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Introduction 
This resource has been developed for community based, not for profit organisations who are 
seeking funding to support the work that they do and want to develop their skills and understanding 
in grant writing. It includes information on what funding bodies want to see in projects, that they will 
fund and how you can best get that across. It also includes some tips and tricks you can apply to 
your grant seeking that will hopefully help you project shine above the rest. 

Funding bodies often announce grants with little to no warning and many organisations are 
unprepared, resulting in last minute applications that are rushed and not fully thought out. Often this 
is a deliberate tactic, as they want grant seekers to have already planned their projects.  

This booklet has been designed for a group who are looking for money, to work from the front to the 
back, to ensure they are prepared for the next suitable grant that comes up. 
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Chapter 1: Preparing your organisation 
to apply for grants 

1.1 The essentials 
In order for your organisation to be in the best position for applying for grants there are some 
essential things that your organisation needs to have in place. 

Not-for-Profit Organisations 

Many grants are only available to not-for-profit organisations. This is an organisation whose purpose 
benefits the community in some way and any income, assets and surplus funds are used to achieve 
this purpose and are not distributed to members, owners or shareholders. This would be outlined in 
an organisations constitution, mission statement or rules of association. 

Being Incorporated (or equivalent) - legal status 

To apply for money you must have a legal status and/or be legally recognised.  Types of 
organisations that are legally recognised are:  

• Incorporated associations 

• Company limited by guarantee 

• Local government agencies 

• State and federal organisations 

• Land councils  

• Co-operatives  

• Church groups 

Some funding bodies target particular types of organisations, so be sure to check the guidelines to 
determine whether your organisation is eligible. To find out how to become incorporated go to: 
www.fairtrading.nsw.gov.au/Cooperatives_and_associations.html 

ABN (Australian Business Number) 

Althoguh not a requirement of all grants, most funding applications ask an ABN and all invoices and 
receipts issued by your organisation should quote your ABN.  

If you need to know more about applying for an ABN and check if you have an ABN go to: 

Australian Business Register - www.abr.gov.au/ABR_BC/ 

ABN Lookup - www.abr.business.gov.au/Index.aspx 
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If you don’t have an ABN because your income or purpose doesn’t require you to, you may be able 
to provide a Statement by Supplier declaration. You can download this form from the ATO website.  

GST status 

You do not have to be registered for GST to apply for a grant, but if you are not you may receive 
10% less than what you applied for, as GST may not have been taken into consideration within your 
budget. 

You must register for GST if: 

• your business has a GST turnover of $150,000 or more for non profit organisations ($75,000 
or more for private businesses)  

To register for GST you will need to complete an application, which is the same register for an 
ABN.  You need an ABN to register for GST  

The ABN lookup website will tell you whether you are registered for GST.  

DGR (Deductible Gift Recipient Status) 

Some organisations have Deductible Gift Recipient (DGR) Status.  Somegrants are only available to 
organisations with DGR status.  This is because any funds given to these organisations are tax 
deductible. Organisations need to meet specific criteria in order to be endorsed as a DGR.  

The ABN lookup website can also tell you if your organisation has DGR status. 

For more information on DGR status and gifts and fundraising go to the Australian Tax Office - 
www.ato.gov.au/Non-profit/Gifts-and-fundraising/ 

Insurance 

Community groups need to know that their activities are insured.  There are a number of different 
types of insurance available to community groups including: 

• Public Liability - protects the organisation from claims by members of the public for personal 
injury or property damage due to your negligence  

• Association Protector or Director and professional liability - protects the organisation and its 
management from directors and officers and professional indemnity claims  

• Property insurances - protects assets (includes fire and other perils, burglary, money, glass, 
general property and business interruption)  

• Personal Accident Volunteers - compensates volunteers if they are accidentally injured while 
helping you  

• Comprehensive and non-owned motor vehicle - covers vehicles owned by the group as well 
as workers and volunteers vehicles. 

Community groups can purchase insurance from a number of sources, including peak bodies (such 
as Netball NSW), or through a broker for community groups such as Council of Social Service of 
NSW (NCOSS) - www.ncoss.org.au/content/category/9/156/172/.   

Organisations usually cannot apply for grants just to cover insurance premiums. 
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Local Community Insurance Services is a specialist insurance provider for not for profit 
organisations - www.localcommunityinsurance.com.au/. 

1.2 Developing a tender kit 
When applying for grants it is important to have at the ready a picture of your organisation that you 
can readily produce. A good method of keeping this information is in a tender kit. The kit includes all 
the necessary information of your organisation in the one place and can include information on your 
funding priorities and project templates.  

The Tender Kit helps your organisation to be more prepared for submitting grants and strategic in 
what grants your organisation wants to apply for. 

Some things you may wish to include in a Tender Kit are: 

• Legal/trading information 

• Contact details 

• Financial information 

• Organisational background 

• Membership 

• Previous grant wins 

• Basic community profile information 

• Demonstrated community support 

• Insurance Details/Certificates of Currency 

A template is provided in Appendix A 
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Chapter 2: Knowing your community 
It’s important before designing any project to build a good understanding of the community within 
which it will operate. There are a number of plans, websites and resources that you can access, 
which can help build a picture of the community, their strengths and areas that need to be 
addressed. Below is a list of useful websites: 

Greater Taree City Council  

www.gtcc.nsw.gov.au  

• Community statistics – Census data, demographic mapping, population forecasts and 
economic profile. 

• Online Mapping 

• Manning Valley Community Plan and other planning documents 

Appendix B provides a number of fast facts on the Greater Taree Community that have been 
adapted from the Community Profile. 

