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APPLICATION QUESTIONS AND GUIDANCE NOTES 
 
These guidance notes have been designed to assist you in completing your on-line 
application. 
 
If you require any further clarification, or if you are unsure of your group’s eligibility, please 
contact GrantScape on 01908 247630 or via helpdesk@grantscape.org.uk 
 

Section A - Organisation details 
 
A1 Full legal name of organisation: 

This is the name of the organisation that is making the application and that will be 
delivering the project.   

 
A2 Address of organisation: 

This is the address of the organisation named in question A1.   
 
A3 Website address: 

This is the website address of the organisation named in question A1, or the 
website address for the project if there is one. 

 
Section B - Contact details 

 
B1 Name of person making this application: 

This is the name of the main project contact with whom we will liaise during the 
assessment process.  The contact should be able to answer any queries we may 
have relating to the project and the grant application. 

 
B2 Position held within the organisation: 

This is the position the person named in question B1 holds within the organisation 
named in question A1. 

 
B3 Contact address: 

This is the address for the main project contact. We will use this for all written 
correspondence regarding the grant application.   

 
B4 Email address: 

This is the email address for the main project contact.  We will use this for all email 
correspondence regarding the grant application. We will also use it to send you a 
copy of the completed application form once it has been submitted. 

 
B5 Telephone number: 

This is the telephone number for the main project contact during office hours. We 
will use this should we need to contact you to ask any questions during the 
assessment process.  
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Section C - Background to your organisation 
 
C1 Please describe the purpose of your organisation and what it does: 

Please provide a brief overview of your group’s aims, objectives and activities.  It is 
useful for us to know how the project you are planning to deliver fits with your 
organisation’s goals. 
 
You should not enter more than 150 words in answer to this question.   

 
C2 In what year was your organisation formed? 

This should be the date when your organisation was first constituted, or the date 
your section was formed if you are part of a larger organisation. 
 
The date should be in the format of a four-digit number (e.g. 2005). 

 
C3 If your organisation has enrolled with ENTRUST as an Environmental Body, 

please provide your registration number: 
 Your organisation may previously have enrolled with ENTRUST as an 

Environmental Body (EB). If this is the case, please tell us here by providing your 
registration number.  

 
 Please note: You do not need to enrol with ENTRUST as an Environmental Body to 

receive a grant from us. 
 
C4 How would you best describe your organisation? 

Please select one of the drop-down menu options.  If more than one option applies 
to your organisation, select the most relevant as you will only be able to make one 
choice.   
 
The options are: 
 

 Church/faith-led group 
 Community group/club/society 
 Council (including parish, community, county etc) 
 Registered UK charity 
 Social enterprise 
 Other 

 
Please note: If your organisation is a social enterprise, to be eligible for a grant, any 
profits made must be reinvested to sustain its mission for positive change and 
cannot be distributed. 

 
C5 Are you working in partnership with any other organisation(s) in delivering 

this project? If you are, please provide details: 
When providing details of any project partner organisation(s), consider the following 
points: 

 

 Is the partnership new? 
 Is the partnership specific to this project? 
 How is the partner organisation involved? For example, will they be providing 

financial support or project management support, or will they be undertaking 
future maintenance of the project? 

 
You should not enter more than 150 words in answer to this question.   
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C6 What was your organisation’s total income in its most recent financial year? 
Please provide a figure for the total income received from all sources by your 
organisation in its most recent financial year. This should refer only to your section if 
you are part of a larger organisation. 

 
C7 What was your organisation’s total expenditure in its most recent financial 

year? 
Please provide a figure for the total of all amounts spent by your organisation in its 
most recent financial year. This should refer only to your section if you are part of a 
larger organisation. 

 
C8 How much money does your organisation presently have in free reserves? 

Please provide a figure for the current free (unrestricted) reserves held by your 
organisation. Ensure that you exclude any monies that have been received from 
other funders for other projects. The figure should refer only to your section if you 
are part of a larger organisation.   

 
Section D - The project 

 
D1 Provide the project title: 

The project title should include both the nature and location of the project. 
 
