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Step by step guide to filling in the Application form

Before you start – 
Read the first page of the application form, which we hope will give a clear idea of what we are unable to fund and what we will be pleased to support.  On page three you will find a list of Beneficiaries.  No project will achieve all of these, so please don’t try to bend your application to tick more boxes.  We are interested in quality applications but if you set yourself unrealistic outputs and milestones this will be picked up in the monitoring of your project.

Are you eligible?  Please answer the questions on the first page of the application form honestly.  We would hate to waste your time.  If you can’t answer “Yes” to ALL the questions you are not eligible.  Please refer to our web site at www.llrcommunityfoundation.org.uk for other funds which might be relevant to you. 

About your organisation
Name of Group:
Enter the name of your group as it appears on your governing document. A governing document may be a constitution or a set of rules (if you are a new or informal group). Note that any governing document must have a “Dissolution Clause” within it to explain what will happen if the group should cease; this is because we need to know the fate of assets and /or grant money made to you from this application.  Co-operatives should be common-ownership co-operatives.
**** Please send in a signed and dated copy of your governing document with your application form ****
Main contact:

Usually we need to contact you to gather extra information so the main contact should be someone who understands the application and is able to speak on behalf of the group. Please note this should not be an advisor, support worker (unless they are a committee member) or third party. Enter the name of your main contact along with their title, position in the group, home, work, mobile telephone number and best times to contact. Also include their e-mail address and home address for correspondence. It is particularly important to have a separate correspondence address from your group address if you do not meet regularly or have regular access to the building or you make your application just before a holiday period when many community buildings or sports clubs are not in regular use.
Group address (if different): 

Enter the address where the group meets or carries out its activities. 
Main Bank/Building Society details:

We require these details in order to make grant payments. 

Enter your Bank/Building Society Name, Bank/Building Society Address, Sort Code, Account/Roll Number and the Account Name that cheques should be made payable to.
Signatures needed to authorise a cheque: 

Your group’s bank account should have at least two cheque signatories who are not related.
Other bank accounts:

Please provide basic details of all your other bank accounts so that we can gain a complete picture of your group’s financial position.

Details of individuals who will be working on the project:

A curriculum vitae (or CV) is a document, usually about 2 sides of A4 giving a person’s work or volunteering history and highlighting their strengths.
Details of the Management committee:
Sometimes the same people will be volunteering for the project and serving on the committee.  If that is the case, please state the person’s details and note “as above”.
What type of organisation is it?
Please note that business partnerships, sole traders and private businesses are not eligible
Are you registered for VAT?

If you are, then you will be able to claim back any VAT charged and you can’t apply for VAT inclusive amounts.  Therefore your application must be for items exclusive of VAT (net costs).
If you are not registered for VAT, then you need to make sure that your application for funds, based on quotes received is inclusive of VAT (gross costs).
REFEREES
Independent Referees:
This section should be filled in by two people who know you and your group and can support your application. These people may be:
· A local development agency worker such as a community development worker from the local authority or voluntary sector

· A local councillor, minister of religion, police officer etc.  

They must read and sign your application form and must be willing to be contacted to discuss your application. This person may NOT be:

· A current or former employee/worker, management committee member, trustee, member, volunteer or user of your group

· Related to a person who is currently in one of these positions

· Someone who will benefit if the application is successful
· Anyone who has been involved with writing the bid
If the application is for a Project working with children and young people they should be knowledgeable on child protection issues and be prepared to vouch that the group either has or is developing effective child protection procedures. The independent referee should enter their name along with their title, Occupation, Contact address, Telephone numbers, email address and in what capacity they know your group.
Your proposal

A description of your project (50-100 words) should include:
Describe the Projects you provide including:-
The aims of your organisation, where, when & how often you meet at the moment and if there is a cost for participants (suggest 50 words)
Describe the beneficiaries (refer to page 3 of the application form) you aim to work with through your project (suggested 50 words)
What difference will the grant make: (50 -100 words)

We would like to know how the grant will affect your organisation (suggest 50 words) and how it will affect your community (suggest 50 words)

Milestones and timescales:
Please indicate when you hope to achieve certain goals throughout your project. Bear in mind that your grant must be spent by 31 March 2011.
For example

	Milestone
	Timescale

	Recruit and train 10 volunteers and their pets for Pets as Therapy (PAT) work in the community
	Six months from the start of the project

	Advertise the service of PAT volunteers to social services, GP’s, Community nurses and the wider community with fliers, press releases and interviews on community/hospital radio
	The leaflets are already designed and will be back from the printers within 10 days of receiving the grant.  The advertising programme is a rolling one from then on, for the life of the project

	Enrol interested recipients of PAT Therapy using referrals from social services etc and members of the public
	Throughout the project

	Organise a conference on The benefits of volunteering – for volunteers and the community
	Ten months after the start of the project

	Recruit a further 10 volunteers to “buddy” with existing volunteers, thus increasing the teams from 5 to 10 as volunteers always work in pairs
	12 months after the start of the project


How do you know there is a need for your project and whether it fits in with priorities in your area?
We are keen to see that there really is a need for the project.  However, if you feel that a Parish Plan or strategy document overlooks something vital and your project hopes to fill the gap, then please state so.
Describe how your project meets the aims: 

If your project focuses strongly on one particular aim, but not on another, please say so.  We know that not all the boxes will be ticked and we are keener on realistic applications than applications that appear to be all things to everyone 
Financial Information
Don’t forget to include a copy of your bank statement and a signed copy of your most recent accounts and copies of quotes received for all capital items over £1,000.
Budget:

Please include the amounts charged for VAT.  We can only fund VAT exclusive (net) costs if you are registered for VAT.  We can fund VAT inclusive (gross) costs if you are not registered for VAT.
Other sources of finance
Enter grants received or applied for by your organisation for this project and any income you expect to earn during the project (e.g. from sales of tickets for events). (You may provide this information on a separate sheet, but it is not appropriate to say “see accounts”).
Monitoring

This is vital for us to assess the project and then check that the money you receive is being spent appropriately.  Please fill this in as accurately as you can, but also note that you will have the opportunity to inform the Foundation if there is a significant variation from your projected figures and the reason for it.

Outputs:
This information helps us to report back to the main funders on how and where their money is being spent.  We ask that you set measurable and realistic targets for your project so that you can report back on its success.  Examples are given but please feel free to add your own targets that are relevant to your project,
Beneficiary Data
Please ensure that you keep a record of people who are supported by the project.  We appreciate that if the project creates an open space for the use of the general public, this may not be easy, but wherever it is possible to keep records of attendees or beneficiaries, you should use the categories listed to monitor your own effectiveness in reaching people in your community
Application Checklist:
· This list of documents is what you need to send in where applicable. These will enable us to assess your funding application. Use the checklist to make sure you have included all the relevant information associated with your application for a grant.
· If your application form is not fully completed and submitted with documents from the checklist, it may be returned which will delay the application process or may be eliminated from consideration.
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