Australian Bureau of Statistics  

www.abs.gov.au  

• Census data 

o Analytical articles 

o QuickStats 

o Community profiles 

o TableBuilder 

• Social trends  

Regional Development Australia – Mid North Coast  

www.rdamidnorthcoast.org.au/  

• RDA Regional Plan 

• Regional statistics (community and economic) 

• Grants list 

NSW State Plan  

www.2021.nsw.gov.au/  

• State priorities for: Economy; Transport; Health; Family and Community Services; Education; 
Police and Justice; Infrastructure; Environment; and Accountability 
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Mid North Coast Regional Plan  

www.nsw.gov.au/region/mid-north-coast   

• Regional priorities and actions 

• Local programs and initiatives 

• Community Consultation dates 

Department of Premier and Cabinet  

www.dpc.nsw.gov.au   

• Community Cabinet meetings – dates and venues 

NSW Bureau of Crime Statistics and Research (Attorney-General’s Dept)  

www.bocsar.nsw.gov.au  

• Crime offender and victim data and maps for NSW and LGAs 

• Specialist crime data and comparative trend analysis 

Family & Community Services  

www.community.nsw.gov.au  

• Child abuse and domestic violence statistics for NSW. 

My School  

www.myschool.edu.au/  

• Enrolments in government and private schools 

• Enrolment of special groups (Aboriginal and Torres Strait Islanders; Non-English Speaking 
Background students) 

• NAPLAN results 

Housing NSW  

www.housing.nsw.gov.au  

• Social housing wait lists for regions 

• Housing stock information 

• Rent and sales reports 
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Bureau of Transport Statistics  

www.bts.nsw.gov.au/  

• Journey to work 

• Household Travel Survey 

• Travel forecasts 

NSW Health Statistics   

www.healthstats.nsw.gov.au/   

• Local Health District Indicators 

• Health indicators 

Destination NSW  

www.destinationnsw.com.au/  

• Visitor profiles by LGA 

• Tourist expenditure data 

• Hotel/motel accommodation figures 

Valuer General’s  

www.valuergeneral.nsw.gov.au/  

• Average house prices by type of dwelling and locality. 

Ageing, Disability and Home Care  

www.adhc.nsw.gov.au/about_us/strategies/nsw_ageing_strategy  

• NSW Ageing Strategy 
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Chapter 3: Developing your project 
idea 
3.1 Project design 
Now that you have collected all the information on your organisation and you know the types of 
grants your organisation is able to apply for, it is now time to start planning your projects. Most 
funding bodies will only provide funds for specific projects and will not fund the ongoing operational 
costs of an organisation. Most funding bodies also only provide funds for one-off projects, meaning 
that they will not provide funding for ongoing projects, unless they can be shown to be self-
sustaining. 

Coming up with a well thought out project design will mean that your project will more likely be 
successful in achieving positive outcomes and resources will be better utilised and allocated. Not 
only that, but a well-written and planned proposal is usually easy to recognise by funding bodies 
during the assessment process, so are much more likely to be successful.  

To the funding body the most important thing is the community benefit from the project, so in order 
to portray this, it can be useful to think from the perspective of someone external to your 
organisation. 

3.2 Target group and beneficiaries 
The target group is the defining characteristics of the people you will be serving, e.g.; age, location, 
disability type, social group etc. Understanding your target group is important, as it can help 
determine how the project will be designed. 

The people who your project targets are also the beneficiaries of the project, i.e.; they will benefit 
from your project. These will often be referred to in a funding application as: 

• Target group  

• Beneficiaries of the project 

• Clients 

• User group 

• Members 

More than one target group - Some projects will benefit several target groups. For example, a 
digital storytelling project that aims to develop positive relationships between seniors and young 
people includes two target groups. 

Note: There could be many flow-on effects of doing a project such as a digital storytelling project; 
for example, families in general might also benefit and even the whole community. You need to be 
clear, however, about who are the main target groups, as you will also need to be able to say how 
you will know whom benefits and how they do.  
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3.3 Evidence of local need 
When developing a project idea it is important to consider why you want to do this project, how it will 
benefit the community and what evidence can you gather to demonstrate this. Some grants may be 
more prescriptive than others in requiring applicants to demonstrate a need for a project. 

 
A note on community strengths  

Although most grants ask you to demonstrate the community need, it is important not to become 
bogged down in the problems and deficiencies of a community. Although some community groups 
have the best intentions to create happy and healthy communities, by focusing programs on needs, 
problems and deficits can build a mental picture of a community based on the negative features of a 
community. Programs that are then developed using this ‘needs’ map, teaches the community to 
rely on these programs to fix their problems, creating a dependency on these programs. This can 
actually be disempowering and further entrench disadvantage within communities.  

 

The alternative is to firstly examine what are the strengths and assets of a community that can be 
built upon to build the capacity of a community. Followed by a process of linking and strengthening 
those assets and strengths. Evidence has shown that “significant community development takes 
place only when the local community are committed to investing themselves and their resources in 
the effort” (Kretzmann, McKnight, 1993, p. 5).  

 

By basing your project on the strengths and assets of a community will not only mean that your 
project will be more successful, but will need less resources for establishment and will more likely 
be sustainable for the future. Unfortunately it can be unavoidable to talk about community needs 
and deficits in applications, however by basing your project on the strengths and assets means that 
your application is more likely to be successful. 

There are a number of ways you can gather evidence for a particular project. It is important to find a 
balance of sources. Some of these were outlined earlier in ‘Knowing your community’. Other 
sources of evidence could include things such as:  

• Newspaper articles 

• Similar past projects 

• Reports 

• Discussions at meetings and meeting minutes 

• Anecdotal evidence – conversations within the community. 

