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9.  Staffing and volunteering 

Describe paid posts and volunteer involvement, skills required, recruitment issues, 
induction and training.  Any skills shortages or gaps in the team should be identified 
together with action to recruit or train. 

 
10. Management 

Who makes overall policy and who takes day to day decisions, and existing and 
proposed line management and communication arrangements; procedures for 
target setting, management reporting, monitoring, staff supervision, and appraisals, 
management of financial arrangements (a organisation chart may help). 

 
11. Premises, equipment and other issues 

The ownership and/or tenancy terms, lease or purchase cost, and suitability of 
premises, adaptations and conversion costs, transport facilities etc.  

 
12. Training and support 

The help you have had and will continue to receive to develop the project, the 
capacity of your group, and management skills, training plans.  

 
13. The beneficiaries 

The groups of people who receive benefit from your activities, (e.g. service users 
and clients, volunteers), how they benefit and how you will you record and measure 
whether you are achieving these benefits.  

 
14. Accountability 

How you will evaluate your progress and achievements; how you will communicate 
with and involve and the community, users, partners, funders etc.  

 
15. Budget/cash flow forecast 
  For the forthcoming three years.  
 
16. Analysis of the financial arrangements 

A detailed description and overall assessment of the financial implications of your 
proposals, explaining each item which appears under the income and expenditure 
headings in your cash flow forecast; sources of funding and prospects for 
sustainability.  

 
17. Project timetable 

A timetable showing the key stages in achieving each of your main objectives 
 
18. Strengths and weaknesses 

A description of the strengths and weaknesses of your organisation and project and 
how you will deal with the weaknesses. 

 
19. Summary of grant request 
 The total amount of grant aid needed from all sources, the sources explored and 
 funding secured, particularly matching funding, sustainability, future funding needs 
 and possible sources. 
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