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Session 1.

• Section 1  Getting Ready for Funding

• Section 2  Finding the Right Funding

• Section 3  The Application Process

2

• Section 4 Monitoring Your Project

• Section 5  Developing Your Group

• Section 6 Who Can Help

Session 2.



Funding makes sure your group or project can deliver, continue to 
deliver and improve on the services it provides. It can allow you to 
involve more people in your project, improve facilities and upgrade 
equipment or generally have the financial ability to do things your 
group wants to do.
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Provides you with information on how to find out if you’re ready for 
fundraising and what you will need before you can apply
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• Planning a Funding Proposal

• Why Do You Need Funding?

• Funding Checklist

• Amount of Funding You Need



• Don’t start writing a funding proposal before you have done the necessary research, thinking and planning!

• Proposals should be discussed and approved by your management committee/Board of Directors/Trustees

• Show the funder that a lot of effort and careful planning has gone into the funding application form. 

• Show commitment to the project right from the start.

• Prepare well in advance as it could take up to a month to complete your funding application form. 

• It  can also take up to three months  before you hear about the outcome of your funding proposal.

• Check with the funder about what information they require in the application.
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Plan Your Funding Proposal Well in Advance!!!!



• Be clear about why you need funding

• Persuade the funder, tell them why you need funding e.g. to 
provide information and advice on healthy eating 

• Tell them in a way that will convince a funder to give you 
money

• Have all policy documents in place prior to applying for 
funding i.e. Child Protection policy when working with 
children
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• Does your group have a management committee with at least three 
members?

• Is the management committee clear about their different roles and 
responsibilities?

• Does the group have a constitution that everyone agrees on? 

• Does your constitution allow your group to apply for funding?

• Does the group have a bank account in its own name?

• Are there at least two signatories (people who can sign cheques) who 
are not related on the bank account?

• Does your group know what they need a grant for (that is what do 
they want to do that they can’t do already)?
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• Talk to other groups or projects who have had funding success in the past 
to find out about realistic costs

• Get quotes from a number of contractors i.e. mini bus hire or building 
materials, mention these in the application

• If you don’t know other local groups contact Engage Renfrewshire, they 
can provide you with information and support

• Make sure costs are accurate, include VAT  and inflation

• Ensure that quotes given will last until a funding decision is made

• Try to use local suppliers where possible.
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• Eligibility – Can the funder give grants to groups like yours? Do they say if they can or 
cannot fund your group or your work

• Conditions – Is this funder interested in the sort of work you do and the people you do 
it with?

• Effects – How will your project make an impact or a difference? What outcomes is your 
project trying to achieve? Does it match the aims of funders?

• Timeframes - When do applications have to be in by, when will you find out about the 
funders decision and does this fit with your timescale or needs?

• Personal contact – If you are unsure about any of the above, contact the funder directly 
to discuss your project idea.
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• Be professional

Funders are represented by people such as the desk officer, project officer or 
regional chief executive. Communicate professionally with the funders representatives.

• Start Planning Your Funding Proposal

Be prepared to listen and share ideas, so that the funder is able to identify with 
people at a human level

• Make sure you have chosen the appropriate funder!!
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• A funding application is one way that you can communicate 
with funders. It is only you who can tell a funder what you 
need their money for. 

• It presents your case to get their support. Most funders, 
whether they are a grant-making trust or a large funding 
organisation, will ask for some form of written communication 
(usually an application form).

• Sometimes a letter is needed before they can consider your 
case for funding.
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• It presents your group/organisation as ‘a good investment’

• It shows what you can achieve 

• It shows past work that will give a funder confidence that you should be given 
funding

• It gives an in depth description of your plans and what your project or activity will 
include

• Gives the impression that you know what you’re doing and that you are capable 
of achieving your goals

• It makes a strong link between the activities your group will carry out and the 
aims of a specific project

• It is clear about the benefits to people as a result of what you plan to do
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• A funder will need to be convinced that there is a need for what you plan 
to do, the group or groups of people that will benefit, and how many 
people will benefit

• They will want to know what will be done and what will be achieved 

• They will need to be persuaded that supporting your project is likely to be 
successful and something they can claim to be involved with

• They will require an outline of the costs for each part of the project or 
activity showing how this has been worked out

• They will want to be sure you can handle money properly. You may need 
to provide them with a budget listing the cost of each item and how 
you plan to spend the budget
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Summary

• What you want to do

• How do you know it is needed

• How you will do it

• Who you will work with

• What the result will be

• How much it will cost

• What you will do when the grant runs out

• How you will keep track of your progress
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• Read the guidance notes fully if applicable 

• There is no standard application form, although most funders now provide the application form 
on-line. Each funder prefers to have answers to their own specific questions in relation to their 
own priorities

• The person who knows the project inside out should fill in the form 

• This person should also be the main contact and will need to be available to answer questions 
during the application process 

• Make sure the project fits with the funders conditions

• Recheck that your project or organisation fits with those that the funder usually funds – some 
funders only give money to registered charities or groups with an income below a set amount

• Take at least one photocopy of the blank form, so you can do a first draft

• Include as much relevant information as possible

• If a question doesn’t apply don’t leave it blank, write not applicable (n/a) as a funder may 
assume you have forgotten to answer it
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✓Have you filled in all parts of the form?