• Community consultations 

You need to be able to demonstrate that your project addresses the needs and aspirations you have 
identified in the community. As much as possible, involve the people who are directly and indirectly 
affected (stakeholders) by the situation in decision-making processes about how best to address the 
need. Find out if other people in the community think your project is a good idea and report this as 
part of your application alongside other data.  
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Undertaking community consultation is one way of gathering evidence for your project, which 
demonstrates a local need for a project. There are many community engagement resources 
available. The Queensland Government has developed a guide to ‘Engaging Queenslanders’, which 
provides a good overview of different methods to start a conversation with the community. 

www.qld.gov.au/web/community-engagement/guides-factsheets/documents/engaging-
queenslanders-methods-and-techniques.pdf  

3.4 Community partnerships and relationships 
By now you should have consulted with the people you aim to involve in your project to find out how 
they see the situation, what they want and what ideas they have. 

Stakeholders are people and organisations who are in some way affected by or involved in your 
project. They have a stake (i.e.; an interest in your project). They include: 

• Your target group – e.g.: isolated young people at risk 

• People associated with that target group (e.g. teachers, sports-players, etc) 

• Other organisations; e.g.: schools, youth groups, sporting groups, neighbourhood groups, 
Elders, Police, Juvenile Justice, PCYC, church groups, Council, bus services, etc 

• Your organisation: members, volunteers, staff, management committee, etc 

Consulting with and involving stakeholders will help strengthen your project design and can also 
create a sense of ownership, which can increase participation and uptake up the project.  
Developing good networks across the community can provide you with much needed support, 
sources of information and feedback. Of course, you will also develop and rely upon these networks 
when you go to implement your project. 

It is important when developing your project plan that you manage community expectations during 
the process. When talking to the community make sure you are clear about why you are asking 
them for their input and that the project is dependant on you finding funding and resources to 
support its implementation. Also be aware of not over consulting particular communities – only ask 
what is necessary and try to link in with existing research to support your project. 

3.5 Working out the budget 
The initial budget needs to identify all the different components of your project, so you can identify 
what your organisation will contribute, what you can access through in kind support, and what items 
you need to seek funding for. 

In-kind contributions offered by your organisation could include: volunteer hours, management 
support, administrative support, access to rooms, refreshments for groups etc.   

Be realistic – don’t overestimate, or underestimate. Avoid the trap of attempting too much on too 
little. Unrealistic estimates usually result in project workers doing unreasonable amounts of unpaid 
overtime, or struggling with resources because someone applied for funding without thinking about 
what it would all cost and what the consequences of that would be. If your project needs two 
workers full-time, don’t set up some poor person to do an impossible job.  
  



Grant writing tips and tricks for community organisations Page 13 of 39 

Possible budget items 

Project establishment 

• What will you need to set up the project and the project worker? E.g. Equipment such as 
computers, fax, phone, printer, photocopier, desk, chair 

Staff 

• How many people will be working on the project? How many hours per week x $ per hour 
(including on–costs). To do this you’ll need to identify what level the position is being paid at 
and under which award.  Wages/Salaries also includes: on costs (this varies and can be as 
much as 30%), leave loading, superannuation, relief wages, and Workers compensation. 

Materials 

• Will the project involve buying, hiring or building anything? If so gather realistic quotes for 
these materials. You might need to provide quotes as evidence 

Marketing 

• Do you need to publicise your project? Do you need a logo? Do you need to pay for a graphic 
designer? You might have advertising costs or printing costs to consider 

Administration 

• Rent – even though you might be receiving free rent now you need to factor in a rent 
component. 

• General Administration – e.g.. paper, folders, IT equipment, postage, telephone etc. Ensure 
that admin costs are reasonable compared with overall program costs.  Funding bodies would 
much prefer to see funding dollars be spent on project costs. 

• Audit – grants over a certain amount require an audit. Check requirements, get a quote from 
an accountant and if you receive the grant over 2 or 3 years you will need to include this 
amount each year 

Insurance 

• Can this be covered in kind by your organisation under your current policies or do you need 
something additional? Be sure to check with your insurer when expanding the programs that 
your organisation provides, as some insurers wont cover you for certain activities e.g. skate 
competitions, camping. 

Travel  

• Be ware not to underestimate your travel costs. If someone needs to outreach or just needs to 
travel in their position you need to calculate the costs. Generally, (depending on the size of 
car) is 52 cents/km. So, estimate that there may be x amount of trips per day or per week, 
work out the kilometres and multiply that by the cents per kilometres. 

Other administration costs 

• Ongoing program costs 

• Training/Conference 
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• Translations/interpreters 

• Advertising – if you are employing a worker you may need to advertise for that worker in the 
newspapers. Advertising is very costly 

• Evaluation – many funding bodies are now requiring an evaluation to be built into the 
application. If it is a large evaluation it may need to be contracted out. 

A budget proforma is provided in Appendix C to help you with planning the expenditure for your 
project.
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3.6 Project Planning Methods 
There are a number of different project planning methods, however by planning your project allows you to be more responsive and prepared for grants 
that may come up. Here is one, which may help you plan your project for implementation. When completing this table it can be useful to work out what 
resources you already have, then try and work backwards from the impact. The project costs and partner responsibility/timeframe are to be completed 
last. 
 

RESOURCES ACTIVITIES OUTPUTS SHORT & LONG 
TERM OUTCOMES IMPACT PROJECT COSTS 

PARTNER 
RESPONSIBILITY/ 

TIMEFRAME 

In order to 
accomplish our set 
activities we will 
need the following: 

In order to address 
our problem or 
asset we will 
accomplish the 
following activities: 

We expect that 
once accomplished 
these activities will 
produce the 
following evidence 
or service delivery 

We expect that if 
accomplished these 
activities will lead to 
the following 
changes in the short 
to medium term 

We expect that if 
accomplished these 
activities will lead to 
the following 
changes in the long 
term. 

