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Guidelines and notes for applicants 

It is important that you read these guidelines and notes before completing your application form
What is ‘Be informed’?

A visit scheme to help your organisation learn about sustainable funding. 

If you are a third sector organisation operating in Wales then you could receive funding to visit another organisation with first hand experience of working towards achieving financial sustainability. Up to 30 visits will be funded. 
This scheme is managed and administered by WCVA and funded by the Big Lottery Fund (BIG) in Wales. ‘Be informed’ is part of WCVA’s initiative Sustainable Funding Cymru which seeks to help more groups in disadvantaged communities across Wales work towards a sustainable future.
Use this fund to find out more about the processes involved in sustainable funding. Visit others to learn about their experiences and the key issues to consider when implementing sustainable funding methodologies.

What is sustainable funding? 
Sustainable funding is not a source of funding or income, nor is it concerned with being able to fundraise better or more effectively. It is a process or approach to increasing an organisation’s financial sustainability that will help to ensure its long-term future. 

In order to become sustainable organisations need to plan effectively, avoid reliance on a single source of funding, build organisational skills and capacity and choose income streams that are appropriate to the organisation.  
Who can apply?

Your organisation can apply if:

· you are a not-for-profit organisation and are independent of government and private sectors;

· you have a constitution or set of rules, dated and signed as ‘adopted’ by the chair, or other senior office holder on behalf of the organisation; 
· you have a bank account, in the name of your organisation, which requires at least two signatures;

· you can provide a copy of your most recent audited accounts or statement of income and expenditure signed as approved by your chair or other senior office holder;

· your organisation and its activities take place in Wales;
Who can you visit?

Any third sector organisation based in the UK with experience of developing a sustainable funding approach to their work. 

We ask that you identify a host organisation to visit and be able tell us why you want to visit them. You must also have obtained their consent to visit before applying for funding. 

If you are unable to identify a suitable host, please contact WCVA or your local county voluntary council who may be able to identify an example of good practice for you. We regret that WCVA can not organise the visit on your behalf.

How do you apply?

By completing an application form which is available from WCVA. Please contact the Helpdesk on 0800 2888 329 or help@wcva.org.uk for a copy of the form. 

What can you apply for?
The scheme will fund you to visit another third sector organisation to learn about their experiences of sustainable funding.  

We can support your visit by contributing a maximum of £200 towards out of pocket expenses such as your time and travel.  
We will also pay the host organisation a consultancy fee to a maximum of £200 for their time spent with you. 

When can you apply? 
Applications must be submitted before 5 pm on Monday 30 June 2008. 
A decision concerning your application will be made by Friday 15 August 2008. 

All monies must be spent before Friday 5 December 2008 or be returned, or part returned, to WCVA. 

What do we expect in return? 

Successful applicants will be required to:
· make a visit and claim your funding no later than Friday 5 December 2008.

· prepare a brief report about the visit (you will be sent a form to complete). 
How your application will be assessed
Eligibility

Your application will first be checked to make sure it is eligible for funding under the terms of the scheme. The essential eligibility criteria are:

· the organisation must be legally constituted with a governing document that is signed and adopted;

· the organisation must be independent of government and private sectors;

· the organisation must be eligible according to the rules of the grant scheme;

· the applicant organisation and its activities must be based in Wales;

An application that does not fully meet these criteria cannot be considered for funding. 

If it qualifies, a check will then be made to establish that the organisation has proper systems and procedures in place. These include: 

· up-to-date accounts or financial statement independently approved
· written equal opportunities statement or evidence that you are working towards one;
· evidence that the organisation is financially viable, and demonstrates good financial and managerial capacity, or that it is putting systems in place to ensure this;

· information on any previous WCVA administered grant awards and compliance with the conditions of grant;

· bank account details.

The absence of any of these may result in a call from WCVA seeking further information before the application can proceed.  

Criteria for assessment

Applications are assessed against a number of criteria and scored according to how well they meet the criteria. The criteria are:
· project description – what you want to do with the money

· written agreement from the host organisation consenting to your visit.

· demonstration of need – your reasons for undertaking the visit  
· sustainability – what you will gain and how it will contribute to developing a sustainable funding approach 
· impact – the difference the visit will make 
· value for money – is the expenditure reasonable? 
The scores are passed to the Grants Advisory Panel whose role is to consider the assessments and make decisions within the terms of the scheme. You will receive an acknowledgement of receipt of your application, which will give you an indication of the date by which you will receive a decision.

The decision of the Grants Advisory Panel is final but applicants have the right to make a complaint if they feel their application has not been properly administered. Applicants who are unhappy with the decision of the Grants Advisory Panel may ask for further clarification of the decision from the grants administrator. 

Please use the following notes to complete the application form
The application form

Please answer all the questions, but keep your answers brief and factual: a maximum of 200 words per question should be enough. If you are not sure about what to include, please contact the grant assessors Sara Carroll or Nicola Llewelyn on 01570 424175/6 or email sfc@wcva.org.uk 
General information

Question 1.1
Please state the name, address and the postcode of your organisation. Please also provide a contact name for any correspondence; this must also be the person who signs the form on behalf of the organisation. If any of these details change whilst your application is being processed, it is essential that you contact us and update the details.

Question 1.2
Please provide your registered charity number, if your organisation is a registered charity. 
Question 1.3
Please give the total grant applied for. This should not exceed the maximum available. Grants are paid directly into your organisation’s bank/building society account by Bank Automated Clearing System (BACS) and it is important that your account details are correct. Grants cannot be paid into individual accounts, only that of the organisation and it must have a minimum of two authorising signatories. 