✓ If any sections or boxes do not apply have you written ‘Not applicable or N/A’?

✓Are the names of committee members and contacts the same as those on your supporting document 
e.g. your account or constitution?

✓Have you attached a copy of your constitution if required?

✓Have you enclosed your latest yearly accounts or financial estimates for the following year, if required?

✓Have you attached the budget and quotes or cost for your project?

✓Remember to keep a copy of the completed application form for your reference, record the 
date the application was submitted. 18



• Long complicated sentences are difficult to read and understand.  When filling 
in a funding application use simple words and short sentences

• Be specific! Picture the assessing officer in front of you as you type your 
application. This will help you think about exactly what you want to say.  Cut out 
jargon!

• Before submitting…ask someone who knows very little about your project to 
read your application.  See if they understand it?

• Plan ahead. Seeking and applying for funding takes time. Always check 
programme deadline dates and apply for funding well in advance.
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• Don’t assume the funder has knowledge of your group or local area.  What is 
obvious to you may not be obvious to the assessing officer.

• Funders don’t need lots of details about your organisation!  Provide specific 
answers about your project that relate to the questions asked. 

• Find out if other projects/services in your area are working with the same 
groups.  We want to know how your project will fill gaps! 

• When applying – draw on knowledge from your group.  Everyone that’s been 
involved at the start are more likely to stick with the plan. 
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The next session will look at :

Section 4 - Monitoring your project

Section 5 – Developing your group

Section 6 – Who can help
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• Information on monitoring and assessing your project
• Preparing and using a budget
• How to monitor your outcomes



Produce a project plan covering the following points. This will allow you to be clear on what 
benefits you are trying to achieve i.e.

• What you are trying to do

• How you need to do it – including the resources you need to do it (finances and staff)

• When you will do each task you need to do

• Where you will do it

• Who will do it

• How you will know you’ve done what you wanted to do

• Don’t forget costs for things such as insurance, rent and phone bills

• Once agreed, the project plan should be used as the basis for your application form

• Once funding has been granted, you should use the plan as a working document for your 
project.
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• Your budget is one of the most important parts of your funding proposal, so 
it’s vital that it is accurate and realistic

• Your organisation should have yearly budgets relating to its activities

• It helps you make sure that you have the money for what you want to do

• It allows you to make financial decisions and keep control of a specific set of 
figures rather than relying on guesswork about where you are
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• Give yourself plenty of time to do the work needed to get 
accurate figures (it could take up to three months to get all 
the figures together and agreed upon by the group)

• Start work on the budget as soon as you can – don’t wait for 
funding application forms (you may have to fill them in 
quickly)

• Understand your costs as funders may come back and query 
them. Be able to explain costs otherwise the funders may 
lose confidence in you
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• The budget is a guide to whether you are spending your money as you 
planned

• The budget can warn you that you are overspending, under spending 
or spending money on things you did not expect

• Compare what you have spent to the budget each month 

• If you are not spending your funds as planned you must find out why   

• It could mean that you are not working as you planned to or that you 
should revise your budget 

• Discuss any budget revisions with the organisation awarding 
your grant
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• Many Funders divide budgets into capital & revenue costs
o Capital costs: one off spending such as equipment, setting up costs or building cost

o Revenue costs are ongoing running costs: staff  costs, rent, heating, lighting etc

• Keep a note of how you arrived at your figures, so you can explain them if 
asked

• Don’t forget to include inflation on all costs if projecting for the year ahead 
(a general rule is 3% for salaries and 2% for other costs)

• Remember to consider where you will make up any shortfall. You could for 
example, get second hand IT equipment as your contribution(match 
funding) or use volunteer time as an ‘in-kind’ contribution 
(that is instead of making a cash payment)
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• Because outcomes are about change they should always contain a 
change word and by that we mean a word like increase, decrease, 
reduce, improve