What will this cost 

Who will pay and in 
what timeframe? 
 
Include elements 
sought from 
partners and 
funding bodies 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

     

Acknowledgement: Our Community, Advanced Grant Writing Workshop 
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Chapter 4: Where to find grants 
4.1 Who gives grants in Australia? 
1. Government  - Federal 

- State 
- Local 

2. Philanthropic foundations and trusts 

3. Private companies  - grants vs. sponsorship 

4.2 Grant directories 
So you’ve got your project ready and rolling to go, now it is time to start looking for potential grants 
you could apply for, but where to look? These websites are great resources in finding out about 
available grants for your project.  

Many allow you to search for grants within a specific category and timeframe. Some display grants 
that aren’t currently open, which is great for project planning; however this isn’t always available. 

Our Community Funding Centre 

This website is a great resource for grant writers, as it includes a fairly comprehensive list of grants 
available as well as a number of useful grant writing resources and information. 

Our community maintains the Easy grants newsletter and database. Although this isn’t a free 
resource, community groups can pay a fee of $85 (single user) for not-for-profits groups & schools 
and $330 (single user) government, businesses & individuals, which gives you: 

• Grants database access     

• Customised grants and fundraising newsletter     

• Grants alerts     

• Fundraising help and tools     

•  “SmartyFile” (coming soon)     

• Our Community membership  

www.ourcommunity.com.au  

Community builders 

This is a great free resource for not for profit organisations. It includes a large database of NSW and 
federal government, business and philanthropic grant opportunities. It also has lots of free resources 
on grant writing, fundraising, running a project, research papers and information on how to build 
capacity within your community. 
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The site also has a free e-newsletter, which sends regular updates on current grants, training and 
projects available. You can also upload your own news or events, which is promoted on their 
website and e-newsletter. 

www.communitybuilders.nsw.gov.au/ 

Grant finder 

Grant Finder helps you locate the grants and assistance programs most relevant to your business 
for free! 

Grants and other funding programs are available for businesses from the Australian, state and 
territory governments, and in some cases from local councils. You can search through a wide 
variety of grants in many categories, including developing your business, innovation and education. 

www.grantslink.gov.au/  

The Australian Directory of Philanthropy 

Listing 350 trusts and foundations, The Australian Directory of Philanthropy is the key resource for 
organisations with DGR status, who are seeking funding. The Directory features tips on how to 
apply for grants, write submissions, and important tax information to help grant-seekers understand 
what needs to be supplied to foundations in any application for funding. 

Directory of Funders - $99 (inc GST) 

• An alphabetical listing of more than 350 grant-making organisations detailing their fields of 
interest, contact information, summary of purpose, geographical scope, legal limitations, grant 
restrictions and application procedures. 

• Information on preparing submissions and applying for grants 

• International foundations which fund in Australia are included 

• A list of further resources for grant-seekers 

Essentials for Not for Profits - $165 (inc GST) 

• Provides 12 months' access to the Directory of Funders, Philanthropy 

• Australia's digital magazine (2 issues per annum) 

• One complimentary ticket to a Philanthropy Australia Grant Seeking 101 webinar 

www.philanthropy.org.au/ 

Local networks 

There are a number of local and regional networks that provide information on available grants and 
opportunities, as well as local community projects and organisations. Some good local networks to 
tap into include the:  

• Get that Grant email bulletin - managed by Council. Monthly bulletins on local grant 
opportunities, training and resources, as well as grant seeking tips and tricks. To be put on the 
email list contact sarah.wilkinson@gtcc.nsw.gov.au  
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• Manning Valley Interagency - coordinated by Manning Valley Neighborhood Services. Go to 
their website for more information www.mvns.org.au/ 

• Mid Coast Communities – regular newsletters featuring grants, training, sector updates, 
upcoming projects and lots more. To sign up for this free newsletter go to 
www.midcoastcommunities.org.au/  
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Chapter 5: Putting together your 
application 
 So you’ve got your project plan and you have found a grant that you think will suit. Where to next... 
The temptation is to open the application form and just get stuck in, but wait. Before you start make 
sure you have a thorough understanding of the guidelines. 

5.1 Guidelines & Eligibility 
Having a good understanding of the funding guidelines is one of the essential ingredients to 
successful grant writing. The guidelines outline what types of projects they are looking to fund. 
Some can be broader than others; however it is important to take note of the key elements that the 
grant maker wants to see in the projects they fund. 

Make sure you have a comprehensive understanding of the guidelines, so whether you read them 
over and over again, highlight, make your own notes, re-write the guidelines yourself; it doesn’t 
matter, as long as they stick in your head. 

The Guidelines will also include information on eligibility for the funding. Most funding bodies have 
limited time; resources and staff, so it is important to make sure that you are not applying for a grant 
you’re not even eligible for. Some common eligibility requirements in grant applications may include: 

• Requires you to match their money with your own e.g. NSW Sport & Recreation Capital 
Assistance Grants. 

• DGR Status (Deductible Gift Recipient Status) or Not For Profit Status 

• Legal status or auspice body 

• A certain budget limit  

• A specific target group e.g. 0-4 year olds 

• Specific places (locations) that will be funded e.g. A Council grant will only cover projects in 
the LGA 

• Probably require you to use a specific form 

• May require that you fill out the form on the internet 

• Availability of funding through other sources (Common in Government grants) 

Some funding bodies actually specify priority projects ideas that they would like to fund and ones 
that they wont fund. This is important to take note of, as funding buckets are limited and funding 
bodies receive more applications than they can actually fund, so ensure you have a good 
understanding of project eligibility. 

