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Application Form – MAIN GRANT 
	Our grants programmes are funded by the individuals, companies, charitable trusts and public bodies we work with. To read more about our donors, please visit www.scottishcf.org/a-z


(All sections of this form must be completed – please consult the accompanying guidance notes for assistance.)





Section 1 – Contact details 

     
Name of group

     
Contact name: 
     
     
Position:
Email: 
     
     
     
Tel (main):


Website:

     
Tel (evening):

Correspondence address for this application:
     
     
              Postcode:

     
                                                                             Beneficiary Postcode (see guidance):

Is this a Private address:  FORMCHECKBOX 
  or a Business address:  FORMCHECKBOX 

Your Organisation address (if different from above):

     
     
Is this a Private address:  FORMCHECKBOX 
  or a Business address:  FORMCHECKBOX 


Postcode:

     
Section 2 – About the organisation 

Where does your organisation work?


     
In which Local Authority is this? 


     
When was your group established? 



Are you a registered charity?  


Yes  FORMCHECKBOX 

No  FORMCHECKBOX 

      Pending      FORMCHECKBOX 



     
 - Please state charity number:


   
How many members does your Management Committee (or similar) have?
   
   
How many Full-time/Part-time staff do you employ?
Full Time 

   
    
Part Time 
How many regular volunteers do you have? 
What are the main activities of your group or what service do you provide?

     
Section 3 – Bank details


     
     
Account name:        
Account number: 
Sort code:

Section 4 – The people you work with

     
Please describe the people you work with (your members or service users) and on average how many people you work with per week, month or year*.

What sort of consultation do you do with the people you work with to ensure that your group is meeting their needs or interests?

     
     
What other organisations provide a similar service in your area?

* Note that if you work with children or vulnerable adults you must send us a copy of your Child / Vulnerable Adults Protection Policy

Section 5 – Financial details

This section must be completed and your latest annual accounts must also be included with your application.  New groups must provide a projection of income and expenditure.
     
Do you have annual accounts?


Yes  FORMCHECKBOX 

   No  FORMCHECKBOX 
      New group  FORMCHECKBOX 
 (please provide projection)
If no, why not?

How many signatures are required to authorise your cheques?  
Are any of the authorised signatories related?         (Please refer to our guidance)

If your latest accounts have a year ending date of 31 Dec 2008 or later, we require you to have had them inspected by a suitably competent person independent of your organisation. If applicable, please tell us the name and position of the person who has done this (they should also sign the accounts).

Name:      



Position:
     



     
What was your total income last accounting year*?

£

     
What was your surplus/(Deficit) last accounting year?
£
     
What are your current reserves?



£

     
     
How much of these are unrestricted reserves?
 
£

Why can these reserves not be used for this project?
Section 6 – Details of grant requested
In less than 25 words, what will this grant be used for?
     
     
What is the total cost of the 

project/service/equipment?


     
How much are you requesting from

the Scottish Community Foundation?

Who else have you applied to for funding for this project, and for how much?

     
     
When will you know the outcome?

Please give more detail about how the grant will be used, including a cost breakdown:

     
How will this project/service/equipment benefit your community?

     
     
How many people will benefit from this?:  
When will this activity take place? (See guidelines for dates of Committee meetings when decisions will be made. We need to receive your application c. 3 months before one of these dates.)
     
     
What will happen if the Scottish Community Foundation cannot award you the grant you have requested? 


Section 7 – Details of referee

     
     
Name:


 Organisation:

     
     
Tel (day): 
 
         Position:

Section 8 
Is there any further information you would like to provide in support of your application
     

Section 9 – Have you included the following with the completed application form?

Those marked * must be included in order for your application to be processed.

*A photocopy of the application form

 FORMCHECKBOX 

*Quotations, if applicable 

 FORMCHECKBOX 

*A copy of your constitution/trust deed
 FORMCHECKBOX 

Other supporting information

 FORMCHECKBOX 

*A copy of your accounts/financial projection
 FORMCHECKBOX 

Stamped reply card


 FORMCHECKBOX 

*A copy of your Child and Vulnerable Adults Protection Policy, if applicable

 FORMCHECKBOX 


Declaration:
I certify that the information contained in this application is correct, and that I am authorised to make the application on behalf of the above group.  I understand that decisions made by the Scottish Community Foundation are final.

     
Name (please print):
     
Signature:








Date

SCOTTISH COMMUNITY FOUNDATION

MAIN GRANTS (between £2,000 and £5,000)

Guidelines for Applicants 






Updated: January 2010
Thank you for requesting information about grants from the Scottish Community Foundation. 

If you are seeking a grant of £2,000 or less, please ask us for an Express Grants application form and guidelines.
The broad aim of the Foundation is to assist charities and community groups (with charitable aims) working to improve the quality of life and life chances in Scotland, especially in circumstances where funding is particularly hard to find and where a grant can achieve significant impact in enabling groups to fulfill their own objectives. 

