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Writing better applications for Funding
Application checklist

This document provides a checklist for a successful funding application.

 Location.
Are you in the right location? It is important to have the right location that the funders want,

whether it is the geographical location or the socio-economic status of the location.

 How eligible is the organisation?
Eligibility for funding, no matter what type of organisation, is usually dependant in part on
the location of the activity for which funding is being sought.

 How eligible is the location?
If the location is in a disadvantaged area economically or socially, it may be looked upon
more favourably.

 Type of organisation.
Do you have the right type of organisation? Check that your organisation fits in exactly with the
funders’ guidelines, if the funder only funds charities, there is no point in applying!

 Is your organisation the right type?
Some funders’ only invest in charities. They may also exclude specific groups such as
Umbrella bodies or only fund national or local groups. Some sectors are more favoured than
others, such as tourism, arts, agriculture and other specialist sectors.

 Size.
Some grants may be aimed at small businesses or a certain amount of employees. Again, it is
important that you read the guidelines from the funder before you apply.

 What size is the organisation?
Grants may be aimed at businesses or groups of a certain size, employing a minimum or
maximum number of people, therefore it is essential to apply to the most appropriate
funding scheme.

 Project purpose.
What purpose does the project have? It is essential to explicitly explain every aspect of your project,
why does your project need funding and what outcomes will it have?

 Remember the detail!
It is important to explain in detail what the money will be used for.

 What are the outcomes?
Be clear about your intended outcomes of your project.
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 Meeting funders’ objectives.
Have you met the funders’ objectives? It is important to clearly address the funders’ objectives
accurately with no technical terms.

 Is the application clear?
Be clear about why you are seeking funding

 Has the application addressed all the objectives?
Ensure the application meets all the objectives of the funder by reading the guidelines very
carefully.

 Is the application accurate?
Write concisely and accurately as possible, do not make assumptions about the funding
body and do not use technical terms.

 Demonstrate a need for the project.
Have you persuaded the funder? You must ensure that the language on the application is persuasive
backed up by facts, figures and evidence.

 Have you used persuasive language?
Persuade the funders that there is a need for the project. Answer questions such as; what
needs do your target group have? How do you know that they have such needs? Why is it
important that these needs are met? How will the project fulfil their needs?

 Have you used facts and figures?
In order to demonstrate the extent of the target groups’ need, there should be facts and
figures to support the case.

 Illustrate how the project will make a difference.
How will your project make a difference? Why is the funding essential in changing peoples’ lives?

 Will the difference be long term?
A good application will state how the project will make a long term difference to people’s
lives.

 How will the money be spent?
Demonstrate that you will be spending the money wisely.

 How will the project be monitored?
If you are awarded the grant it is essential to demonstrate how you will monitor the project
as funding bodies will wish to see information illustrating how the project is progressing.

 Show that the project is well planned.
Have you planned every aspect of the project? Is every element of the application planned down to
the last detail and backed up by evidence and research?

 What aspects are covered?
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Successful applications will include what it is you are going to do, what difference your
project will make, dates, how you are going to measure whether your project has achieved
its aims.

 Have you demonstrated evidence and research?
Applicants should show that they are serious and will be able to successfully deliver projects
and want to see evidence and research.

 Accurately cost your project.
Are your costs accurate? The costs should never be estimated, rounded up or down. The costs should
be calculated accurately.

 Are the costs accurately calculated and justified?
A successful application will not guess what the costs will be but will justify the amount that
has been requested and it should include all aspects of the project. You could review what
has been spent in previous years or look at accounts of other organisations that have done
similar projects.

 Are the costs reliable and realistic?
Do not over or under estimate the project costs, be as realistic as possible.

 Provide evidence of good management.
Do you have sound evidence? It is important to back up your statements with evidence of good
management.

 Have you illustrated how the project will be delivered?
A successful application will show the funder that the organisation is capable of delivering
the project, therefore it is important to show evidence for example, a book keeping system.

 Have you looked at the policies?
Funders will also look at the policies the organisations has in place including health and
safety, employment, child protection and equal opportunities.

 Presentation.
How good is your presentation? If the application reflects a poor presentation, the funder will assume
that the application will be of similar quality. Take time to make sure that grammar and spelling are
correct.

 How good is the presentation?
As well as the content of your application, the layout and presentation is vital. Good
applications have a good structure with clearly defined titles and subtitles with easy to read
text. Tables and graphs are a good way to display information. Grammar and spelling also
need to be correct.

 Successful applications will obey any guidelines and instructions on how to complete the
form. The form may have rules regarding the format, headings or signatures which if
followed.

 Criteria.
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Do you fit the criteria? Have you checked the criteria extensively? Ensure that you match the criteria
exactly.

 Does the application follow every single criteria?
A good application will follow the criteria and judgement points, as this is what the
application will be scored against. Research the funder and make certain that your project
fits their criteria.

 Does the project outcomes match funders outcomes?
The project outcomes meet an identified need and help to achieve the changes that the
funder wants to make through the area of investment.

 How will you achieve the outcomes?
The organisation has demonstrated that it can deliver the project well and achieved
proposed project outcomes.

 Feedback letter
The Grants officer will check to see that you have responded to feedback. Giving feedback is essential
in maintaining a relationship with the funder.

 Check your feedback!
Have you read your feedback letter and the requirements?

 Have you addressed every point of the feedback?
Check that you have addressed every point.