If your organisation has a building society or Giro bank account, please contact your branch and ask them for the sort code and account number needed to enable us to make a BACS payment: this will not necessarily be the same number that you use to make payments into the account.

Please note that we are unable to make BACS payments to Post Office National Savings accounts; however we can make payments to Giro bank accounts.

If your application is successful we will write to you to let you know when the money will arrive in your account. 

Enclosures
NB all documents listed are required.  
Please enclose a copy of your governing document (eg constitution, set of rules, etc). This should be signed by at least two members of your management committee.

Please enclose your latest annual accounts. If your organisation is a new one, please state the date it was established and give a list of committee members.

Applicant organisations must demonstrate a commitment to equal opportunities. Please include your statement / policy on equal opportunities. If you do not have one, you must demonstrate what steps you are taking to achieve one and the date when you expect it to be in place. If you would like some help with this, please contact the WCVA Helpdesk on 0800 2888 329, or visit the WCVA website at www.wcva.org.uk
Please enclose a copy of a recent bank statement in the name of your organisation or proof of your organisation’s bank details. 
Please complete and return the WCVA equal opportunities monitoring form (see question 1.6)

Written agreement from the host organisation consenting to your visit. A formal letter or a printed copy of an email will suffice. 
Question 1.4
Please tell us if your organisation has made a previous grant application to a WCVA grant scheme and whether it was successful, unsuccessful, or still in progress. If possible include the name of the scheme and reference number (if applicable).

Question 1.5
Please tell us about your organisation and its aims and objectives. Tell us when it was established, what it does to achieve the aims and who are its main beneficiaries. Which local authority area(s) does it serve?
Question 1.6
Please tell us who is involved in carrying out the activities of your organisation - staff and volunteers. Please state how many are full time; how many are part time; how many are trustees and/or regular or occasional volunteers. Please complete the attached equal opportunities monitoring form showing the diversity breakdown of staff and volunteers: this will not be used to assess your application, but to monitor information about the third sector in Wales.

Project description 

Question 2.1
Please describe the purpose of the visit and what you want to do with the money. Tell us who do you want to visit and why this organisation.  Briefly outline the host’s experience of working towards sustainable funding.   Confirm you have their consent to visit and when the visit will take place. Who will represent your organisation on the visit?
Demonstration of need

Question 3.1
Please describe your reasons for wanting to undertake the visit. Why do you want to go? What are the main opportunities or challenges facing your organisation? 

Sustainability 

Question 4.1
Please describe what you hope to gain from the visit. How will the visit contribute to developing a sustainable funding approach to your work? Tell us about any ideas or best practice that you hope to gain. 
Impact 

Question 5.1
What difference will the visit make to your organisation and its beneficiaries? Tell us about what action you will consider to implement lessons learnt from your visit. 
Value for money 

It is important that you provide a detailed breakdown of costs for your visit as omissions can lead to the application receiving a lower score than if the information were complete, increasing the possibility of it failing altogether. It can also lead to the Grants Advisory Panel recommending a reduced grant offer if it believes there to be insufficient information.

The assessor will evaluate your budget and give a score for each of the following:

· has the visit been properly costed?

· is the expenditure reasonable?

· are the costs realistic and within existing rates?

· does it contain all of the relevant budget headings and costs?
Is the form signed and dated?

Please ensure that the person signing is authorised to sign by trustees

Applicants are advised not to assume that any grant will be paid 

until they receive a letter awarding the grant

Applications should be made on the form supplied.  If you require more space to complete your answers, please use additional sheets of paper

Please note the provision on the Data Protection Act 1998

contained in the application form 
What happens next?

· As soon as we have received a completed application form with all the necessary documentation, you will receive an acknowledgement letter, this letter will contain a reference number and it is important that you quote this if you contact us again.
Will I be monitored?

If you receive a grant you will be monitored in order to: 

· assess whether the grant was spent on the activities approved;

· identify whether the scheme as a whole is meeting its purpose;

· accumulate information on the activities funded from the scheme.
Who can I talk to about this application?

Contact the grant assessors Sara Carroll or Nicola Llewelyn on 01570 424175/6 or email sfc@wcva.org.uk 
Who makes the decision? 

An expert Grants Advisory Panel established and chaired by WCVA.

Who can I contact if I am unhappy with the process?

Applicants have the right to complain about the administration of the scheme by using WCVA’s complaints procedure. Ring the WCVA Helpdesk on 0800 2888 329 for a copy.

What is WCVA?

Wales Council for Voluntary Action represents, campaigns for, supports and develops voluntary organisations, community action, and volunteering in Wales. It represents the sector at a European, UK and national level, and together with a range of national specialist agencies, county voluntary councils, and volunteer bureaux, and other development agencies, it provides a support structure for the third sector in Wales.
WCVA is a membership organisation, and a company limited by guarantee, with charitable status.

Further copies of the application form and guidelines are available from WCVA at the above address, from the WCVA Helpdesk on 0800 2888 329, or visit the WCVA website at www.wcva.org.uk
What is Sustainable Funding Cymru?
Sustainable Funding Cymru offers practical help and support to the third sector in Wales with an interest in developing a sustainable funding approach.  
SFC delivers three key elements:  

· A website, www.sustainablefundingcymru.org.uk , which encourages the sector to take the first steps in looking at sustainable funding and includes case studies, tips, planning and funding guides.  

· Training, which provides an overview of the tools and resources required to achieve financial sustainability, provided nationally by WCVA and locally by CVCs.

· Extended support to help around 30 champion organisations put their new skills and learning into practice.




Be informed!








The sustainable funding visit scheme
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