Grants are made to groups across a wide spectrum of social welfare and community development activities. We must emphasise that the majority of our funding is directed at locally based work involving, and often initiated by, members of that local community. 

To apply, groups must have a written constitution or governing document, have an annual income of no more than £250k, have a minimum of 3 members on their management committee or board and have a bank account in the group’s name with at least 2 unrelated signatories.

Groups do not need to be registered charities to apply, but must be established on a not-for-profit basis.

· Please read the following notes and the application form before deciding whether or not to apply. Occasionally, we revise our application materials or make changes to our grants programmes.  Please check our website at www.scottishcf.org for information about any recent or forthcoming changes.
· Applications can be submitted at any time. 
· However, please note decisions are made by our Grants Committee 6 times a year. In order to be sure of a timely decision, please apply at least 3 months in advance of the committee date when you will require a decision. 
· It takes us approximately three months to process an application. Please apply in plenty of time before the Committee date when you will require a decision. To help you with the planning of your project and as a guide to when you should be submitting your application we now publish the dates on which our Grants Committee meet to make decisions. 
Committee dates for 2010/11 are as follows:
	9th April  2010
	11th June 2010
	13th August 2010
	8th October 2010
	10th December 2010
	8th February 2011


In order to be sure of a timely decision, please apply at least 3 months in advance of the date when you will require a decision.


· We will inform you by letter of the outcome of your application as soon as possible. Please do not call to find out whether your application is successful or not as we wish to use this valuable time to process applications. .  

· You may only apply for one grant at a time (whether Express or Main Community Grant). However, groups may apply for both an Express and Main Grant during the course of a year and, if successful, may hold one of each size of grant in any 12-month period.. However, the Main and Express grants should not be for the same project/activity. I.e. you cannot receive a Main Grant towards rent costs and then also apply for an Express Grant for help with the rent. 
If your Main Grant application is successful, you will not be able to reapply for another Main Grant for 8 months from the date your grant is approved.

· Any grant received must be spent within one year of award. 

· Applications from organisations that have previously received grants from the same grants programme may be treated as a lower priority by the Grants Committee if there is a lot of competition for the available funds.
· We cannot award a grant to an organisation if we have not received the relevant Completion Report from a previous Scottish Community Foundation grant.  Please also check our eligibility guidelines as these may have changed since any previous application.

These programmes DO NOT currently fund the following: 

· Individuals

· Groups whose annual income in the current or previous financial year is over £250,000.

· Groups with fewer than 3 members on their management committee or board.

· Groups whose grant request is for the advancement of religion or politics (including requests to support the core activities of religious or political groups)  

· Groups whose grant request is for less than 25% of the total project costs 

· The purchase of second hand vehicles



· The repayment of loans or payment of debts

· Costs already incurred or activities which will take place before we have made a decision on an application (retrospective funding) 

· Trips abroad 

· Payments towards areas generally understood to be the responsibility of statutory authorities. 

· Groups who will then distribute the funds as grants or bursaries 

· General fundraising appeals or activities

· Applications that are for the sole benefit to flora and fauna. Applicants are invited to demonstrate the direct benefit to the local community and/or service users in cases where the grant application is concerned with flora and fauna. 

· Projects which do not benefit people in Scotland 
Guidelines for Completion of the Application Form 

· All sections of the application form must be completed. Incomplete applications will be returned. 

· Do not state ‘see attached’ on any part of the form as a substitute for information – although if you wish to include other documents (besides your constitution and accounts) with which to support and supplement your application then you are welcome to do so. 

Section 1 – Contact details

· Make sure that this is someone who is familiar with both the workings of the group and of the grant application, as this is the person who will be contacted for any further information.
· Beneficiary Postcode:  Please complete when the project aims to take place and benefit those in a different area code to the main correspondence address.
· Please inform us by ticking the appropriate box, as to whether the addresses stated are private (personal home address for example) or a business address.

Section 2 – About the organisation
· We can only consider applications from constituted groups. The name of your group should be the name written on your constitution (or governing document or set of rules). You must send us a copy of your constitution with your application.

· Your group does not need to be a charity recognised by OSCR or the Charities Commission to apply for a grant, however, your group should be a non-profit organisation with charitable aims and objectives.
· When describing the main activities of your group/service you provide, please do not simply copy the aims and objectives from your constitution or trust deed. Please try and describe the work your group does in your own words, as this will help us with the assessment process
· We cannot award a grant to an organisation if we have not received the relevant Completion Report from a previous grant. Please also check our eligibility guidelines as these may have changed since your previous application.

