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How to Apply 
A Practical Guide Completing Funding Application Forms and Writing Letters 

 
 
This Advice Note is meant as a simple introduction to making a fundraising application for 
those volunteering with or working for voluntary and community organisations. One of the 
most common requests made to NICVA’s Funding Advice Team is for help with completing 
funding applications. With this is mind, NICVA has developed this Advice Note as a guide 
“How to Apply”. 
 
This guide assumes that its users have already fully developed appropriate plans for the cause 
to be applied for. If users have not done this yet, it is advisable to seek out assistance on 
strategic or project planning before starting any application. The chances of succeeding with 
an application not properly planned or costed is extremely low. 
 
This Note is not meant as a guide to finding appropriate funding sources. Instead it aims to 
assist fundraisers in tackling the application form or writing a letter to a range of funding 
bodies. NICVA has also developed ‘Grant Tracker’, a ‘one stop’ resource of funding sources 
for voluntary and community groups in Northern Ireland as a useful resource, which  can help 
identify funders interested in funding an extensive range of activities. Other resources are 
also available and NICVA is happy to guide people to the most appropriate source of 
information. 
 
 
 
 
 
 
 
 
 
 

NICVA Member Services 
61 Duncairn Gardens 

Belfast 
BT15 2GB 

 
Tel 028 9087 7777 
Fax 028 9087 7799 

 
NICVA © 2006 
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WHAT IS A FUNDING APPLICATION? 
 
An application is the method by which you, the applicant, can 
communicate with the funding body. It is the means of 
describing to a funder what the need is, what you are going to 
do about it, how much it will cost and what outcomes you 
expect. Quite simply, you are presenting your case for their 
financial support.  
 
Most funders, whether they are an independent grant-making 
trust, a corporate funder or a statutory organisation will ask for 
some form of a written communication before they can 
consider your case for funding. Only in rare instances is an 
application made in a different format, eg. Camelot Foundation 
4front Awards, where the application is in the form of a video. 
 
 
What Do Applications Look Like?  
 
The format of applications and application procedures often vary from funder to funder. 
There is no standard format of application across the various funding bodies, as each funder 
prefers to have answers to its own specific questions that relate to its own priorities.  There 
are however many similarities across the various funding bodies, in terms of the general 
information they require. 
 
Applications fall into one of three formats: 
 
1. Application Form: Forms that have been developed by the funder, which the applicant 

must use to apply. Application forms can range from a simple one side of A4, to many 
pages long. Some funders operate a two stage application process with a Pre-Application 
Form, Outline Application or Concept Letter before they invite a full application. The 
purpose of a Pre-Application form is to assess at an early stage if a full application is 
likely to succeed. It saves time and resources for both applicant and funder. 

 
2. Letter or Report with questions defined by the Funder:  Instead of an application form 

some funders will ask applicants to answer a set of questions. These questions are usually 
contained within the funder’s guidelines. It is often up to the applicant to determine the 
style of their reply (long letter with headings or covering letter plus report with headings). 
The funder can put a limit on the length of the letter or report. 

 
3. Free-Form Letter or Report: Other funders will just ask groups to ‘apply in writing’ 

and it is usually up to the applicant to second-guess what the funders want. 
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SOME THINGS TO DO BEFORE YOU START THE APPLICATION 
 
Before you begin to complete the form or write the letter, here are some tips: 
 
Prepare Your Project’s Reference Material 
 
Have to hand the information about your project you will need to complete the form. Some of 
the documents you may need are:  

(i) Organisation’s Governing Document (is it signed and dated?) 
(ii) Annual Report and Accounts 
(iii) Project Plan or Business Plan 
(iv) Project Budget 
(v) List of Committee Members 
(vi) Related Policy Documents 
(vii) Job Descriptions  
(viii) Evidence of Need 

 
Check Forms and Guidelines 
 
Make sure you have the funder’s latest policies, guidelines and application forms. Try to get 
documents in an electronic format e.g. Word or Adobe Acrobat where possible. The form can 

also sometimes be scanned from a hard copy into word or adobe 
and used as a template.  
 
Word processing your application is recommended. It is likely 
you will need to make several applications or at least work 
through several drafts of the same application. By typing the 
information, you can use it again and again. Typing the 
application also allows you to cut and paste information from 
your project plan and other sources. 
 