 It is important to respond to the feedback.
Respond to any feedback the Grants officer has given in correspondence or meetings.

 Project activities.
It should be clear what your activities will be and how people will engage with the project. Have you
explained exactly what you want the grant officer to fund?

 State exactly what you want the funder to fund.
Focus on what you’re asking a grant officer to fund, do not focus on the organisations
history.

 Keep it straightforward!
Be consistent; avoid confusing the application with details of the other project.

 Are there any examples you can use?
The use of short case studies can be beneficial.

 Do not confuse the funder.
Avoid broad/vague terms, explain to the grant officer exactly what the project intends to do.

 Evidence of need
Have you provided evidence that your project is vital? Have you demonstrated how vital the project is
supported by evidence or research?

 Demonstrate a need with evidence.
The application must demonstrate that there is a need for the project and must be
supported with evidence.

 Research will strengthen our application.
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The assessments can only be based on what is contained in the application form, successful
applications are not based on assumptions or hearsay but conducts their own research.

 Is the application relevant to the project all throughout?
Successful applications remain relevant to the project and are specific to the client group;
they also remain in proportion to the size and scale of the project.

 Have you demonstrated why the project is the only way of meeting needs?
Demonstrate why the project is the most appropriate way of meeting the identified needs.

 Demonstrate research.
Show user involvement in project development.

 Evidence could include:
o Good quality recent inclusive consultation internally (with participants, staff

board members) and externally (with stakeholders, partners, wider community).
o Undertaking relevant research or using other results from research already

undertaken by other organisations.
o Beneficiary engagement in the development of the project
o The experience and knowledge of the people in your group for example, a case

study.
o The use of relevant and recent statistics for example, census.
o Evaluation of a successful pilot project or previous similar work.

 Sustainability
Have you shown how sustainable the project is? It is essential to demonstrate the project will still
provide benefits beyond the grant.

 Have you demonstrated the longevity of the project?
It is important to state how the project will provide benefits beyond the life of the grants.

 Is the project interconnected?
Demonstrate how the project compliments or fits with national and local objectives.

 Have you illustrated good working partnerships?
Successful applicants also state how they will create and develop good working partnerships.

 How will you evaluate the project?
Show clear systems for evaluation and learning as the project progresses, and how this
learning will be able to inform the future development of the project.

 Does the project fill any gaps?
Illustrate how the project adds to existing services or fills a gap in the services.

 Outcomes.

Outcomes are the changes that the project will make. Does the application address how the
outcomes will be meeting needs and how to achieve them?

 Have you assessed how well the outcomes meet the needs?
The assessment of the application is based around the outcomes, successful applicants
identify how well the outcomes are meeting the needs, how likely you are to achieving them
and how well they fit with the aims of the funding.

 Who will benefit?
Demonstrate the organisations or the people that the project will benefit.

 How will the project make a change?
State how the project will make a difference and what will change as a result of the project.
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 What indicators will be used to measure change?
It is important to include how the project will be tracked and measured by using outcome
indicators such as milestones.

 Measuring progress.
Have you demonstrated how you will measure the projects’ progress? Does the application include
monitoring techniques to ensure that the project is progressing?

 How will the project be monitored?
Successful applications have evidence that plans are in place for monitoring progress for the
project.

 What systems will be used to measure progress?
Demonstrate what systems will be used to effectively measure progress on your milestones
and outcomes.

 Will you include beneficiaries to measure progress?
Illustrate how you will involve beneficiaries in measuring and tracking progress.

 Planning
Business plans are a useful tool. Has the application demonstrated a credible business plan which
demonstrated the risks involved?

 Have you included a business plan?
A business plan should show exactly how the project will work.

 Have you outlined the risks?
Show that you are aware of the risks involved in the project.

 How do the project and the organisation fit together?
State who will be responsible for delivering the project and how the project fits into the
organisation’s work.

 Budgeting.
Have you calculated your budget? Ensure that the budget has been calculated correctly. Furthermore
the amount requested should be a realistic amount.

 Is your budget correct?
Check that your total adds up. Poor budgeting, calculation of costs or inconsistencies in
totals does not demonstrate good financial management, and could not only affect your
assessment but also could affect your grading.

 Are you asking for a realistic amount?
Successful applicant will research the average grant size and not ask for too much or too
little. They will also have match funding and think about tapered funding to sow a
commitment to sustainability.

 Skills and experience.
State what you can bring to the project. What skills and experience do you have that will drive the
project?

 Show how you have learnt from experience!
Describe what you have learnt from previous work or a pilot study. What have you learnt
from other organisations or similar projects?

 Describe your skills.
Demonstrate what are your individual skills and experience.
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 Do you have partnerships?
What are your existing partnerships?

 Points to remember:

 Be simple, clear, specific and consistent.
 Do not assume what the finders’ know anything about the area of work.
 Remember to budget for everything for example, inflation, auditors.
 What are the evaluation costs?
 Act on any feedback that funders’ have given, read the guidance notes.
 Plan your project carefully.
 Proofread your form or ask someone else to read it.
 Clearly explain your project, do not undersell your organisation and its work.
 Make sure you include all the information required and do not leave any questions

unanswered.

 Useful resources:
 N. Botting & M. Norton, Directory of Social Change (2001) The complete Fundraising

Handbook.
 M. Norton & M. Eastwood, Directory of Social Change (2002) Writing Better Fundraising

Applications.


