Community CVS Information Sheet



1.      Gather information about the project/item or activity you need funding for.

2.      Work out your time scale and start to put a budget together.

3.      Set time aside to put your funding proposal together.

4.      Identify potential funders (there are books and computer packages like

          Funderfinder to help you do this).

5.      Research the funders, check whether they support  the sort of work you do

          and  what sort of amounts of funding they provide.  Match up your needs

          with the right funder.

6.      Ring or write to the funder for guidelines or an application pack (not all 

           funders provide these and some do not encourage ‘phone calls’ – check

           this out first).  If they do not have an application pack, they will want

           information about your group and why you want a grant.  This should be

           kept to around 2 sides of A4 paper.

7.      Collect together supporting material such as Annual Reports, annual

           accounts and press cuttings, etc.

8.       Write your proposal or complete your application

Information to include in your funding proposal:
Whether you are filling in an application form, or preparing a funding proposal for a funder who does not have application packs, you still need to provide the same sort of information.  (If you are preparing a proposal, it should be around 2 sides of A4 and not much more).

Tell the funder:

· Who you are and what you do

· Where you are based/where you carry out your work and activities

· Who you work with (what groups of people e.g. older people, disabled or young people)

· What activities/successful work your group has already carried out

· What you want to do (why you are asking for a grant)

· How your project/activities will ‘meet a need’ (Can you provide evidence of this?)

· That others support you (Can you show that your project/activities are wanted and needed?)

· How your group’s work/activities will benefit local people

· What the results will be.  (Show that you can give the funder value for money and you will get good results if they provide the grant)

· About your committee structure, describe your financial management systems and experience of running a group (Show the funder that you are a well run group and that you will use the grant effectively)

· Ask someone else to look over your proposal/application before you send it off

· Finally if you are successful – say ‘Thank You’  to the funder and remember,

if you don’t succeed first time – don’t give up!

For more information on funding for small groups contact: 

Community CVS
Boulevard Centre

45 Railway Road

Blackburn

BB1 1EZ


http://www.communitycvs.org.uk/
· A budget is a financial plan where a group works out what income it thinks it is likely to get, and what amount it is likely to spend.

· A budget can be a 12 month financial plan for a group, or for a specific event the group is holding.

· A budget should contain information on the group’s income (money coming in) and expenditure (money going out).

Example of a budget for an event:

e.g.  Budget Proposal for Summer Fayre 

	Income
	
	Expenditure
	

	Hire of stalls – 50 stalls @ £5 each
	£250.00
	Insurance
	£100.00

	Sale of raffle tickets – 100 @ £1 each
	£100.00
	Prizes for children’s competition
	£20.00

	
	
	Refreshments
	£100.00

	
	
	Entertainment
	£300.00

	A N Other
	
	Publicity
	£50.00

	
	
	A N Other
	

	Total
	£350.00
	Total
	£570.00


If you are seeking funding for an event like the Summer Fayre, ask the funders for a grant for something specific, e.g. costs of hiring entertainment and publicity.  Explain that you as a group will be contributing towards the total costs, and explain how the funder’s grant will contribute to the overall event.

Tell the funders how their grant will be used, and what the outcomes will be.  For example, providing a grant to pay for entertainment and publicity will help to attract more people to your community event.  Do not say that the event will not be able to go ahead without their funding, as it makes your group look disorganised and unable to manage what money it has.

Good practice on putting a budget together for a funding application:
· Plan ahead and do your research.

· Do not guess at figures – get proper estimates/costings.

· Do not forget hidden costs, e.g. insurance, general overheads, etc.

· Discuss and agree the budget with your group’s committee.

· Remember to check your figures and add up your budget carefully.

· Check what the funders will pay for.  Some funders will not cover revenue costs, e.g. rent, but will help with capital costs, e.g. office equipment like computers.  Check before applying.

· Show the funder that you have sound financial systems in place so you can manage money, e.g. regular financial reports provided to the management committee, a treasurer who keep regular accounts and financial safeguards such as 2 signatories (not related) for cheques.

For more information on funding for small groups, contact:

Community CVS

Boulevard Centre

45 Railway Road

Blackburn

BB1 1EZ
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BUDGET TOGETHER