Finally if you are unsure or need clarification on something, call or email the funding body. If you 
have the opportunity, it may also be good to meet them face to face, particularly for smaller grants 
like local government.  
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It is important to keep in mind when calling the funding body that the person you are speaking to is 
most likely not the one who will be making the final decision, so there is no need to persuade the 
person on the phone that they will fund your project. However in saying that, they may know the 
people who are involved in the decision, so it is important to leave a good impression. 

5.2 Starting you application 
Most grant applications will utilise some type of form or information on how to structure your request 
for funding. You already have the essential information on your organisation and project, so now it is 
time to mould it into an application. Never just cut and paste from one to the next. Although you may 
do this initially, it is important to tailor your application to the specific funding body.  

Firstly you need to ensure that your ‘values’ align with the funding agencies. Target your 
applications to funding bodies, which have similar ‘values’. It can helpful to find out what the funding 
body’s passion is. Look for past funded projects. Most organisations would be happy to hand these 
over. 

It can be helpful to shift your perspective to the funding bodies. Tailor your application to the funding 
body. Use their language. Work out where your objectives meet. 

Make sure that your proposed project 

• Defines the challenge 

• Has clearly defined and achievable objectives 

• Is specific 

• Is realistic and achievable within timelines 

• Results in outcomes that can be measured 

• Defines who is involved (internal/external) 

• Inject some passion 

5.3 Demonstration of community need 
Based on your project plan you should have a stack of evidence to demonstrate why the project is 
important to the community. It is now time for you to put that information into a funding application. 
Some things to remember when demonstrating the need to the funding body is: 

• Document the problem as it is now 

• Indicate how the situation could be improved 

• Use the information from your research  

• The statement should be motivating to convince the funding body that the project is important 

• Include your credentials and state why yours is the most appropriate organisation to receive 
funding. 
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If you are able to back up your explanation of the need with statistics or research, do so, but ensure 
it is simple and that your sources are clearly identified. 

Make sure that the facts and statistics you are providing are accurate and up to date, and relate to 
the scale of the program. You don’t need to find every possible source of information out there, and 
you don’t need to repeat yourself. If the need is genuine, it will stand out clearly. 

Although the ‘why’ is very important, most grant makers are aware of the issues. It is more important 
to justify the ‘what’ you will do about it. 

5.4 Project outline 
This is where the bulk of the information will be included on your project and probably the most 
important in justifying the need for the funding body to give their money to you. 

Within this section you will need to provide information on the staffing requirements of the project. 
Will they be volunteers, paid or both? How many days and hours will they need to work? If paid, will 
they be a permanent, casual or temporary staff member? If they are permanent you will need to 
explain how they will be paid after the project has been completed. 

Be explicit about what you are going to do. When explaining the project include the number of 
sessions, participants, days the program will be run etc. 

Be sure to include who the target group will be and how you will encourage them to participate in 
your project. Document how you will receive referrals and from who, as well as any advertising you 
may do to get people though the door. 

Although you may be passionate about your project, be aware of not making your project too big. It 
may be necessary to stage your project and access funding from various sources. If this is the case, 
make sure it is clear what part of the project the funding body is funding. It is important to make sure 
the project in within the resource capacity of your organisation, as well as the timeframe available 
within the funding application. 

Keep in mind that you don’t need to include every single detail about your project. Keep your project 
outline clear and concise. If the project is interesting to the funding body, they will contact you if they 
need any more information. 

5.5 Project timeline 
It can be helpful to include a timeline in your project proposal. Some applications have a specific 
space for a timeline or milestones, others it may be necessary to include it in the project outline, if 
you have the space.  

Including a timeline demonstrates you are organised and have thought about the process for your 
project roll out. Identify when you will implement each strategy and mark it down on a timeline. Be 
sure you allow time for recruitment, promotion, monitoring, data collection, evaluation and acquittal 
processes. 
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Sustainability 

Sustainability is an important aspect of your application and something that is increasingly being 
emphasised by funding bodies. Ongoing funding is extremely rare to come across, so projects need 
to consider what will happen to your project once the funding period has finished. Will the project 
continue and if so what strategies will be put in place to ensure it keeps running? It is important to 
demonstrate to the funding body that the strategies you have put in place are not going to fall 
through and will be sustainable. 

If however the project is time limited, then outline how you will finish the program including following 
up with participants, transition them onto another program if necessary, deal with any assets that 
have been purchased as a part of the project etc., so that the funding body knows you are prepared 
for when the project is completed. 

 

5.6 Budget essentials 
The budget for many can be the most daunting and difficult part of an application, however it doesn’t 
need to be a hard process and there are some simple this you can do, to make sure you get it right. 
It may be helpful to get someone to help you with the process, for example a Treasurer or financial 
staff member. 

Your project plan would have outlined what aspects you need money for. It is important to check 
that these amounts you originally budgeted still apply, as you don’t want to underestimate the 
amount of funding you will need for a project. So it is a good idea to have quotes for some of the 
budget items. Quotes can also be good to include in applications, as they demonstrate you are well 
organised and the budgeted amount is realistic.  

If you are seeking funding from multiple sources to fund the project, be sure to include that in your 
application budget. Don’t be sacred to include this information, as it shows the funding body you are 
realistic about the funds you are able to raise and will show you are prepared if your project is 
rejected. Make sure you include whether or not other grants have been confirmed or not. If you are 
successful in gaining funding from another source, be sure to inform the funding body that you wish 
to withdraw your application. The most important thing is for your project to be funded and it will 
impress the funding body for future projects. 

The biggest thing in a grant application, particularly if you are including income from other sources 
(e.g. in kind, own contributions or other successful grants), is make sure the budget adds up. The 
income should be equal to the amount in the expenditure column. 