• They should describe the ‘who’, ‘what’ and ‘how’ of change. So for 
example, if we had an outcome that was ‘older people will feel less 
isolated’, the ‘who’ is older people, ‘what we are hoping to change’ is 
how isolated they feel, and how do we hope that will change is the 
‘less’. So the ‘how’ refers to the direction of change rather than how 
will we change it

• The direction of change is the increase, decrease, more, less. So if an 
outcome is about change and describes the ‘who’, ‘what’ and ‘how’ of 
change then it’s a well written outcome
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• Monitoring: 
o Gives you a written record of who’s using your organisation or project and shows the current funder that 

their money has gone where it was meant to

o It will also allow you to show future funders who used your organisation or project and what they did. 
Information gathered through monitoring will also be used for assessment

• How monitoring can be done:
o This will depend on the information required by the funder and your own preference

o Keep simple records i.e. names and addresses of people who use your organisation, when they joined 
and when they left

o Keep more detailed records of  what activities they were involved in (photo’s, videos publicity materials 
etc)

o Doing more research to find out where people have moved on to after leaving the project

o Find the balance between keeping track of your users and flooding yourself with paperwork

o It is best to decide beforehand what level of monitoring you are able to carry out and set up systems 
before you start work on your project

o Systems set up for monitoring should be decided jointly between your management committee 
and project workers
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• Assessment will be called an ‘evaluation’ or end of grant/project report 

• Carrying out an assessment is about using the information you have 
collected from  monitoring and other sources to see how well your project 
or organisation is performing e.g. Is it doing what it set out to do? Is it 
reaching its target group? What have been the results?

• Assessing your work allows you to learn from your mistakes and celebrate 
your successes

• Assessing your work shows funders that you are keen to evaluate your 
performance, that you are professional and want to achieve the best results 
at all times

• Assessment will allow you to identify areas of further work and give you 
solid evidence for future funders
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You can carry out assessment by:

• Using the information from monitoring

• Using interviews or questionnaires to consult workers and 
people who have benefited from your organization

• Doing an honest appraisal of your own performance

• These sources will be useful in putting together a short 
document describing how your project worked, what it 
achieved, how it could be done better next time and 
areas for future work
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• Policies 

• Premises 

• Charities

• Disclosures/PVGs

• Other Support

• Online Databases
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• Policies
o It is essential that voluntary organisations are covered by suitable and relevant 

policies.

o Voluntary management committees are responsible for volunteers , their working 
environment and the property of the organisation.

o https://engagerenfrewshire.org/toolbox/

• Premises hire/lease/own

• DTAS/COSS
o You may be asked in the application form, for example, where your project will meet. 

o You may need to think about renting or buying a property for the purpose of the 
project. 

o Ensure the property has enough space, is laid out appropriately and has facilities that 
will allow you to accommodate everything that your project wants to do.

o Keep to fire regulations – the Scottish Council for Voluntary Organisations (SCVO) 
www.scvo.org.uk/ has a useful section on their website under ‘property’
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The Office of the Scottish Charity Regulator (OSCR) 

OSCR is the independent regulator and registrar for Scottish charities. OSCR provides guidance on 
setting up a charity and answers some of the most common questions asked.

Website: www.oscr.org.uk also provides information to help charities keep to current laws, such as 
yearly monitoring and charity trustee duties.

Disclosure Scotland 

If you are working with children and vulnerable adults you should have appropriate protection 
policies that covers working with children and vulnerable adults. The Disclosure (Scotland) Act 2020 
received Royal Assent on 14 July 2020. The new laws aim to make the disclosure process in Scotland 
simpler and easier to understand.

More info web site: https://www.mygov.scot/disclosure-types/

Telephone: 0300 020 0040 Monday to Friday 9am to 1pm
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• Evaluation Support Scotland   
https://evaluationsupportscotland.org.uk/

• Third Sector Interfaces Across Scotland 
https://www.gov.scot/policies/third-sector/third-sector-interfaces/

• Development Trust Association Scotland (DTAS) 
https://dtascot.org.uk/
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https://www.grantsonline.org.uk/

36

https://fundingscotland.com/

https://www.grantfinder.co.uk/

https://brevio.org/
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Stuart Miller - info@engagerenfrewshire.com

0141 887 7707

www.engagerenfrewshire.org

@engagenews1
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Enquires@scvo.scot

0800 169 0022

www.scvo.org.uk

@scvotweet

Kam Kaur - Kam.kaur@renfrewshire.gov.uk

https://investinrenfrewshire.com/communities

@IRCommunities
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https://www.foundationscotland.org.uk/apply-for-funding/help-for-applicants
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https://www.foundationscotland.org.uk/apply-for-funding/help-for-applicants/evidencing-value-for-
money
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