You are also able to edit and restructure information using this technique. Also remember the 
funder has to be able to read the application, so make it easy for them.  
 
Recruit Helpers 
 
Don’t complete the form on your own unless you have to. Get a colleague to assist or 
delegate tasks to volunteers and committee members. For example, the budget could be 
prepared by the Treasurer. 
 
Schedule Time 
 
It is important to set aside time when you cannot be interrupted and when you can focus your 
attention on making the application. Don’t feel like you have to complete the whole form in 
one session.  It may be possible to break the form into three sections if it is heavy going:  
 

• Session 1: Organisation Details and Contact info 
• Session 2: Project Aims and Objectives, Activities and Outcomes, etc. 
• Session 3: Project Budget 

 
It would be good practice to record the key dates of the funders you have shortlisted.  
Important dates to include might be the deadline for receipt of applications, when the 
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committee meets and when you might expect an outcome from  your application. If you chart 
this on a wall planner, it may help you plan your application strategically and get a clear idea 
of when you can realistically expect any funding if you are successful. It also helps you to co-
ordinate multiple applications to funders. 
 
Assess The Form 
 
Assess the form, question by question, to see what information the funder is looking for. If 
you have any doubt about what is required, phone or email them (if they allow this). Check to 
see if the guidelines give help on filling in the form. 
 
 
Check and Confirm Eligibility 
 
Make sure you are not wasting you time. If you suspect that you are ineligible or are unsure 
of your status, contact the funder first, rather than spending time on an application that is 
never going to get past the first post. Treat this as a priority as it may mean you need to 
amend your governing document or apply for charitable status before an application can be 
made. This can often take some time. 
 
 
Choose the Appropriate Writing Style 
 
Funders are used to receiving applications for funding so a well constructed persuasive 
argument is the best way to convince rather than a begging letter or hard luck story. Equally 
applications ought to communicate a sincere conviction that the project will make a real 
difference. 
 
A balance also has to be found between including too much information and not giving 
enough detail in applications. Aim for concise and clear statements. Avoid jargon that neither 
you nor the funder will understand. Avoid referencing to much additional material if the 
funder expressly states it only wants the application form. It would be better to summarise 
and refer to the availability of more information than stating “See attached report”.  
 
Very often the application form is the only information the selection committee get to see, so 
make sure this has all the relevant information. Do not assume the funder knows everything 
or even anything about your project or your organisation. 
 
 
Research the Funder – Put Yourself In Their Shoes 
 
It is important to try and understand where the funder is coming from, before you put pen to 
paper. The approach to take can depend on the sector the funder is from; whether they are an 
independent trust, a corporate body, a National Lottery distributor or a statutory body. 
Research the funder you are applying to thoroughly. Ask yourself “If I was the funder, how 
would I look at this application?” 
 
Each sector can view applications with a different mentality and they will be looking from 
different perspectives and experiences. An independent trust can generally be more open to 
innovative, risk-taking and informal approaches, although this may vary from trust to trust. A 
corporate funder will quite often look at the bottom line of how it relates to their business. 
They may require more public relations and tend to fund in areas related to their business. 
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Applicants dealing with statutory organisations and European intermediary funding bodies 
have often found application processes and contact to be more bureaucratic and difficult than 
other sources.  
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TEN REASONS WHY APPLICATIONS FAIL 

 

It is helpful to be aware of the reasons why funders reject applications so you can try to 

avoid these pitfalls:  

 

1) The applicant is not eligible for reason of its legal form, lack of charity status, size 

or geographical remit. 

2) Projects are not well planned. 

3) Applicants do not present their project clearly and concisely on the application 

form. 

4) The applicant fails to demonstrate that they meet the criteria or asks for something 

the funder will not fund. 

5) Applications are made without monitoring and evaluation processes in place. 

6) The budget is problematic and/or unconvincing financial management procedures.  

7) The applicant misses the deadline.  

8) The form is incomplete or illegible. 

9) The application enclosures are incomplete, inaccurate, out-of-date, contradict the 

application form or are simply not enclosed. 

10) The applicant is asking for too much. 
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TEN REASONS WHY APPLICATIONS SUCCEED 

 

It is helpful to be aware of the why applications are successful 

 

1) The organisation makes an application. 