5.7 Attachments 
Some funding bodies no longer let you include attachments, particularly those that are submitted 
online, so make sure you clarify this. If you are able to include attachments, make sure they are 
relevant. Attachments can be used as an opportunity to demonstrate community support for the 
project and could include things such as  

• Letters of support – current and targeted to the project, including those from partnering 
organisations that are providing in kind support. See Appendix D for example letter of support. 

• Financial reports 
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• Annual Reports 

• Newsletters from your organisation demonstrating other projects you facilitate. 

• Newspaper articles 

• Constitution or governing documents 

5.8 Final tip & tricks 
Here are some final tips and tricks of grant writing that will help you with your application. 

It can be useful to nominate someone in your organisation as a scout to search for grants. It may 
also be useful to identify a number of people who are skilled at grant writing within your 
organisations, to support other staff members with the grant writing process. 

Make sure your application is submitted on time – there is nothing worse that putting all that work 
into the application, to have it knock back for being submitted late. Some funding bodies will allow 
an extension, so make sure you check with the funding body. 

Snappy title – Although a grant application will never be funded because of a snappy title, it does 
grab the attention of the assessor when they are reading it. 

Formatting and language: 

• Use descriptive/action orientated words that align with the funding bodies guidelines, policy 
and current language trends. 

• Keep it simple, accurate, clear and concise.  

• Avoid repetition.  

• Utilisation of active voice, with positive language in first person.  

• Avoid bureaucrat-style language, jargon, clichés or weasel word.  

• Use short simple declarative subject-verb-object sentences. Keep applications short and 
succinct 

• Use bullet points where possible 

• Check the application for spelling, grammar and facts and figures mistakes.  

• If utilising the funding bodies format, make sure application is clear and easy to read. White 
space makes it easier to read. 

• Be sure to reference any statistics and statements properly. 

• If using acronyms, make sure you spell it out at least once. 

• Don’t assume the funding body will know the definition of concepts. 
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Chapter 6: Maintaining relationships 
6.1 Asking for feedback 
Even the best grant writers are knocked back sometimes. Sometimes there just isn’t enough money 
to fund all projects; sometimes your project may not have been the best fit for the funding bodies 
objectives. Instead of feeling let down, use it as an opportunity to learn from the process. Most 
funding bodies welcome applicants ringing or emailing for specific feedback.  

This will help you identify the strengths and weaknesses of your application, so you can make 
changes in future project proposals. It is also important to ask if it is worth applying for the funding 
again, as it may just be that it was a great project, but that particular funding body is not interested 
in funding it.  

Make sure when asking for feedback, that you do it politely, as you never know when you may need 
to ask for funding again. 

6.2 Thanks and acknowledgement 
So you have been told that your application was successful. The first thing you do, apart from a 
small internal celebration, is to thank the funding body. This is usually done via a letter, thanking the 
them for their contribution and how it will help for your community. 

Some funding bodies will require you to provide specific acknowledgement for the receipt of their 
funds. This may be though the media, your organisations annual report or newsletter. Make sure 
you clarify with the funding body how they would like to be acknowledged, as some have specific 
guidelines around this and other may not wish to be acknowledged at all. 

6.3 Acquittal and reporting 
Along with acknowledgement it is also important to clarify with the funding body the acquittal and 
reporting requirements. These will vary from grant to grant. If it is a longer project, spread over a 
number of years, the funding body may require periodical reports, for example every 6 months. 
Some may require an audited financial statement at the end of each year. This expense will need to 
be accounted for in your budget.  

Acquitting a grant usually includes: 

• Keep track of your money that you spend, including receipts and possibly sending these to an 
auditor 

• Keep track of timelines and what you did in them, including using a diary 

• Taking photos of what you did 

• Writing a report on what you did 

• Have a good relationship with your funding body and contact them if anything changes.  Tell 
them what is going on, ask for help if you need it, and they will usually be very helpful 
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Although at times it may seem tedious and frustrating, it is important to think from the perspective of 
the funding body. They need to provide justification to their organisation on what the funds have 
been spent on. This may be trustees, shareholders, boards of management or taxpayers. 

Make sure you submit you acquittal in a timely manner. It is usually expected within a month of the 
funds being expended. Most funding bodies will require an acquittal to be submitted prior to 
organisations being able to apply for their grants again. Some things you may like to consider in 
your acquittal would be: 

• What did we do? – in relation to your defined activities. 

• How well did we do it? – Quality of service delivery. 

• Is anyone better off as a result? – both in quality and quantity. 

6.4 Making changes 
Obviously not everything goes to plan, all the time, so what happens if something goes wrong or a 
particular detail needs to be changed.  

• Keep in mind that funding bodies are humans too and understand that things don’t always go 
to plan.  

• Keep an open and honest line of communication with the funding body. If you think a part of 
your project is unachievable or needs to be changed, make sure you talk to the funding body 
and go to them with a solution.  

• Remember that a grant is only wasted if it doesn’t work AND if nothing was learned from it. If 
something goes wrong, find out why it went wrong. That way, when you come to acquit the 
grant, you can tell the funding body that something positive came out of the project, even if it 
was only “We won’t do this work that way again” or “Next time, we will include a mentoring 
program so that the kids going through the program have some after-hours help if they need 
it”. This will help the funding body too, in case they are approached with a similar program in 
the future. 
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Glossary of terms 
ABN Australian Business Number 

Acquittal A written document and financial report explaining how you spent the 
money. 

Activities The processes, tools, events, technology and actions that are an intentional 
part of the project implementation, which will bring about the intended 
outputs, outcomes and impact. 