Example:  
 
Providing a new playground in Central Park, Broughton 
 
You should not enter more than 10 words in answer to this question.   

 
D2 Describe the project that you wish to use this grant for: 

The project description should include an outline of the entire project, including the 
parts of the project that others will be funding. It should enable us to visualise what 
your group is trying to achieve. 
 
Example: 
The existing playground equipment in Central Park will be removed. Ground 
preparation works will be undertaken and new safety surfacing will be installed. Six 
pieces of new play equipment for 6-15 year olds will be purchased and installed at 
the site. The area will be fenced, 3 benches and 5 litter bins will be installed and 10 
trees will be planted.  
 
You should not enter more than 150 words in answer to this question.   
 

D3 What is the project’s anticipated start date? 
This should be the expected start date for your project if your grant application is 
successful.  
 
You should allow at least 2 months from our final decision date to the project start 
date, to allow for the administrative requirements of the grant. The decision dates 
for each funding round can be found on GrantScape’s website.  
 
If you are awarded a grant, you should not start work on your project until a formal 
Funding Offer is in place, or the grant will be withdrawn.   
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D4 What is the project’s anticipated completion date? 
This should be the expected completion date for your project if your grant 
application is successful.  
 

D5 Are any consents and/or permissions required for the project to proceed? If 
so, are these in place? 
We need to know whether any consents and/or permissions are required in order 
for your project to proceed. Examples could include: 
 

 Planning permission / building regulations approval 
 Listed building consent if a listed building / structure is involved 
 Faculty / relevant consent for the project if a church or other religious building is 

involved 
 Environment Agency consent 
 Consent from the owner of the project site if this is not your organisation 

 
If any consents and/or permissions are required, please tell us whether they have 
yet been received. If they haven’t yet been received, by when do you expect to 
hear?  
 
You should not enter more than 150 words in answer to this question.   

 
D6 Provide the project location:  

This is the address of the project site.  
 
D7 Provide the full project location postcode:  

If the project site does not have its own postcode, please provide the nearest one. 
 
D8 Please complete the table to show when the general public will be able to 

use/visit the project site: 
To be eligible for a grant, projects must be available and open to the general public. 
As a minimum, this should be for 4 evenings a week, or 2 days a week, or 104 days 
a year. 
 
When completing the table, you should include all times the amenity is available to 
the general public, including times when it is currently used and times when it is 
available for use. Please use the 24-hour clock (i.e. 1.00pm should be shown as 
13.00). 

 
Note: for times between 1.00am and 9.00am you will not be able to show the 
preceding zero (i.e. 9.00am will show as 9.00). 

 
D9 Will there be a charge to use/visit the project site? 

Please select either ‘yes’ or ‘no’. Only state ‘no’ if the amenity will be completely 
free of charge for all users.   
 

D10 If there will be a charge, please provide details, including the hourly/session 
rate. 
If the charging structure will vary for different types of use/visitor, please ensure that 
you provide full details here. Charges may, for example, be made for entrance to 
the amenity, or for people’s use of it (hourly or session rates). 
 
You should not enter more than 50 words in answer to this question.  
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D11 What is the name of the organisation or Local Authority which actually owns 
and operates the project site? 
If the amenity is owned and operated by different organisations, we need details of 
both. Please clearly state which organisation owns the amenity, which operates the 
amenity and any legal agreements that exist between the organisations. 

 
You should not enter more than 50 words in answer to this question.  

 
D12 Who will be responsible for maintaining the project following completion and 

what will this involve? 
Firstly: please give the name of the organisation that has agreed to take on the 
responsibility for future maintenance. It is likely that this will be your organisation. 

  
 Secondly: ensuring that there will be satisfactory arrangements in place for the 

project’s maintenance is an important factor in our grant assessment process. You 
therefore need to tell us here about how the project will continue to be maintained in 
the future.  

 
You should not enter more than 100 words in answer to this question.   

 
Section E - Project costs 

 
E1 What is the total project cost? 

This should be the total cost of the project, including parts of it that others will be 
funding. Please use net cost figures if your organisation is able to reclaim VAT, and 
gross cost figures if you are unable to reclaim VAT. 