2) The need for the project is strongly evidenced and the applicant convinces the 

funder that it is the best placed organisation to tackle it. 

3) The applicant chooses the most appropriate funders to approach. 

4) The applicant researches the funder intensively before an application is made. 

5) The application is received by the deadline – fully completed with up-to-date 

annual report and accounts, governing documents, bank account details and all 

other relevant enclosures. 

6) The applicant has an amiable working relationship with the funder through the 

application process. 

7) The application stands out against other applications for the same pot of money 

and the funder can see what it is getting for its money. 

8) The budget is accurately costed, sources of match funding are in place and the 

applicant asks for a realistic amount from the funder. 

9) The applicant has good governance, management, administration and financial 

procedures in place. 

10)  The applicant has a good track record in delivering funded projects. 
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Example: Sunny Glen Youth Association aims to improve the quality of life for young 
unemployed people aged between 18-25 years within the Sunny Glen area. 

COMMON QUESTIONS TO EXPECT AND HOW TO ANSWER THEM 
 
 
Your contact details 
 
The first and usually the easiest part of the application asks for your group’s name, address 
and telephone/fax numbers. However, think carefully about who acts as the main contact for 

the application. A fundraiser may fill in the form but 
usually it should be the Coordinator, Director or 
Chairperson who takes responsibility for the application 
and signs the form. 
 
The Coordinator or Chairperson (usually elected from 
the applicant organisation’s user or client group) should 
show a significant interest in the application. Ensure that 
whoever signs the form knows and understands the 

application thoroughly. There is nothing worse than submitting a well-presented and well-
argued application, only for the funder to discover that the contact person is vague about the 
project. 
 
Try also to give an evening or home telephone number. A funder may need to contact you 
outside office hours. Also think about the possibility of adding a second contact person if the 
first in command is unavailable. 
 
 
What are the aims and objectives of your organisation? 
 

Aims are defined as a statement expressing the 
purpose of the group and what it wants to 
achieve. It tells everyone why the organisation 
exists and the changes it wishes to bring about.  
 
Another way of looking at aims is that they are 
your group’s ultimate wish, which rarely 
changes over the course of your group’s 
lifetime.  
 

A common mistake is to confuse the organisation’s aims with the project’s aims and vice 
versa. Be sure you are answering the question that is being asked – not the one you are 
expecting them to ask. 

Objectives are statements about how the organisation will achieve its aims, or how it will 
effect change. Think of them as clear, definable steps towards your end aim. . It is 
recommended that you test your objectives with the acronym ‘S.M.A.R.T.E.R.’ that is, your 
objectives should be statements that are: Specific, Measurable, Achievable, Realistic, 
Timebound, Evaluated and Reviewed. 
 

Typical Questions: 
 
Aims and Purposes of Your Organisation? 

(Ulster Garden Villages) 
What are the main activities of your group? 

(Awards for All – Northern Ireland) 
Give a brief summary of your organisation 

(BBC Children in Need) 
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What is The Background of Your Organisation? 
 
Background information on your group may cover a range of areas. 
 
It can include: 
• how and why your group was set up 
• how it is run 
• what geographical area it covers 
• what ethos it is based on 
• what support it has within the community. 
 
Always check through the rest of the application to see what other information is requested 
later. Perhaps the funder will ask you in more detail how you work with your users. Maybe 
the funder will ask you a more specific question about evidence of how your group is 
supported by the local community. You want to avoid duplicating answers because if you end 
up doing this it is often because you have misunderstood the question. 
 
 
What Activities Does Your Organisation Engage In? 
 
If an application form asks about your organisation’s ‘activities’ then the funder is interested 
in what you are currently doing. This allows them to put your proposed project in context. 
Give the funder an idea of the type and breadth of work that you are currently capable of. 
You do not have to go into every detail of what you do, but just enough to give the funder an 
overview of your work – but do quote real examples. 
 

Example: The Sunny Glen Women's Regeneration Group currently operates a number of 
projects for women between the ages of 18 and 25 years in the area. These include an 
Education and Training Programme at both introductory and intermediate levels. 
 
The introductory level includes courses encouraging women back into the classroom, from 
numeracy and literacy to personal development and IT.  The intermediate programme 
enables women to increase their skills through courses such as 'setting up your own 
business', financial management and marketing.  
 
