Getting ready to apply

Planning is essential if you want to maximise your time and have results from your applications

Your Organisation

Have you got the following in place?
· Aims and objectives 

· Mission statement (long-term vision) to which your objectives relate 

· A comprehensive constitution 

· If you are not a registered charity, have you considered registering?

· A business plan including short- and long-term fundraising and marketing strategies 

· A strong and committed management committee who have been properly inducted and trained and who understand their legal duties 

· A skills audit outlining what the management committee contribute in terms of skills/training/experience 

· Do you know where to obtain relevant training and do you ensure equal access to it? 

· Good financial controls and procedures re. handling and banking income, signing cheques, expenses, petty cash, etc., a realistic budget and records of income/expenditure 

· Appropriate policies in place, e.g: Health & Safety, Equal Ops, Complaints, Dignity at Work (i.e. procedures to deal with bullying and harassment), Grievance & Disciplinary Procedures, Child Protection etc. 

· Appropriate insurance (for buildings, staff, visitors, etc.) 

· Regular recorded supervision for staff and volunteers 

· Do you publicise your work appropriately? 

· Do you have relationships with similar groups in your own and neighbouring boroughs? 

· Monitoring of the service, including records of users and user feedback, the work carried out, when, where and how, noting benefits in the form of measurable outcomes wherever possible. 

· Evaluation linked in with the monitoring, to include reporting structures, review and planning/developing for the future. 

This list may appear to be daunting and you may not need to have all the above in place.  IF YOU NEED HELP in any respect please contact our capacity building officer who can help you following up this process cg@havcoharingey.org.uk.
The Need

You need to have very clear what is it that you need and all your needs will have to be reflected in a budget

· What is it? 
· Who will benefit? 
· Have your researched the need? (include relevant local and national info with statistics) 

· What facts and figures do you have to support your case? 

· What do you have to do to make a positive and measurable difference? 

· Is anyone else already addressing it? 

· If not, why not? If so, with what success? 

· Can you work with them or will your work complement theirs? (i.e. they could be covering a difference geographical area, age group, ethnic group, etc., or they simply can't cope with the need) 

The Solution

· How are you going to deliver the service in practical terms? (who will be involved - do you need dedicated staff/volunteers for different aspects of the work, i.e. management, finances, delivery - how will they be supported?) 

· How much will it cost? 

· What do you want to achieve? Is it realistic/feasible? 
· How will you know you are achieving it? (Have you got systems in place to monitor and evaluate progress?) 
· Are you the right people to address the problem? (Do you have project management experience and a particular knowledge of the target group?) 

· Will your service users be involved with the decision-making and at all stages of the process? 

· Are you part of a network/forum to exchange ideas and information? 

· Have you joined HAVCO? Are you using all our resources? This will increase your credibility.
· Have you got the resources to carry out the work in terms of staff, volunteers, office space, equipment, TIME? 

· Are your potential users aware of your work? 

· Is the community in general aware of your work? Do you use the local press, libraries, newsletters, etc., as well as networking opportunities? 

You and the work

· Who is going to take ultimate responsibility for fundraising? 

· Who is going to help and support them? 

· Have you considered all the different sources of funding? 

· Where will you find the necessary information? 

· Who are you going to target and how are you going to approach them? 

· Have you considered what you will do in order to develop and ensure ongoing sustainability of the work? 
Researching potential funders

· Find out as much as you can about them by looking at their website if they have one, and also in DSC Grant-giver Guides and other publications: funderfinder, grantfinder or Haringey for Community webpage: 
· Also check in their annual reports, Who's Who, Sunday Times lists, Companies House records 

· What geographical areas do they cover? 

· How much money do they have to distribute? 

· Have they given to similar causes/projects in the past? 

· What is their average award? 

· How often do they meet and/or award grants? 

· Is it a rolling programme or do they have deadlines during the year? 

· Do you fully understand their criteria? 

· Have you obtained their up-to-date guidelines? 

· Can you relate your needs to their criteria, without becoming funder-led? 

Consultation with other groups

· It saves you re-inventing the wheel 

· It shows you have identified a genuine need that is not already being met 

· It gives you a chance to corroborate your own evidence of need 

· It allows you to use positive links with other agencies to provide a more comprehensive and effective service 

· Collaboration may lead to partnership bids which in some cases have more chances of success with funding applications 

· You may be able to duplicate a service but in another geographical area or for slightly different focus group 

