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factsheet 1: Writing funding applications

Section 1: how to write Effective Funding Applications

INTRODUCTION

Fundraising is a competitive business.  Funders receive far more requests than they can fund. So you need your request to be appropriate and as articulate and succinct as possible.

This Section gives you an overview and an outline of all the elements that need to go into writing effective funding applications / proposals.  

It is recommended that you read this Chapter first and then click on the Resources section for additional information and guidance.

Chapter 1:  An overview of writing effective funding applications

Chapter 2: Application Forms and funding proposals

Chapter 3: Checklist of what information to include

Chapter 4: Funders’ terminology

Chapter 5: Enclosures and appendices

Click here for RESOURCES
Chapter 1   

AN OVERVIEW OF WRITING EFFECTIVE FUNDING APPLICATIONS

All funders whether charitable grant-making trusts, Government grant programmes, Lottery distributors, business or individual donors, seek information on at least four levels of enquiry, in order to decide to give or not:

Four Levels of Enquiry

	1. What your organisations does & the difference the work makes


	2. Organisational management

	

	3.  Project details

	

	4. Financial details


What funders want to know within each level of enquiry.

1. What your organisation does and the difference it makes

· The beneficiaries

· The work and why it is needed

·  The aims / the difference it will make 

· How the work is delivered 

·  Outline when and where it is delivered

2. Organisational management

· Name of the organisation

· Legal status, organisational status, mission, age, 

· Aims of the organisation

· Staffing and volunteers – staff professionalism /experience, numbers of volunteers and how you support them i.e. supervision/expenses/training

· Management & governance – staff structure, numbers of trustees and their skills/experience, policies, business plan

· Where you get your money from

· Property – if you have any

Project details 

· Purpose of the work / what you need the money for?

·  Who will benefit?

· Evidence of need  & the problem that is addressed

· The difference you want to make (outcomes)

· The activities/objectives (outputs)

· Resources to deliver the project (inputs)

· Implementation strategies/project plan/timetable

· Project budget – what you will spend the money on 

· Management and organisational structure

· Monitoring and evaluation measures

· Other funders you intend to approach 

Financial details

· Organisation’s annual income/expenditure

· Organisational projected annual budget 

· What financial controls / safe guards

· The financial management structure

· Degree of financial skills and knowledge within the organisation

· Previous Annual Report

Chapter 2

Application forms and funding proposals

Most medium to large charitable trusts, and all government funders have application forms that ask clear direct questions to elicit the information they need to know.  The variety of questions on these forms fall within the four categories detailed in Chapter 1.

This does not mean that the questions are neatly categorised under each of these headings, nor does it mean that they are sequential. However, if you read carefully you will be able to identify which of the levels is being addressed.
The smaller charitable trusts, businesses and sponsors tend not to have application forms. 

When there is no application form good practice dictates that you write a proposal that follows the four categories in Chapter 1, in no more than two sides of A4.  Any longer and you loose the reader’s interest.

	Tip: to help clear your thoughts and prepare to write, you may like to draft your application / proposals using the four levels of enquiry identified in Chapter 1, as a structure.

You can start by using key words that address each level. Think of writing a shopping list not a novel, and using bullet points can help you to do this.




Chapter 3

CHECKLIST of what information to include

	Work/Service details
	
	Organisational details
	
	Project details
	
	Financial details
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	Beneficiaries

Evidence of need 

The aim of your work and the difference it makes

Where & when it takes place
	
	Name

Legal status, type of organisation

Level of governance

Policies and how they are reflected in your work.

Track record

Management structure

Staff professionalism and experience

Business Plan

Projected budget

Fundraising Strategy

Volunteers 

User involvement

Training policy

Annual report


	
	Budget and how much you seek and what it will be spent on

Evidence of need

Why your organisation should do the 

Project management and plan 

Relevance to local/regional or national policy.