Local women see this intermediate level as their preparation for further and higher 
education and employment. Each week 200 women from this inner city estate in North 
Belfast attend classes.  

Example: Between September 2001 and August 2002, the Sunny Glen Youth Association 
will provide a work experience placement service for young unemployed people, by 
negotiating with local employers for ten work experience placements to be made available 
every three months 
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How Do You Know There is a Need For Your Project? 
 
Funders look for clear evidence of need for projects they intend to fund. Notice the change of 
question from wanting to know about the organisation to wanting to know about the project. 

You should seek to make a clear distinction between the two 
in your applications. 
 

 
 
Usually the ‘need’ experienced by a community, whether 
geographical or issue-based, is the main reason behind 
wanting to do the project. ‘Need’ covers things such as 

unemployment levels, lack of educational achievement, levels of illness, or high levels of 
teenagers on probation, etc. 
 
In order to demonstrate the extent of the ‘need’, it is often useful to cite statistics from a 
recognised source eg. “Sixty percent of all young men between the ages of 20 and 25 have 
been unemployed for over two years”. 
 
Relying solely on statistics will not portray the complete picture and current context of your 
project. Try to bring in a ‘human’ aspect, attempt to convey to the funder what life is like for 
one of your group’s users. Short quotes from clients such as “My reliance on prescription 
medication causes more problems than it solves” can get your message and the need for your 
work across quite quickly and acutely. Perhaps even a case study would add to the 
understanding of the needs you are tackling. 
 
Do some homework.  Think about any research you have done into the issue. Maybe you 
have carried out surveys, sent out questionnaires or held public meetings. Perhaps you are 
using research carried out by other groups or agencies such as the local Health and Social 
Services Trust. Always let the funder know that you have done your homework! 
 
From the needs that are identified, you can begin to develop desired ‘outcomes’ or, where 
you want to be when the project is successful. More and more funders are moving to an 
outcome model of funding, where they will fund organisations to achieve outcomes, rather 
than merely succeeding on delivering outputs such as “number of people attending the 
course”. The outcome will be expressed in more emotive terms such as “people are 
empowered to make decisions regarding their own welfare” 

 
 

How do you know the project is needed? 
 (Camelot Foundation – Transforming Lives) 

Example: Sunny Glen, a large housing estate in rural North Antrim, has experienced 
severe economic and social deprivation over the past two decades.  Educational 
achievement in the area is low with 75% of the population leaving school with no formal 
qualifications. There is a correspondingly high level of unemployment within our area 
(60% compared to the national average of 23%). The Sunny Glen Health and Social 
Services Trust regards the area as having the highest level of teenage parents (one in eight 
parents are aged 16-19 years) and the highest level of single parent families (20% of all 
families) within Northern Ireland. The Residents' Group consulted with representatives 
from the Housing Executive and the Social Security Agency, both of whom supported the 
idea of a community welfare rights service.  
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About Your Project - What are you applying for? 
 
Give your project a name. Do not make it too long or cumbersome. Something like ‘The 
Ballyban Welfare Rights Advice Project’ will clearly and concisely describe the activities of 
the project. For some funders, a snappy title may be even better, like “ Ballyban, Lets Help 
Ourselves”. 
 
 
How Does Your Project Meet Our Criteria? 
 
Funders will ask how your project fits with their policy or criteria. How you answer this is 
fundamental to the success of any application. Your aim in answering should be to convince 
the funder that you meet their criteria and are a priority application. This is best done by 
directly addressing their criteria in your answers.  
 

 
You ought to explain how your aims will help the funder meet their aims; how your priorities 
are their priorities without deviating from your own project’s desired outcomes. 

 
If you find that you have to change your project’s 
aims and objectives so much to meet the funders 
criteria that it is barely recognisable, then it is worth 
asking yourselves is it worthwhile making the 
application at all. You may get funding for work that 
isn’t a priority for your organisation. This is known as mission-drift and is symptomatic of an 
organisation which is funding-led.  
 
Try to define the reasoning or rationale behind your proposed project. Why do you think it 
will be successful? Is it based on another group’s project? Are you replicating a successful 
model?  If so, let the funder know.  If the project has been successful for one group, the 
chances are it will be successful for you too. Your proposed project is therefore a safe risk. 
 