 
E2 How much money are you applying to GrantScape for? 

The figure should be between the minimum and maximum grant levels available). 
 
E3 How much funding will your organisation be providing towards the total 

project cost? 
This should be the total amount that your organisation will be providing for the 
project. It could include monies that have been accrued through fundraising 
activities, plus any cash reserves that will be used towards the project costs.  
 

E4 Please complete the table to show any grants you have already secured from 
other funders for the project: 
Please list all the funders who have confirmed that they will provide grants for your 
project. Detail the amount(s) that they have approved and the date(s) on which the 
funding was awarded. 

 
When entering dates, please use the format DD/MM/YYYY. 

 
E5 What is the total amount that you have secured from other funders? 
 This is the total of the amounts entered in answer to question E4. 
 
E6 If there are any conditions relating to these grants, please tell us here: 

We need to know about any conditions relating to grants already awarded by other 
funders for the project. In particular: 
 

 Are there any deadlines by which the grants must be used? 
 Are the grants only available for certain elements of the project? 

 
You should not enter more than 50 words in answer to this question.   
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E7 Please detail any grants you have requested from other funders for the 
project, where you are still waiting to hear from them:  
Please list all the funders to whom you have applied for grants for your project. 
Detail the amount(s) that you have applied for and the date(s) by when you expect 
to have a funding decision. 
 
When entering dates, please use the format DD/MM/YYYY. 

  
E8 What is the total amount that you have requested from other funders? 

This is the total of the amounts entered in answer to question E7. 
 

E9 If there is a funding shortfall, how much is this and how will your organisation 
address it? 
Your project will have a funding shortfall if the total project cost exceeds the funding 
that you have already secured (including the amount your organisation is providing) 
and the funding that you have requested (including the amount you are applying to 
GrantScape for).   
 
It can be calculated as: 

 
Total Project Cost – (GrantScape + Own funds + Other secured funds + Other 
requested funds) = Shortfall 

 
 Or: 
 

E1 – (E2 + E3 + E5 + E8) = E9 
 
 If there is a funding shortfall, please tell us how much this is. Then tell us about any 

funding sources that you have identified but have not yet approached for funding, 
and any other planned activities to cover the shortfall. 

 
You should not enter more than 150 words in answer to this question.  

  
E10 Please complete the table to give us a breakdown of all costs relating to the 

project: 
To help you complete the table, follow the more relevant of the two examples below. 
The numbers used are purely for illustration. 
 
If your organisation can reclaim VAT, please show net costs. Otherwise, use the 
gross amounts. 
 
 
Example 1: Development of a community hall 

  

Item/activity Requested from 
GrantScape (£) 

Total cost 
(£) 

Architects’ drawings 500 2000
Building works 15000 65000
Internal flooring 2000 5000
New kitchen equipment 10000 10000
Tables and chairs 1000 2000
TOTAL 28500 84000
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Example 2: Nature conservation project 
  

Item/activity Requested from 
GrantScape (£) 

Total cost 
(£) 

Habitat works – contractor costs 10000 12000
Direct staff costs (on-site) 3000 5750
Volunteer costs – travel and training 750 750
Tools and equipment 1150 1500
Project management and overheads 600 1000
4 Interpretation boards 1000 2000
TOTAL 16500 23000

 
E11 A Contributing Third Party (CTP) donation is required for each grant awarded. 

Please give the name of the individual who will be providing this for your 
group, or answer Question E12 if it will come from your or another 
organisation:  
Details of what a Contributing Third Party (CTP) donation is, why it is required, who 
can be a CTP donor, and how to calculate the amount required are provided in the 
file downloadable from GrantScape’s website titled: “Contributing Third Party (CTP) 
Guidance”. We strongly recommend that you read this. 

 
Please note that, to be eligible as a CTP donor, the individual must not benefit, for 
example, by winning a contract to carry out work relating to the project.   

 
You do not need to answer this question if you have named an organisation in your 
answer to question E12. 
 
If you have any questions, please contact GrantScape on: 01908 247630. 
 