Applicant The organisation applying for the grant and/or the person who writes the 
application 

Asset Something that is purchased as a part of your project e.g. car  

Asset Based 
Community 
Development (ABCD) 

A methodology that seeks to uncover and utilize the strengths within 
communities as a means for sustainable development 

Auspice An organisation that will take legal responsibility for the project because 
your group does not have legal status. 

Beneficiary The people that you are trying to help 

Bequest Gift of money or property left in a will. 

CALD Culturally and Linguistically Diverse. 

Capacity Building Building up the resources and skills of individuals and groups within 
communities to be able to deal with specific issues and obstacles within a 
defined area. 

Capital Works Generally projects that involve building, refurbishing or renovating in some 
way. 

Charity Legally a charity has been endorsed by the Australian Taxation Office as a 
Tax Concession Charity. The legal definition can at times differ from the 
popular definition. 

Charter The reason why your group or organisation was formed.  This term is 
usually used for an organisation that has a relationship to a larger 
organisation. 

Community 
Development 

A practice of empowering individuals and groups through increasing 
necessary skills to affect meaningful community change 

Culture Involvement in Arts, Dance, Music, Sculpture, Film, Painting.   This may 
also refer to behaviors that are done by a group of people from the same 
religion or country or who speak the same language. 

DGR Deductible Gift Recipient Status, which means that a person or organisation 
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that makes a donation can claim the donation through their tax.  

Economic 
Development 

Seeking to increase an areas income and capital (wealth) through the 
promotion of local business growth and attracting new business to the area. 

Eligible/ Eligibility Means that someone is allowed to apply for an application because they 
meet all of the requirements that the grant maker has set. 

Evaluation Evaluations detail the impact and outcomes of a project in a detailed and 
analytical document. This is different to an acquittal and is usually provided 
alongside an acquittal. Evaluations are often used to look at what made a 
project successful and what wasn’t successful, for the implementation of 
future projects. 

Funding Body/ Grant 
Maker 

Used to describe a group who gives out grants of money to not for profits, 
businesses or individuals for a specified purpose. These could be 
government, philanthropic or private companies. 

Grantseeker Is the individual or organisation that actively seeks grants and funding. 

GST The Goods and Services Tax (GST) is a tax of 10 % on the sale of most 
goods and services in Australia.    

Impact The overall change and long term result occurring in the target group, 
communities, or systems that the money/project will make. 

Incorporation Both a specific type of legal entity and a general term meaning that a group 
is legally recognised. 

In-Kind A donation of goods or services, time or expertise, rather than cash. For 
example volunteering is a form of in-kind support. 

Inputs Resources including human, financial, organizational and community 
resources that are available for a particular project 

Marketing What you do to promote your organisation/project and what it does. 

Matching Grant Grants where the organisation/individual making the application is expected 
to match the funds amount (usually equal amounts). This can often be met 
with in-kind support. 

Mentorship A process where an individual passes on the knowledge that they have in a 
particular area. 

Mission Statement The reason why your group or organisation was formed.  This term is 
usually used for Incorporated organisations 

Need Something that is necessary for a community or individuals to improve an 
aspect of their lives 

Not for profit A not-for-profit organisation is one whose income, assets and surplus funds 
are used to achieve its objectives and are not distributed to members, 
owners or shareholders while it is operating and when it ceases to operate. 
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Outcomes Short to medium term results of the project. Specific changes in project 
participant’s behavior, knowledge, skills, status and level of functioning. 

Outputs Direct products of the project activities immediately after the project is 
implemented. 

Objectives Why you want to do something. 

WH &S Workplace Health and Safety 

Partners Another organisation with legal status that will work with you 

Philanthropy Usually refers to the donation of money in a planned and structured way. 
An example of this is the Foundation for Rural and Regional Renewal 
(FRRR) and the Myer Foundation. 

Pilot Project A project that has never been run before and usually run as a trial for a 
future bigger project to examine feasibility. 

Responsibility Who is responsible for what actions to help achieve the overall plan. 

Risk Management A plan outlining actions to mitigate or remove potentials risks associated 
with your project, which could potentially cause your project to fail. 

Social Enterprise Is an organisation that applies business strategies for philanthropic goals. 
Usually profits made from the business are re invested back into community 
projects. 

Sponsorship Generally used to describe corporate giving, usually for a specific activity 
e.g. Event, through the provision of good and services or money. 
Sponsorship usually has a tangible benefit for both the recipient and giver. 

Milestones A series of significant stages within the project that is crucial to the final 
outcome being achieved. 

Target Groups The people that you are trying to help. You may have a specific target 
group you are trying to reach, however also provide a benefit to the broader 
community. 

Terms of Reference A document that outlines the limits of a committee/groups responsibility, 
including their purpose and structure. 
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Appendix A: Tender Kit Template 
Legal/trading information 

Registered Organisation Name (legal name) 

 

Also known as (trading name): 

 

ABN: 

 

Legal Status (e.g Incorporated Not for profit):  

 

Incorporated Association Number/ACN: 

 

Contact details 

Physical address: (Add each branch address if relevant) 

 

Postal Address: (for each branch too if relevant) 

 

Phone Number: (for each branch too if relevant) 

 

Email address: 

 

Website: 

 

Facebook/Twitter – other social media: 

 

Contact person and details: general 

 

Contact person and details: media 
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Financial information 
Contact person and details: finance 
 
Tax Status: (ITEC, PBI, DGR?) 
 
Are we registered for GST? 
 
Bank Details: (Acc Name/BSB/Acc Number) 
 
Organisational background 
Year Established? 

 

What is our background/history? 

 

What is our mission/purpose/vision/objective? 

 

What is the core business of the organisation? 

 

Where can our strategic plan be accessed? 

 

Where can our policies and procedures be accessed? 

 

Where can annual reports be accessed? 

 

Where can our photos be accessed?  