You should be clear about who your project will benefit and how they will benefit. How are 
you going to be working with them? Will it be through a counselling service, a family 
outreach service, education classes or drama workshops? 

Example: 
The Foundation aims to: “to give more people,  especially those living in English regions, 
Wales, Scotland and Northern Ireland, the opportunity to enjoy the richness and diversity 
of the performing and visual arts and to experience high quality work. In particular: 
*proposals which expand and improve arts provision in parts of the country less well-
served than others, for example through touring.” 
 
Your aim may be to set up a Youth Circus in your town. You could express this in your 
application as: We are aiming to give those who are experiencing lack of opportunity to 
enjoy the richness and diversity of performing and visual arts and experience of high 
quality work by establishing a Youth Circus in the disadvantaged areas of Inner City 
which will:   
A: train young people in performing arts, dance, juggling, diabolo etc.  
B: train young people in visual arts, puppet making, printing, costume design etc.  
C: bring professional circus artists to train young people and perform in the community. 

 

Please describe how your project meets 
the current theme 

Camelot Foundation 
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Normally when the funder asks you what you want the grant for, they don’t want you to say 
‘a computer’ or ‘community development worker’. They are expecting a clear description of 
exactly what that worker will be doing.  Perhaps in the first two months the worker will be 
setting up a mother and toddlers’ group, in the third month they will organise training courses 
for young people in the area for example. 
 
The funder will want to know how often your project happens, where it is based and who it 
will be open to.  They will also want to know how the project will be staffed. Think about 
how volunteers will be involved, how they will be supported and also how your project will 
be managed. How long will your project run? Will it be for one, three or five years? 
 
 
 
How Will You Monitor and Evaluate the Project? 
 
Funders will expect information relating to the expenditure of the grant and different stages 
of the project.  Most funders will want to know how successful (or not) their investment in a 
group has been.   
 

Most projects will be self-
assessed. That is, the applicant 
will state up front how it plans 
to assess the project, collect the 

monitoring information and conduct the evaluation of the project. If the monitoring and 
evaluation processes are included at the planning stage, this becomes much easier to answer. 
For larger projects an external evaluator may be brought in to assist with the project’s 
evaluation or to provide an independent eye. 
 
 
What is the Project Budget? 
 
You need to be able to provide an itemised budget for your project in most cases.  A budget 
will be the basis of your application to the funder - how much money you request from the 

funder but regardless of what you ask the funder for – you will 
need to fully cost the project and include every possible 
expense. 
 
Funders will not pay for items retrospectively, ie. they will not 
back date a grant for items purchased or salaries already paid. 
You need to wait to hear if you have been successful before 
any expenditure for the items requested can be made. 
 

When applying for funding to cover capital build and equipment, you will need realistic 
estimates and quotes. For salaries, you are recommended to choose a salary level from a 
recognized scale like NJC scales. For overheads, it is necessary to detail how you have 
calculated the costs, for example from previous bills or costs in similar projects. 
 
If you are budgeting for a project, which lasts for more than a year, you will have to take 
inflation and general cost of living increases into account. Staff salary increases, potential 
increases in electricity, telephone charges and even stationery all have to be budgeted for. 

How will you know if your work has been successful? 
(Allen Lane Foundation) 



 
NI/Member Services/ June 2006        
 

15

Also if you are applying for a project that is due to start several months away, will prices 
have increased during that ten month period? 
 
More funders now recognise the importance of supporting core costs of the projects they 
fund. Government and National Lottery funders are now committed to funding Full Cost 
Recovery of projects. It is vital that organisations include all the costs in their budgets and 
negotiate where possible with funders over the real costs of projects they are delivering. 
 
When you are budgeting for your expenditure, think about how much funding you can raise 
yourselves. Jumble sales, ballots and functions all seem to be a lot of work for very little 
money, however they are important as they demonstrate an element of self sufficiency and 
also show that your work has community support. 
 
It is often transparent to a funder that an organisation is overestimating costs or is too 
ambitious in its expectations. Only apply for funding for the work you have the capacity to 
do. Only apply for the actual costs of the project. Don’t assume that if you need £10,000, you 
need to ask for £15,000 because the funder will never give you the amount you ask for. If you 
present a realistic budget and can account for your figures, there is no reason to believe a 
responsible funder will not award the full amount, subject to their grant conditions. 
 
