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Hampshire and Isle of Wight Community Foundation
Local giving for local needs






GUIDANCE NOTES TO HELP YOU COMPLETE THE GRANT APPLICATION FORM
SECTION 1: ABOUT YOUR ORGANISATION
Q1 Contact Details

We need to know the name of your organisation, not just the project or activity. An organisation should have its own constitution, committee and be independent of any other organisation.  Please provide the contact details for someone who knows the details of the project.

Q2 What type of organisation are you? (please tick)
You do not need to be a registered charity to apply however you should clearly be a charitable or not-for-profit organisation.

Q3 When did your organisation start?   

Please indicate when your organisation was first formed
Q4 How many people are involved in your organisation?

For ‘Other Volunteers’ please do not count trustees or committee members as they are listed separately.

Q5 Please describe the main purpose of your organisation:

This can be a short statement to tell us what your group was set up to do, such as: ‘we provide community centre facilities and services to help our local area’  

Q6 About your organisations finances
We ask everyone applying for a grant to send us a signed copy of their most recent accounts (see checklist at back) Please can you use the details from these accounts that you are sending, to complete Q6. 
Q7 Bank details for your organisation
We need to know the details of your organisations bank account, the ‘Organisations Bank Account Name’ would be what name the cheque would be made payable to if you are awarded a grant.  If your group does not have its own bank account we may be able to pay the grant to another charitable organisation willing to hold the funds on your behalf.  Please contact us if you do not have your own account. 
SECTION 2: ABOUT YOUR APPLICATION FOR FUNDING
Before completing any of these questions please read all the questions in section 2 to make sure you do not try to answer all questions in the first box.  Please keep all answers brief and do not use more than 200 words on each answer.

Q8 Please provide a brief description of what equipment, activity or project you are asking to be funded

Please tell us simply what you want to do, such as: ‘We would like to purchase some new camping equipment’ or ‘We would like run a program to help unemployed people into work by finding them work experience places, training courses and coaching for vocational qualifications to help them find jobs’ You do not need to explain the need or benefits at this point as the other questions will address these. 

Q9 When will this take place?

Please tell us when you want to get started, please note that we cannot award a grant for anything that has already taken place, been spent, ordered or committed to.  
Q10 How has the need for this been researched and identified by you?

Please tell us how you have checked that what you want to do is needed and wanted by people, and is not already available to them.  This might include any surveys that you have done, feedback from people or other organisations and published information.   

Q11 What will be the most visible benefits achieved by this? 

This is really asking what you believe will be the overall outcome of this, what it will do and how will this directly change and improve the lives of the people involved. 
Q12 How will these benefits be judged and recorded by you?

This is simply asking how you will make sure that what you want to happen in Q11 actually does happen. We would like to know how you will measure the level of success and how you could provide evidence to us that the goals have been achieved. 

Q13 How much will this cost?

You will need to complete the table so that the total costs and total income come to the same amount:

	Costs
	Income

	Equipment
	£500
	Fees charged to participants
	£150

	Staff Salaries
	£1250
	Other funds generated by the activity
	£

	Volunteer Expenses
	£50
	Organisations own reserve funds
	£

	Other:      Venue hire 
	£250
	Other fundraising
	£

	Other:       Admin 
	£100
	Other grant applications
	£

	Other:
	£
	Any other Income
	£

	Other:
	£
	THIS HIWCF GRANT APPLICATION
	£2000

	TOTAL
	£2150
	TOTAL
	£2150


If you cannot fit all of your costs or income into the table on the form then please just fill in the two totals on the form and then include a separate sheet listing all the costs and income.

You will also then need to provide evidence for your cost calculations (see checklist at back).  
In the example above you would need to give a breakdown of each part: 

· Equipment Camera £200, Art & craft supplies £300 over 25 sessions
· Salaries 25 sessions @ 4 hours each = 100 hours x £12.50 per hour inclusive = £1250.  
· Venue hire 25 sessions x £10 per session = £250 

· Volunteer Expenses £2 bus fare x 25 sessions = £50. 

· Admin support for project, including stationery, phone, printing and postage.

With equipment you should list the type of equipment you need and then for any larger or more expensive items like you should provide any quotes, website print-outs or catalogue pages showing exactly what you need.  We do not need to see catalogue pages for small inexpensive items unless you are buying large quantities of items from one source in which case please send us a quote.
SECTION 3 – ABOUT THE PEOPLE WHO WILL BENEFIT
Q14 Please indicate below which groups of people will directly benefit 

This information is to help record what type of people will be helped by our grants as our funders like to know.  We appreciate that for new projects you may not know exactly who will benefit, but please indicate those people who you are expecting to benefit.

Q15 How many people will benefit?

If you were asking for money to help some young people paint a mural on a wall somewhere in the community, the people directly benefiting are those young people who are painting, the presence of the mural would then have an indirect benefit to the rest of the community.

Q16 What area(s) will benefit?

We need to know where the people to benefit come from.  An activity for older people in a local community centre will probably be benefiting the people from that area, however some other activities may take place in a different area, so we ask you to let us know where most of the beneficiaries come from.  We would also like to know if any activities are for members only or open to the general public and whether you will be working with any other local groups.  

For example: if you had people from the centre of Southampton going to parenting workshops held in the centre of Basingstoke that were open to anyone and were organised in association with local pre-schools you would complete as follows:

	Village, District or Town where activities will take place:

Basingstoke city centre
	Full post code of location:

RG21 1LU

	Villages, Towns or Districts where beneficiaries will come from (if different):

Southampton City Centre / Bargate / St Mary’s
	Please provide an example full post code for this area if possible: 

SO1 1AA

	Will any activities be open to members of the public? YES / NO:

YES


	Will you be working with other local groups? YES/NO:

YES –  
local Pre-Schools


SECTION 4: CHECKLIST AND SUPPORTING INFORMATION
Referee Details

Please select a suitable referee and ask them to read your application and then complete this section.  

Who is a suitable referee?  Your referee must be someone who:

· Knows your organisation.
· Has read this application.
· Has professional experience relevant to the activities of your organisation.
· Is not connected with your organisation, or has any vested interest in either your organisation or the outcome of this grant application.
· Is willing to be approached to provide a reference on your behalf.

Checklist for supporting documents:

Please ensure that you send all the appropriate documents requested in the application form. Without the requested documents we cannot process your application.  If you do not have any of these documents please contact your local Council for Voluntary Service (CVS) - details can be found on our website. 

Signed Constitution - a constitution or set of rules can take many forms but must answer a few basic questions about your organisation and how it operates.  
Signed Accounts - these should cover the same 12 month period as used to answer Q6 of this application,  these must be your most recent annual accounts.  We do appreciate that organisations have different financial years and it can take time to prepare accounts, therefore we will accept accounts where the financial period ended anytime within the last 18 months.   

Child / Vulnerable Adult Protection Policy.- if your organisation works with Children & Young people or with adults that could be considered vulnerable you must send us a signed copy of the relevant policy.
Health and Safety Policy - if your organisation has a H&S policy please send us a signed copy.  If you do not have a policy but you are asking for a grant to run an activity that could have potential risks we would expect to see a risk assessment to outline the risks that you feel are present and what measures you will take to avoid those risks. 

DECLARATION
The declaration must be signed by the person named in Q1 as the main contact and by another person who must be a senior member of your organisation’s management committee, such as the Chair, Treasurer or Secretary. 
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