buildings, computers, vehicles.


Revenue is ongoing costs, e.g. salaries, expenses, bills, core running costs
Staff Recruitment

o Refer to NJC pay scales

o Consult appropriate publications for similar job descriptions (e.g. Wednesday’s Guardian, Charity Times, local press).

o Salaries need to reflect 3½% increase p.a. for inflation.

o Decide where is the best place to advertise and find out the cost

o Have you considered the costs of re-advertising a post if the first round is unsuccessful?

o Do your recruitment costs also include stationery, postage, staff time, etc., and any necessary training?
AFTERWARDS

 SAY THANKYOU!!!

 Refer back to any conditions, for example relating to monitoring requirements and make sure you send them off on time

 Keep funder informed of any developments – positive AND negative.  If there is a problem, the funder would far rather hear about it in time to take action where possible
 Send them annual reports, invite to AGMs and other important events

 When the money runs out, consider ASKING THEM AGAIN.

 Even if you have been turned down, if there is no specific reason given, ask again after a suitable time lapse (usually a year).  But first re-look at your original application (and get others to look at it) and see how it can be improved – maybe a different aspect of your work next time?

A good application - the letter
· Be clear about what you want and why

· Pitch the amount asked for

· Specify WHO will benefit, how many and how

· Talk about what you DO, not what you are

· Make it short (max. 2 sides A4), to the point and jargon-free 

· Do not use acronyms

· Make it personal to the Trust

· Include accurate and realistic costings

· Stress user involvement

· Highlight past successes

· Send supporting information if necessary and as requested

· Mention other givers/supporters

· Get someone else (preferably an outsider) to read through your letter before you send it
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