Inputs

Outputs

Outcomes

Monitoring & Evaluation

Fundraising strategy

Exit strategy

/sustainability


	
	Annual income

Current funders 

Financial controls and safeguards

Staff professionalism and experience

Trustee professionalism and experience

Management structure

Projected annual budget

Financial policy

Accounts




Chapter 4

Funders’ TERMINOLOGY

	Evidence of need
	The hard data that demonstrates that you know there is a need for the work you intend to offer



	Purpose for which funds are requested
	A short statement that gives the category of beneficiary, the category of work and timescale 



	What you will spend our grant on
	Full project details plus the item/s in the budget that you want the funder to fund i.e. a salary, equipment, volunteers expenses



	Inputs:
	The resources you put into your project to deliver its outputs.



	Outputs
	The services and facilities you deliver



	Outcomes
	All changes and effects that happen as a result of your work



	Long-term change / impact
	Broader longer-term change / impact and relates to your overall aim.  Long-term change is also called impact and is often difficult to assess in the lifetime of a short project.  Impact includes the difference your work makes as well as the influence of other interventions / service etc.  However, your work can aspire to achieve particular long-term change and you can therefore articulate what you anticipate this to be.



	How do you know you will have succeeded?  
	The monitoring and evaluation measures that gives you evidence as to the degree to which you have met your outcomes



	Monitoring
	The mechanisms by which you collect data at the beginning, middle and end of the project, in order to measure change



	Evaluation
	The assessment of the monitoring data and your learning for the future implementation of similar work.


Chapter 5

Enclosures and appendices

Most grant givers will tell you what they want you to enclose and it is strongly recommended that you follow their instructions. Most Charitable Trusts dislike receiving unsolicited brochures, CDs, videos and other multi media attachments with an application.

If no guidance is given as to how much to enclose you need to enclose with care!

There is a fine line between information being of interest or which overwhelms and results in being despatched to the bin.  This is a judgement call for you to take.

Examples of enclosures

· Letters of support

· Leaflets/flyers

· Evaluation report

· Programmes

· Comments and evaluation given by beneficiaries

· Annual report

· Governing document

· Annual accounts

· Projected budget

	Tip:  Avoid wastage and annoying the reader.  If no checklist of enclosures is given then check with the funding source if they require enclosures and if so what.


RESOURCES 

Training Hotlinks

www.dsc.org.uk 

The Directory of Social Change (DSC) runs excellent fundraising courses for beginners to those more experienced.  Many of the courses are accredited by the Institute of Fundraising.

The DSC also has several publications and fundraising “How to Guides”.  Click on their website, select Publications, catalogue or on line bookshop and follow the fundraising links to see their selection.

www.funderfinder.org.uk 

·  Apply Yourselves:  A free, downloadable programme from the makers of Funderfinder that will help you to write a funding bid. 

· Budget Yourselves:  A free downloadable programme to help you budget an application

· Select the “Products” option, then click "free download" in the paragraph text. This program helps you gather and develop the information.

www.acf.org.uk Association of Charitable Foundation: scroll down to the bottom of the front page and click on “advice for individuals and organisations seeking funding” to find four downloadable Factsheets and guidance one of the  “Applying to a Charitable Trust or Foundation”.

www.ncvo-vol.org.uk    

The National Council for Voluntary Organisations – Sustainable Funding Project. 

www.institute-of-fundraising.org.uk
The Institute of fundraising is the lead body for fundraisers aimed at those for whom fundraising is a part of their job as well as professional fundraisers.

www.richmondcvs.org.uk
Richmond CVS provides training courses throughout the year.

www.slcvspartnership.org.uk
The South London CVS Partnership is made up of six CVS’ (Richmond, Kingston, Bromley, Croydon, Sutton and Merton).  Click on the links to each CVS you will be able to find out their latest offers on training

www.acevo.org.uk
Assoc. of Chief Executives in Voluntary Organisations “ The Essential Guide to Preparing Successful Funding Applications”

www.theprojectsco.co.uk
The Projects Company run courses on all aspects of fundraising.
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