 
Are There Any ‘In Kind’ Contributions? 
 
Some funding bodies may accept volunteer hours as a community contribution known as a 
contribution in-kind as match funding. Match funding is where a funder agrees to fund only a 
percentage of costs and expects funding to be ‘matched’ from other sources.  
 
Can you quantify the number of hours that volunteers give to your work each week?  If you 
had to pay people for this work, how much would it cost?  Whatever your answer, whether it 
be the equivalent of £200 or £2,000 per week, it is an important measure of how much your 
community supports and values your group and its work. 
 
Always let funders know what other bodies you have applied to or have received support 
from. Getting your first letter of support is usually the most difficult stage. Other funders will 
not be put off by the fact that somebody else is already supporting you. In fact they will be 
reassured and often will be more likely to follow suit. 
 
 
How Much Are You Asking Us For? 
 
Usually located in the last part of the budget section, the grant request section is sometimes 
overlooked. 
 
 It is easy to confuse project costs with what you are asking the funding for. Rarely does all 
the funding come from a single source. Tell the funder in this section how much funding you 
need from them, what the funding will pay for (salaries or equipment) and over what period 
of time. Then provide a list of where else you expect money to come from and what has 
already been secured. 
 
 
Is the Project Sustainable? 
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Funders may also ask you what is going to happen at the end of the project or at the end of 
the funding period.  Will the project be evaluated?  Will the project stop?  Will the group 

seek additional funding from other sources to continue 
the project? 
 
When a funder asks how you will sustain the project you 
have really only two options: 
1) that the project will finish at the end of the grant period 
and  
2) that the project will secure funding from other sources. 
 
For option two it is recommended that you include 

expected sources of other revenue. This may be through specific trusts, corporate or lottery 
funding. It may be through income generation which builds through the life of the project. 
Very, very rarely will any project be sustained by being ‘mainstreamed’ into government 
expenditure. This is an unrealistic expectation and funders will not buy it unless you are a 
long way down the line of negotiation with government funders and have the paperwork to 
prove it.  
 
The best approach is to develop a fundraising strategy.  A Fundraising strategy should show 
how you plan to realistically access the diverse range of fundraising options open to the 
voluntary and community sector including individual giving, events and activities as well as 
grant-makers. 
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FREE-FORM APPLICATIONS 

 
Try to limit the main body of a free-form application to three A4 pages (both sides). Shorter 
than this is often better.  Always use a word processor or typewriter.  Use short sentences and 
avoid jargon. And always, always check your spelling! 
 
Covering Letter 
 
A covering letter should be a summary of:  
 
• your group/organisation 
• your project 
• your application 
• budget 
• grant request 
• your previous contact with (or support from) the funder 

Always write to another person by name (how do you feel when you receive a letter starting 
'Dear Sir/Madam'?).  Check to see that you are writing to the right person (get their job title if 
possible) and that you have spelled their name correctly. 
 
The covering letter should be on your group's headed paper.  The headed paper should have 
your Inland Revenue Reference Number (if any), your Company Registration Number (if 
any), your address, telephone/fax numbers, and email address. 
 
End with the offer to send the funder further information if required and an invitation for 
them to visit the project.  Always include your title and evening contact details. 
 
 
Main Application 
 

1. Background to your work (two paragraphs) 
2. Main Application 
• Why and how did your group start? 
• What is your group aiming to do? 
• Who is currently involved? 
• How is the group run and what sort of work does it do? 
• What sort of support do you have within your community? 
• How many people do you work with? 
• Where are you based? What geographical area do you cover? 
• What previous successes have you had? 
 
3. Background to your area or client group (2-3 paragraphs) 
• What are the needs of your area or client group? 
• Can you back up your case with facts and figures? 
• How do you know that there is a problem? 
• How long has this problem been there? 
• Has anyone else tried to do anything about it? 
• Why did they fail? 
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Project rationale (1 paragraph) 
 

• Define the reasoning behind your project 
• Why do think this will work? 
• Is it based on anyone else’s work or experience? 
• Why are you the best group to carry out the work? 

Project (3-4 paragraphs) 
 
• What is the name of your project? 
• Can you summarise the work of the project in a couple of sentences? 
• What does the project aim to achieve? 
• Who will your project benefit? 
• How will they benefit? 
• What type of work is involved? 
• How long will it run? 
• Who will operate and manage the work? 
• How will you know that it has been successful? 
• What will happen at the end of the project? 
• Can anyone else benefit from the project’s work? 

