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SEVEN STEPS TO GETTING A GRANT
1. DECIDE WHAT PROJECTS AND SERVICES YOU WANT TO DO
Clearly define your service/program/project and its goals and objectives.  
Objectives should be:      S pecific

M easurable

A chieveable

R elevant to the goals

T ime oriented

One easy way to check this is to write how you will monitor and evaluate whether you have achieved them.   (A plan for monitoring and evaluation will probably be required by the funding body anyhow, so you might as well do it now.) 
Don’t make the mistake of allowing your project or organisation to be hijacked by a funding offer for something different.  One easy way to check this is:  if you are unsuccessful the first time, will you resubmit the project to someone else? 
2. FIND A PROJECT PARTNER WITH FUNDS 
You have the capacity.  You need to find another body with the same objectives, that has the funds.  

a) Networking:  

· Council Community and Economic Development Officers 
· Local officers in the relevant State and Federal Departments. Browse the Government section in the phone book.

· NGO’s – Browse the Community Help section in the phone book (p6)
· Your local Federal and State members and their electorate secretaries

b) Advertising:  

· Newspapers (especially Sydney Morning Herald and The Australian on Saturday), but also local newspapers.  
· Community sector newsletters and journals. 

· Brochures distributed by government departments and agencies – get on their mailing lists. 
c) Internet:  

· Use a general search engine like Google.

· Use the search engine in the government home page (http://www.nsw.gov.au or http://www.fed.gov.au)

· Go to the relevant department’s home page and look for a “grants” or “funding” link (If you don’t know the address, go to the state or federal government home page addresses above and follow the links).

· Use an index of grant information, eg:

http://www.links.infoxchange.net.au/group/ixlinks/Funding_Grants/
http://www.ourcommunity.com.au/funding/funding_main.jsp
http://www.cultureandrecreation.gov.au/grants/
http://www.grantslink.gov.au/
http://www2.communitybuilders.nsw.gov.au/funding/
http://www.westir.org.au/
http://grantsregister.econtent.net.au/
d) Subscribe to a Directory

Ezygrants at www.ourcommunity.com.au/signup is cheap and well worth it.
If you don’t identify a source, don’t give up.  Research and write a “Base Submission”. just as if you were addressing a call for submissions.  Use it to:
· Apply for special funding from one or more government bodies.

· Seek private sector funding

· Keep on file until something comes up

3. DECIDE WHETHER THE FUNDING OFFER FITS YOUR PROJECT
Get a copy of guidelines/application forms and read them thoroughly. Don’t waste time on projects that are not yours.
Talk to the funding agency for advice on their requirements – this is ESSENTIAL!!! 

Talk to other agencies (e.g. peak bodies, other services, local community service staff). 

Make sure your project directly addresses program guidelines. 

4. RESEARCH AND SUPPORT YOUR SUBMISSION 

Establish community needs and find evidence, ie hard data that can show someone who knows nothing about your community that the need really exists.  
· Local councils often produce community profiles, etc. The Social Plan is a goldmine.
· Other agencies (eg. peak bodies) and planning sections of government departments (especially local or regional office level) produce reports and plans.

· Census data and Research Organisations (eg. Australian Bureau of Statistics, Government departments, Universities, agencies like WESTIR). 
· Your own surveys/focus groups of clients, community organisations and the local community.  
Accurate costings 

· Be realistic.  Don’t forget overheads – Workers Compensation,  insurances, office costs, rent. Don’t cut corners to be more competitive. It will make your project look unviable.
· Find out appropriate rates (e.g. rates of pay).  Don’t underprice yourself. 

· Get multiple quotes for capital equipment.   

· Note your contribution to the project.  Volunteers, administrative support, office services,  supervision/management, contributions in-kind. THIS IS IMPORTANT TO INCLUDE.  DON’T UNDERESTIMATE IT.
· Use calculated estimates, not wild guesses, and show your calculations.  Eg 10 weeks work, at one day a week, at 8 hours a day, at $30 per hour 
= 10 x 1 x 8 x $30 = $2400.  

Support:

· Canvas local political support (does your local MP/council/etc support your project?). 

· Get support from other organisations and include statements or indications of support in your submission.  

· Include anything they are willing to do as contributions in your costings (eg, use of phone, fax, computer, accounting, technical advice, research, handle enquiries, refer clients etc.)
5. WRITE THE APPLICATION 
· Give your project a good name – one that is memorable and identifies the project.

· Write a clear, short compelling summary.  Remember that the system is that someone in the lower ranks of the bureaucracy will read your submission, rank it, make a recommendation and pass it up the line.  From then on, only the project summary and the recommendation will be read. So write the summary yourself, and make sure the lower level bureaucrat will feel “safe” recommending your project.

· Structure your submission so that it is easy to follow  (include table of contents, index, list of attachments, etc  as appropriate).   

· Be focussed, clear and concise. 

· Write for someone who knows nothing of your community, your town, your organization.   

· Present relevant supporting material clearly (eg. graphs, pictures, tables, graphics, layout).   

· Get someone to proofread the submission.   

· Be sure to keep a full copy of the submission. 

· Use their forms if available.  If not, follow the basic Submission Format.

 6.  FOLLOW UP AND SUPPORT IT 

· Make sure someone is available to discuss your submission.  Include their contact details prominently. 

· Check to make sure that your submission has been received at the right spot. 

· Find out who you are talking to about your submission. Be friendly and professional with them.

· Keep a record of discussions and contacts with funding bodies and confirm any undertakings in writing.   

· Keep records of everything.  THIS IS ESSENTIAL.  Including diary records of phone conversations. 
7. RECYCLE YOUR APPLICATION
If you did Step One, then your project will be basically the same, whoever you can get to fund it.  If you are successful, you may be able to use the same material to “leverage” a second project partner.  

If you are unsuccessful, try, try and try again.  Once you have done the work of researching and planning a project, cutting and pasting it into another application form is easy.  
Basic Submission Format

1. Title. 
2. Organisation and Contact Details:  Name, Contact name, phone, fax, email, webpage, ABN.
3. Summary of Proposal: Brief statement of proposal, including groups to be served, objective, total amount of budget and total funding sought.  

4. Objectives: What does the program hope to achieve?  Specific Measurable, Achievable, Relevant, Timely.
5. Outline the scope - population to be served, geographic area., socio-economic description of the community in which the project will operate.

6. Justification of Need: Include statistics, relevant data, relevant supporting literature,  expert opinions.  Use point form.  Be concise.  Be objective.  Don’t use subjective language (like “I think” or “we want to”)

7. Plan of operation: Detailed description of how the program will operate, including:

· Project length: Date of start of project  Date of end of project  Total running time 

· Personnel  Staff required  Job qualifications   

· Facilities.  Where will the project be done?  What materials and resources?

· Partnerships: What agencies are involved? 
· Accountability of monies.  Auspicing arrangements.   

· Maintenance of records  

8. Budget  - a clear, concise budget that will pass the scrutiny of both a public accountant and someone qualified in the area you are working.

9. Future Finance: Does the project need ongoing funding?  Where will it come from after the grant runs out? 

10. Evaluation: Assessment plan Who will carry out evaluation? What records will be kept? What are the measures of success? 