E12 A Contributing Third Party (CTP) donation is required for each grant awarded. 
Please give details of the name of the organisation that will be providing this 
for your group, or answer Question E11 if it will come from an individual:  
Details of what a Contributing Third Party (CTP) donation is, why it is required, who 
can be a CTP donor, and how to calculate the amount required are provided in the 
file downloadable from GrantScape’s website titled: “Contributing Third Party (CTP) 
Guidance”. We strongly recommend that you read this. 

 
Please note that, to be eligible as a CTP donor, the organisation must not benefit, 
for example, by winning a contract to carry out work relating to the project.   
 
You do not need to answer this question if you have named an individual in your 
answer to question E11. 

 
If you have any questions, please contact GrantScape on: 01908 247630. 
 

E13 Please provide the address of the individual or organisation who will be 
providing the CTP donation for the project: 
We will not normally contact the CTP donor during our assessment process. By 
exception, should we need to contact them, we will always arrange this through the 
main project contact named in question B1. 
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Section F – Project need and overall benefits 

 
F1 How have you identified that the project is needed, and what community/user 

group consultation did this involve? 
 It is very important that you are able to tell us why the project is needed and how 

you have identified this need. What we are also looking for here is evidence of 
community support for (and involvement in) the project, because this will be a key 
criterion when we assess your organisation’s grant application.  
 
The need for the project may have been identified in a local plan, through a building 
inspection, or in the results of a community survey.  It could also simply be the fact 
that there is a current lack of facilities in the area, or that current facilities are 
inadequate to meet demand. 

 
Some examples of community/user consultation that your organisation could have 
undertaken include arranging community questionnaires and seeking letters of 
support for the project. Evidence of support may also be available from petitions, or 
the minutes of public meetings. 
 
You should not enter more than 150 words in answer to this question.   

 
F2 Please tell us about the difference you expect the project will make, including 

the activities local people will be able to participate in when it is completed:  
 The level of community benefit and enjoyment that will result from the project will be 

a key criterion when we assess your application. 
 
When detailing the difference you expect the project will make, please tell us about 
the benefits that your organisation aims to bring about through the project for your 
local community. 
When detailing the activities that people will be able to participate in when the 
project is completed, please include all educational, recreational and social 
activities. 

 
You should not enter more than 150 words in answer to this question.   

 
F3 If the project will make improvements or provide improved facilities for 

people with disabilities, please provide details: 
This could include the installation of an access ramp or toilet facilities for people 
with disabilities.  Please note that projects that are solely aimed to meet the 
requirements of the Disability Discrimination Act (DDA) and which are of little 
benefit to your current or anticipated future users are unlikely to receive funding 
from the Mick George Community Fund. 

 
 You should not enter more than 150 words in answer to this question.   
F4 How will you ensure that the project’s availability is publicised once it has 

been completed? 
 Examples of how your organisation could publicise the project’s availability include: 
 

 Arranging an opening ceremony or launch event and inviting local newspaper 
reporters 

 Producing a press release for your local newspapers 
 Writing an article for your local area newsletter 
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 Advertising opening times, any charges and booking arrangements on your 
organisation’s website and/or on other relevant websites 

 Providing details on an external notice board 
 Placing details in the local library, local shops etc  

 
You should not enter more than 150 words in answer to this question.   

 
F5 What is the current annual footfall of the project site? 

The footfall counts every visit. So, for example, 1 person who visits or uses the 
project site 10 times in a year counts as a footfall of 10. 
 
Please provide as accurate a figure as possible, for example based on bookings 
taken over the past 12 months. Where records are not kept, provide a best 
estimate. 

 
F6 What do you expect the annual footfall of the project site will be once the 

project is complete?  
The footfall counts every visit. So, for example, 1 person who will visit or use the 
project site 10 times in a year counts as a footfall of 10. 
 
Please provide an estimated figure. You may wish to consider the following points: 

 

 Current user numbers 
 Estimated increase in user numbers following completion of the project 
 The number of people residing in your community 

 
F7 How many individuals currently use/visit the project site per year? 

Please note that 1 user is a person who visits the project site once or more during 
the year. For example, 1 person visiting the project site 10 times in a year counts as 
only 1 user. 
 