Budget 
 
• How much is required to run the project? 
• Have you broken the budget down into headings? 
• Have you included hidden costs, eg insurance costs? 
• Have you included inflation costs for 2/3-year projects? 
• How much can you raise yourselves? 
• Who else have you applied to? 

Grant request 
 
• How much are you requesting from the funder? 
• If you have a shopping list of items, what do you want them to support? 

Enclosures 
 
Most funders ask that groups submit a copy of their constitution and their most recent audited 
accounts. Occasionally a copy of the most recent annual report is also requested.  Some 
funders refuse to accept any additional information at all.  
 
Do not include anything that could act as a substitute for your application.  Do not make the 
mistake of submitting a very detailed development plan with a covering letter demanding 
money.  Having a development plan shows that you are forward thinking but a funder will 
expect you to summarise the relevant bits for the application. 
 
A funder will only have a short time to look through your application. They will not have 
time to watch that video of your youth group in action.  If you are applying for funding for a 
post, the funder may want to see a job description and/or personnel specification. 
 
Do not overload the funder. A constitution and annual accounts may be all that you need to 
include. Mention that there are other publications and if the funder is interested they will 
come back to you. 
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OTHER THINGS TO DO WHEN YOU HAVE COMPLETED THE 
APPLICATION 
 
 
Know What Happens to It 
 
So what happens to your application after you put it in the post-box?  
 
Funding bodies have different levels of administration around applications. Some will have a 
very small staff compliment (if any) to process the applications and therefore correspondence 
or contact with them is very limited or indeed prohibited. Larger organisations will be more 
open to contact and often welcome queries from prospective applicants. Either way you 
should be prepared for the funder to contact you for more information. This contact can be in 
writing, by telephone or occasionally in person. You may have to supply more information in 
order to be considered which may entail additional and time consuming work. 
 
 
Know How it is Progressing 
 
It arrives through the funders letterbox… or does it?  
 
Not all funders will acknowledge receipt of applications so it is recommended that you 
include a stamped addressed envelope for the funder to return on receipt of your application. 

Alternatively, a call to the funder to 
confirm the application has arrived will 
give you some reassurance. 
 
 Some funders will date stamp the 
application as a proof of when it has 
arrived.  
 
Your application will then be assessed 
against the funding criteria. In most cases 
completely ineligible applications will 
receive a ‘Thanks, but no thanks letter’ 
early on.  
 

A grants officer, secretary, freelance assessor or trustee will assess applications that do 
appear to fit the criteria. This is often done using a scoring matrix with different questions 
weighted according to importance. It is at this stage that an applicant may receive a telephone 
call or visit from the funder. The grants officer, secretary or assessor may compile a report on 
your application in preparation for presentation to their committee.  
 
The trustees, grants committee or selection panel will sometimes see only a summary of your 
application together with a member of staff’s report or recommendations. The selection panel 
of a smaller funder may see the full application but enclosures may or may not be available to 
them. 
 
If in doubt, ask for advice – either from the funder when available or from a funding adviser. 
Try to get somebody from outside your group to read over your application.  That way poorly 
communicated ideas and mistakes can be dealt with before it goes before the funder’s critical 
eye. 
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Keep Records of Correspondence 
 
Keep a copy of the application and all the enclosures you have sent in one file. This is very 
important for follow up calls. It tells you exactly what information you have sent the funder 
and is also essential should personnel change and someone else has to follow up applications 
that have been made.  
 
Keep a file of information you have collated in developing the application. If papers are kept 
in a logical format it will be easier to follow up later. It all adds to the credibility of your 
organisation, when interrogated by funders if you are able to answer their questions quickly 
and accurately. So keep to hand all the quotations, budget estimations (how you calculated 
these), reports you have referenced, information you have sent to partner organisations, etc. 
 
Also keep records of all correspondence, verbal or written with the funder. Funding bodies 
have been known to lose information. 
 
 
Make other Applications 
 
Remember to start the whole process again with other funders. You may need partnership 
funding and it is never a good idea to put all your eggs in one basket. It is also easier at this 
stage to put together another application as most of the work has already been done. 
 
 
 
 


