Filling in the Application

Once you have a donor what do you do?

· Find out if anyone connected with your organisation knows anyone in the donor company and can make personal contact with them. 

· Make sure you are addressing the correct person by telephoning first. 

· If you are not sure about the appropriateness of your application, telephone or write first making an initial introduction and enquiry. 

· Before sending your letter, double-check the following: 

· Correct addressee's name and job title 

· Consistency with name of the trust in the address at the top of the page and throughout the letter 

· Spelling and grammar 

· Enclosures as requested, e.g.: annual report/accounts, SAE 

How do I present our case effectively?

· Begin by stating clearly how much you are asking for and why. 

· State what you are doing and why you deserve to be supported, in a way that will motivate people to give. 

· Keep records - a card index file of EVERY contact, successful or otherwise, and copies of all correspondence. 

· Confirm telephone conversations in writing and make notes of meetings. 

· Prioritise. Once your basic needs have been met you can work on demonstrating your effectiveness. You will then be in a stronger position to ask for more. 

· Remember SMART - Specific, Measurable, Realistic, Timebound. (R could also stand for Relevant or Reviewable) 

· Demonstrate your understanding of the need for an exit strategy. 

How much should I ask for?

· First do accurate and realistic costings that reflect the project's needs. (Don't be greedy, but don't undersell either. You don't necessarily have to go for the cheapest of anything, so long as you can justify the additional expense. Get 2 or 3 quotes for larger items). IF YOU NEED HELP WITH YOUR BUDGET contact our finance officer at HAVCO cg@havcoharingey.org.uk
· Break the total down into different capital or revenue projects. ('Capital' means items of equipment that you usually pay a fixed one-off amount for, e.g. buildings, computers, vehicles. 'Revenue' is ongoing costs, e.g. wages, expenses, bills, core running costs.) 

· Refer to the donor's guidelines to assess how much you are likely to get. 

· Decide if you are going to ask for: 

· The whole cost as a one-off grant 

· The whole cost over a period of, say, three years 

· A donation to pay for a specific item or project 

· A specific OR unspecified amount towards the total 

· Link the focus of the project and/or the amount of money they are likely to give to the right funder. 

· If you are applying for only part of the cost, say where the rest is coming from or where you are applying for it. 

· Have you included administrative costs? 

· Have you allowed for depreciation? replacement of worn-out equipment? repairs and maintenance? 

· Double-check: do your figures add up? 

Staff Recruitment

· Refer to NJC pay scales 

· Consult appropriate publications for similar job descriptions (e.g. Wednesday's Guardian, Charity Times, local press). 

· Salaries need to reflect 3.5% increase p.a. for inflation. 

· Decide where is the best place to advertise and find out the cost 

· Have you considered the costs of re-advertising a post if the first round is unsuccessful? 

· Do your recruitment costs also include stationery, postage, staff time, etc., and any necessary training? 

Afterwards

· SAY THANKYOU!!! 

· Refer back to any conditions, for example relating to monitoring requirements and make sure you send them off on time 

· Keep funder informed of any developments - positive AND negative 

· Send them annual reports, invite to AGM's and other important events 

· When the money runs out, consider ASKING THEM AGAIN. 

· Even if you have been turned down, if there is no specific reason given, ask again after a suitable time lapse (usually a year). But re-look at your original application and see how it can be improved - maybe a different aspect of your work next time? 