Please provide as accurate a figure as possible, for example based on bookings 
taken over the past 12 months. Where records are not kept, please provide a best 
estimate.  

 
F8 How many individuals do you expect will use/visit the project site, per year, 

once the project is complete?  
Please note that 1 user is a person who will visit the project site once or more 
during the year. For example, 1 person who will visit the project site 10 times in a 
year counts as only 1 user. 
 
Please provide an estimated figure. You may wish to consider the following points: 

 

 Current user numbers 
 Estimated increase in user numbers following completion of the project 
 The number of people residing in your community 
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Section G – Environmental, social and economic benefits 

 
G1 Please provide details of how the project will benefit the environment:  
 By the environment, we mean both the natural environment and the built 

environment (buildings and structures). 
 
Environmental benefits that your project could provide include: 
 

 Transforming an unloved area by creating a sensory garden, or a community 
orchard or pond 

 Reducing carbon emissions by installing an energy-efficient boiler, cavity wall 
insulation and double-glazed windows in a community building 

 Providing or refitting a kitchen in a community building, using energy-efficient 
equipment (fridge, freezer etc) 

 Renovating a sports playing field where the playing surface is poor and/or 
subject to damage (this could include drainage works ) 

 Improving the safety of an amenity; for example by re-equipping a play area for 
young children  

 Supporting nature conservation and wildlife by undertaking habitat works 
 Providing exciting new play facilities for young people where they have little to 

do, so discouraging the possibility of anti-social behaviour 
 Using materials that are recycled, recyclable and/or long-lasting 

 
You should not enter more than 150 words in answer to this question.   
 

G2 How many full-time jobs will be created or maintained if the project is 
delivered? 
This should be the number of full-time permanent positions that will either be 
created or will not be lost as a direct result of the project. For example: 
 

 The recruitment of a full-time gardener to maintain the new village community 
garden; or 

 A full-time caretaker maintaining their position, since providing a new roof for the 
community centre will ensure that it will not be closed down. 

 
G3 How many part-time jobs will be created or maintained if the project is 

delivered? 
This should be the number of part-time permanent positions that will either be 
created or will not be lost as a direct result of the project. For example: 
 

 The recruitment of a part-time gardener to maintain the new village community 
garden; or 

 A part-time caretaker maintaining their position, since providing a new roof for 
the community centre will ensure that it will not be closed down. 

 
G4 How many volunteers in total are expected to help in the project’s delivery? 

Please provide a best estimate. 
 
G5 How many young people (aged 16-25) are expected to help in the project’s 

delivery? 
 Please provide a best estimate. 
G6 How many volunteering days for young people (aged 16-25) is the project 

expected to create? 
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 Please provide a best estimate. For example if you are expecting 5 young 
volunteers to be involved through two events, each a half-day long, the answer 
would be 5 volunteering days (i.e. 5 x 0.5 plus 5 x 0.5).  

 
G7 How many training opportunities will be created or maintained, directly linked 

to the project? 
 Please provide a best estimate. This question may be particularly relevant for 

projects involving volunteers. 
 
G8 How much additional income do you anticipate the project will generate for 

your organisation per year? 
Please provide a best estimate of the amount of additional income, not the income 
you currently receive. You may wish to consider the following points: 

 

 Estimated increase in user numbers following completion of the project 
 The average amount each user will pay to visit/use the project site 
 Any other sources of income the project will generate, e.g. donations  

 
G9 If appropriate, please provide an estimate of the hectares of land to be worked 

on during the project’s delivery: 
Please provide a best estimate. A hectare is equal to 10,000m2 or 2.47acres. 

 
G10 If appropriate, please provide an estimate of the metres of footpath / 

bridleway / cycle path to be created by the project: 
 Please provide a best estimate. 
 
G11 If appropriate, please provide an estimate of the number of trees to be planted 

during the project: 
 Please provide a best estimate. 
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Section H - Supporting documentation 

 
In Section H, we ask you to indicate the documentation that is available in support of your 
application by ticking the relevant boxes. The documents will be requested from you if 
required. 
 