 

Where do we operate? Provide map and GPS Location 

 

Membership 

Board/Committee Member Details: 
Name Position Years in Org Background brief 
    
    
    
    
    
    

How many staff do we have? 
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How many volunteers do we have? 

 

Famous Current or Past Members/Players/Students 

 

Patrons (inc past patrons) 

 

List of achievements/awards: 

 

Affiliated/Associated Membership (e.g. part of league/peak body): 

 

Current Membership Numbers:  

 

Membership 5 years ago 

 

Do we have disabled members? How many? 

 

Do we have older members? How many? 

 

Do we have indigenous members? How many? 

 

Do we have members from other cultural backgrounds? How many? Where from? 

 

How do we engage with community on matters of social inclusion? 

 

Previous Grant Wins: 
Who From What for How Much When Reported 
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Basic community profile information 

Current Population and Demographics:   

 

Forecast Population and Demographics: 

10 years  

20 years  

Provide links to relevant strategies/reports/data on our issues:  

 
Demonstrated Community Support 
Testimonials from Community partners: 

 
Testimonials from Corporate/Business partners: 
 
Testimonials from Government partners: 
 
Testimonials from clients/members: 
 
Insurance/Certificate of Currency 
Insurance details and certificates of currency- attach 
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Appendix B: Greater Taree Fast Facts 
Source: Greater Taree Community Profile, GTCC website 

Population 

               
 
 
}Greater Taree City had a lower proportion of pre-schoolers and a higher 
proportion of persons at post retirement age than NSW in 2011.~ 
 
 

Greater Taree Service age group (years)  
 2011 2006 Change 
Babies and pre-schoolers (0 to 4) 2,651 2,487 +164 
Primary schoolers (5 to 11) 4,045 4,424 -379 
Secondary schoolers (12 to 17) 3,979 4,290 -311 
Tertiary education and independence (18 to 24) 2,898 2,852 +46 
Young workforce (25 to 34) 3,608 3,740 -132 
Parents and homebuilders (35 to 49) 8,209 8,973 -764 
Older workers and pre-retirees (50 to 59) 7,038 6,573 +465 
Empty nesters and retirees (60 to 69) 6,908 5,701 +1,207 
Seniors (70 to 84) 5,959 5,166 +793 
Elderly aged (85 and over) 1,246 929 +317 
Total population 46,541 45,135 +1,406 

 

 

Population 

48,846 
Land area 

373,192 
hectares (3,732 km2) 
 

Population density 

0.13  
persons per hectare 
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Education 
 

 

 

Weekly income 

  

 

Employment 
 

  

Median individual 
income 
$400 - $599 
per week 
 

Median household 
income 
$800-$999 
per week 
 

Highest individual 
income percentile 
17.3% 
$200 - $299 per week 
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Housing 

       

People needing assistance 

Need for assistance with core activities 
Greater Taree City - Total persons 2011 
Assistance needed by age group (years) # % NSW % 
Total persons needing assistance 3,571 7.7 4.9 
Total persons not needing assistance 40,559 87.1 89.4 
Not stated 2,411 5.2 5.7 
Total population 46,541 100 100 

}7.7% of the population in Greater Taree in 2011, reported needing help in 
their day-to-day lives due to disability.~ 

Cultural diversity 

}The Aboriginal and Torres Strait Islander Census population of Greater Taree 
City in 2011 was 2,506, living in 1,008 dwellings.~ 

Aboriginal and Torres Strait Islander peoples key statistics 
  # % 
Population 
summary 

Total population 2,506 5.4 
Males 1,231 2.6 
Females 1,275 2.7 

Indigenous status Aboriginal 2,380 5.1 
Torres Strait Islander 64 0.1 
Both Aboriginal and Torres Strait Islander 57 0.1 

 
Residents of Greater Taree’s proficiency in English	  
 # % NSW % 
Speaks	  English	  only	   43,423	   93.3	   72.5	  
Speaks	  another	  language,	  and	  English	  well	  or	  very	  well	   1,024	   2.2	   18.6	  
Speaks	  another	  language,	  and	  English	  not	  well	  or	  not	  at	  all	   125	   0.3	   3.9	  
Not	  stated	   1,968	   4.2	   5.0	  
Total	  population	   46,540	   100	   100	  

  

Median  
rent 
$200 - $224 
per week 
 

Median loan 
repayment 
$1200 - $1399 
per month 
 

Social  
housing 
4.1% 
NSW 4.9% 
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Appendix C: Budget proforma 
 (How is it 

calculated) 
Funder Partner #1 

In-kind/ 

Volunteer 
Total 

Administration costs      

Stationery      

Postage      

Telephone/Internet      

Staff Travel       

Car      

Participant Travel and 

Transport  
     

Equipment Hire or 

Purchase  
     

Wages       

Sessional /casual Staff       

Materials and 

Consumables  
     

Catering       

Publicity and Advertising      

Rent or Venue Hire      

Education and training      

Financial audit      

Project evaluation      

Add more lines as needed      

Total      
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Appendix D: Sample Support Letter 
 
SUPPORTING ORGANISATIONS LETTERHEAD 
 
Persons Name 
Position 
Organisations Name 
Street Address 
Town State Postcode 
 
Dear Sir/Madam, 
 
I am writing to support the [Name of your organisation] in their application for [Name of the funding 
application]. 
 
The [Name of the funding application grant] will allow [Name of your organisation] to [What you want 
to do with the application].   
 
This is important because [list why this is important, using words that are used in the grant 
application]. 
 
If you want to talk to me further in relation to this you can contact me on [contact details and name 
of the person and organisation that are supporting you]. 
 
Yours truly 
 
[Signature] 
 
[Name of person from supporting organisation] 
[Their position in the supporting organisation] 
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