Section 3 – Bank details
· Please ensure that these are accurate otherwise there will potentially be a delay in awarding any successful grant to your organisation. Your ‘Account name’ should give the exact name in which your account is held (as it is usually shown on your cheque book). We expect this to be the same as the name of your group (as shown on your constitution) and if it isn’t we may not be able to give you a grant. 

Section 4 – The people you work with 

· Describe in this section the particular community of people that the work of your organisation brings you into contact with, and roughly how many people benefit from your work or rely on the service that it provides. If you are a new group then please estimate the number of people that will benefit from the work of the group in general, as well as potential beneficiaries of the project being applied for.

· If your organisation works specifically with children or vulnerable adults, we expect you to have a suitable Child and Vulnerable Adult Protection Policy. Please send us a copy of this with your application. If you don’t send this, we may not be able to process your application until we have received it. If you are uncertain whether this applies to your group, please contact us for advice.
Section 5 – Financial details

· We currently only award funding through these grants to smaller Scotland-based organisations that have an income of less than £250,000 per annum. 

· A copy of your most recent annual accounts must be included with your application. We will be unable to process your application if you include a set of accounts that are out of date.

· Groups who have not yet completed one full year must provide a projection of income and expenditure for the group’s first year of operation, and also complete Section 5 with any information relevant to this. Please also include any evidence you can of funding pledged or secured, and include details of all your group’s income and expenditure, not just that which relates to this application.
· Applicants whose accounts show unrestricted cash reserves well in excess of the grant requested, may be given low priority.  (Unrestricted reserves are funds held for the general purposes of the organisation, as opposed to restricted reserves which will have been provided by a funder or donor for a particular purpose or project.)

Since the introduction in 2006 of a new regulatory framework for Scottish charities, any registered charity – no matter how small its income – will already be required to subject its annual accounts to some level of independent inspection. Registered companies must do likewise, in accordance with Companies House requirements. These organisations will therefore already be meeting our requirements.
If your organisation is unincorporated and not a registered charity, you will not necessarily have previously had your accounts inspected – although you may do so either because your constitution requires it or as a matter of good practice.  However, the Foundation believes that having someone independent look over your accounts promotes good practice amongst community groups – promoting transparency and confidence in local organisations, and so we have now introduced this requirement.

By inspection, we mean that your accounts and financial records have been looked at by a suitably competent person. The purpose of the inspection is to check that your accounts are consistent with the financial records of your organisation (verifying that they appear to be accurate). The person carrying out the inspection should sign the accounts, providing a brief statement confirming that this is the case.

By independent, we mean that the accounts have been inspected by someone with no connection to the management committee of the organisation that would inhibit their ability to undertake an objective and impartial inspection.  This means that the person undertaking the inspection should not be:

· A member of the management committee or anyone else closely involved in the administration of the organisation,

· A major donor or beneficiary of the organisation,

· A close relative, spouse, partner, business partner or employee of any of the above.

By competent, we mean that the person conducting the inspection should be sufficiently familiar with financial record keeping of a similar level of complexity.  We envisage that, for smaller organisations, a competent individual may be someone such as:

· The Treasurer of another group

· A Bank Manager or Accountant, or someone retired from those professions

· A community support worker 

· An individual with appropriate experience of financial record keeping

Please note that for larger organisations with an annual income of £100,000 or more, we would expect a higher degree of external scrutiny to be applied to the accounts e.g. at least an independent examination by a suitably qualified professional person, such as an accountant.

· If your latest annual accounts are for a period ending 31st December 2008 or later, please make sure your accounts have been inspected by a suitable person and that they have signed them to say so. A model statement for them to use is available from the Foundation and on our website.

Then, please tell us on the Application Form, who they are and their position – i.e. what qualifies them as suitably competent in this case, e.g. ‘former bank manager’, ‘accountant’, ‘treasurer of community association’…

· Please note that we will only award funds to organisations that have a minimum of 2 signatures required to authorise cheques.    We also request that none of the authorised signatories be related.  This includes, blood relations, those related though marriage, or people who live together.
Section 6 – Details of grant requested 

· You can ask for any amount up to £5,000. (Grant requests for £2,000 or less will be processed through the Express Grants programme – see alternative application form.) Please be aware that the maximum grant of £5,000 is only awarded very rarely. Ensure that you only apply for what will make the required impact, as this scheme is very competitive. 

· Please give a short description of the project/service/equipment you are applying for in less than 25 words. This will make it easier to describe your project when it comes to publicity. For example;

“Towards the cost of a series of training courses that benefit older people in the community”

“The grant will contribute towards the salary of an administrative worker for a year”

“Providing a range of indoor and outdoor equipment for a project that benefits disadvantaged young    people”

“Towards the costs of printing and publishing three issues of a community newsletter”
More detailed information relating to the project should be provided in later sections – here we are looking for a general description of what the grant will be used for.