The list of documents and supporting guidance notes for these is as follows:  
 

Constitution / memorandum and articles / trust deed / governing document  
 

Your organisation should have a management committee. It should also have a 
written constitution; or a written set of rules detailing its aims, objectives and how 
the organisation will operate. 
 
Latest audited or independently examined accounts  

 

If your organisation has been running for 15 months or more, it should have proper 
accounting procedures and be able to provide appropriate records of annual income 
and expenditure. If over the threshold required by the Charity Commission, 
independently examined or audited accounts should be produced.  

 
Project plan 
 

Your organisation should consider producing a plan if your project is going to 
require close management, if it is complex, or if it will take a while to deliver. 
Projects where we would expect your organisation to have produced a plan include, 
for example: 

 

 The construction of a new community centre 
 The delivery of a nature conservation project involving contractors and 

volunteers 
We wouldn’t expect you to produce a project plan for simple projects such as 
installing replacement windows or kitchen equipment in a community centre.    

 
This doesn’t need to be a long document, but it should detail your project’s 
objectives, target beneficiaries, what needs to be done when, roles and 
responsibilities, target outcomes and forecast costs. 

 
Project site plan / map / drawings 

 

For some types of project, it helps to have a visual aid to what is going to be 
delivered. For example: 
 
 Architects’ drawings - if your project involves building works 
 A marked-up site plan - if it involves works in a public park or nature reserve 
 A marked-up map - if it involves works on footpaths, bridleways or cycle paths 
 Layout drawings - if it involves the creation of a play area 

 
Equality and diversity policy 
 

Your organisation should have an Equality and diversity policy (Equal opportunities 
policy), or a statement from your management committee confirming its 
commitment to Equality and diversity. 
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Safeguarding policy (for children and vulnerable adults)   
 

If your organisation works with children and young people under the age of 18, or 
with vulnerable adults, you need to have a Safeguarding policy. This must be 
appropriate to your organisation’s work and to the project that you are asking us to 
fund. 

 
Volunteer policy 
 

If your organisation will be working with volunteers, you should have or produce a 
Volunteer policy. 

 
Public access or lettings policy 
 

To be eligible for a grant, projects must be available and open to the general public. 
As a minimum, this should be for 4 evenings a week, or 2 days a week, or 104 days 
a year. 
 
We would therefore expect there to be a public access or lettings policy for all 
amenities with managed/controlled access (e.g. village halls and community 
buildings) and where usage/visit charges are made. 

 
Questionnaires / other evidence of need for the project 
 

In identifying the need for your project, you may have arranged some form of 
community consultation, received letters of support etc. 

 
Confirmation of ownership of the project site / copy of the lease 
 

If the project involves expenditure on premises or land, we need to know who owns 
this. 
 
Competitive quotations for the project works / equipment 

 

If a grant is awarded, we will normally expect you to obtain three quotes for 
equipment, capital items and works involving contractors. For larger projects, such 
as those involving construction works, these quotes may be obtained as part of a 
formal tendering process. 
 
Quotations provide evidence that you have looked around for best value. This 
doesn’t mean that you will need to accept the cheapest quote if this won’t, for 
example, provide the best service or the most durable equipment.  

 
Section I – Attachments 

 
 Please attach up to 3 digital photos of the existing project site: 

To assist our assessment process, we require up to three digital photos of the 
existing project site. You will be able to upload your photos as JPEG files, each of 
which must be no larger than 1 Megabyte (1MB).  

 
Should you encounter any difficulties, please call GrantScape during office hours on 
01908 247630, or email: helpdesk@grantscape.org.uk 
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Section J – Additional relevant information and declaration 

 
J1 Please provide any additional relevant information that you consider is 

important we should be aware of: 
This provides you with a final opportunity to add any further information that you feel 
is relevant to this application where there has not been an appropriate question to 
explain elsewhere.  
 
You should use no more than 150 words when answering this question.  

 
J2 Declaration: 

You should only tick the box if:  
 

 You are duly authorised to submit this application on behalf of your organisation; 
and  

 To the best of your knowledge and belief, all answers to the questions are true 
and accurate. 

  
 
 