· We are unable to consider a request for less than 25% of the total costs of the project – i.e. your application to us must be for at least a quarter of the total amount you need to run your project/buy your equipment. Please note that in practice this means that we cannot contribute towards a project with a total cost of more than £20,000, even if you are applying for the maximum grant of £5,000.  Please ensure that this is the genuine cost of the whole project and not a section of a much larger appeal as we are unable to consider such applications.

· State where any other funding for this project is coming from, e.g. local fundraising, other funders, in-kind contribution. Please indicate whether the funding has been received, pledged, or if you are awaiting a decision on a funding application.

· Please give an accurate list of the costs involved in the work, service, project or items for which you need the grant. If the grant requested does not cover all the costs, you should make clear which costs it will cover or go towards and go on to show how you intend to meet the other costs to ensure that the project will go ahead. 

· We require quotations if your grant request is for equipment, vehicles or refurbishment work. Please supply at least two competitive quotes. If this is not possible or appropriate, please tell us why.

· If the grant requested is for improvements to a building, we need to know that your group owns the building or has a secure long-term lease on it, so please include this information. 

· Please tell us how the grant would benefit your community: 

Explain which part of your work the grant will be used for – whether it is, for example: 

· for increasing skills, training or for personal development; 
· to provide equipment and resources for extending your service; 

· to fund a particular part of your current service; 

· to provide information, advice or awareness raising activities; 
· to support activities and community events that encourage participation and engagement.
Please detail in this section in what way this funding will benefit the community that your group works with. Useful information in this section would be: 

· How will the grant improve your existing work in the community?

· How many people will benefit from this particular project?

· What difference will the funding will make in the short or long term?

Please address all these areas in your application.

· If you are applying for equipment it is important that you elaborate on how the particular items will benefit people in your particular community. In particular if you are applying for computer equipment or individual items which will be used by one person (such as clothing) your application should tell us who will use it and how often, and should also indicate how this will bring wider benefits to your service users or the community. 

· If your project is time specific then please make sure your application is made in plenty of time to receive a decision before the project takes place. The turnaround time for a Main Grant application is up to 3 months.
Section 7 – Details of referee

· Your choice of referee should be someone who knows about your project and its activities. e.g. someone from the social work department or your local Council of Voluntary Service, or a previous or other funder. The referee must be independent and must not be a member of your management committee. Contacting the referee is a part of the assessment process. Please ensure that the referee knows about this application and is willing to be contacted by us. 
Section 8 – Further Information
· This section allows you to add any additional information you think may be relevant to your application
Section 9 – Checklist

· Please check your enclosures carefully as incomplete applications will be returned.

· Please also enclose a stamped reply card or stamped self-addressed envelope otherwise we will be unable to acknowledge receipt of your application.
· We cannot assess an application without a copy of a constitution (or other governing document) and we also need a copy of your most recent audited accounts or, for new groups, a projection of the first year’s income and expenditure.
· We require quotations if your grant request is for equipment, vehicles or refurbishment work. Please supply at least two competitive quotes. If this is not possible or appropriate, please tell us why.

· Don’t forget to sign and date the application form.

· Please check you pay the correct postage for the size and weight of your application. We do not take responsibility for the return or non-delivery of applications sent with insufficient postage.
· If you work with children or vulnerable adults you must send us a copy of your Child / Vulnerable Adults Protection Policy.
What happens next? 

An assessor will contact you (the main contact person as named in Section 2) by phone to arrange conducting a short telephone interview. If you know that you will not be available for this at particular times or for a particular period in the near future, it will be helpful if you include a note to that effect in section 8 or attached to the application, as your application cannot be considered if our assessor cannot contact you. Your application will then be forwarded to the next appropriate Grants Committee meeting – these take place regularly. You will be notified of the outcome by letter. 

Data Protection

We will use the information you give us on the application form to help us assess your application and administer any grant we award you. We may also use it analyse our grantmaking and for our own research or to inform you of further funding opportunities through the Foundation. We may give copies of this information to individuals and organisations we consult when assessing applications, when monitoring grants and evaluating our programmes. We may also share information with other organisations providing matched funding. 

Should you have any queries or need help with completing the form please contact us.  

Completed forms should be sent to: 

	Scottish Community Foundation

3rd Floor

Empire House

131 West Nile Street, 

Glasgow

G1 2RX.

	Tel: 0141 341 4960
e-mail: grants@scottishcf.org
www.scottishcf.org


The Scottish Community Foundation is registered charity (no: sC022910, company limited by guarantee no: SC152949) dedicated to strengthening communities by awarding grants that make a genuine difference to the lives of local people.Registered Office: 22 Calton Road, Edinburgh, EH8 DP
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(Your request must be between 25% and 100% of the total project cost. See Note 6.)








£





*New groups: Projected income in first year 





£











