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Grant Funding Application Form
For all Grants 

(To be completed by the Applicant)
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Birmingham City Council (the Council) has a responsibility to ensure that any public funding it provides is used for its approved purposes and that when an organisation receives funding it is used appropriately.  This includes the operation of suitable management, employment and financial policies and practices.
The details provided by the applicant will be added to our Grants Management Database that will help track, monitor and audit grant applications made and issued.
Please read the Application Form Guidance document whilst completing this form as it provides additional information to clarify each question.

Issue Version: 26th January 2018

Overview of this application form
	Section No.
	Section Title
	Complete for grants up to £10,000
	Complete for grants over £10,000
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	Policies, Procedures and Processes
            Key supporting documents
Safeguarding – working with Children, Young People or Adults at Risk 

Your trustees and Quality Standards
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Grant Application Form 
1. Details of Applicant
	Name of Applicant applying for funding
	

	Main contact for this application
	

	Position held
	

	School/ provider name
	

	Address
	
	Postcode: 

	Phone number
	

	Email address
	


	Second contact for the application
	

	Position in organisation
	

	Phone number
	

	Email address
	


	Organisation registered address and correspondence address
	

	Main phone number
	

	Website, blog or Facebook page, if you have one
	

	Type of organisation (please tick the box which describes your organisation and where applicable provide your registration number)
	Unincorporated Association with a constitution, committee and regular meetings
	

	
	Limited company 

Registration number:
	

	
	Charity 

Registration number:
	

	
	State type of organisation CIO, CIC, Partnership etc
Registration number:
	


Reserves - If you have any reserves please provide a breakdown.
	Restricted or committed reserves – reserves in your account which are set aside for a specific purpose, such as grants to run a particular project.
	£

	Designated reserves – reserves that your organisation has allocated to a particular cost, such as staff salaries or rent
	£

	Free or unrestricted reserves – reserves which are not committed or restricted
	£


	If you have unrestricted/free or designated reserves that are more than the amount you are requesting through this application, please provide an explanation as to why your activity cannot be supported from these reserves, or a copy of your Reserves Policy if you have one.

	


VAT

	Is your organisation VAT registered?
	Yes / No

	If yes, what is your VAT registration number?
	

	If yes, what percentage of input tax can be recovered?
	


2 Details of proposed project /activity
	Name of project / activity
	


	Description of project

	

	Main address where project / activities will take place - this should be the main base of the project / activities – you can give details of other venues below
	

	Other locations / venues – please give details of all addresses where activities will take place.

Please include postcodes
	

	Are the locations / venues accessible for people with disabilities (i.e. wheelchair ramp to entrance, induction loop, supporting hand rail to entrance)
	Yes / No
If no what reasonable adjustments will be made:

	2.6 Description of the activities and timetable (if relevant include details of how the activities will be funded once the grant funding has ceased):

	


	Milestones - Please tell us about the key events in the life of the project / activity e.g. the start and end dates, when events will take place, when progress will be measured or the activity evaluated.  

	Project / Activity  - description of activities and aims 
	Date

	
	

	
	

	
	

	
	

	Insert more rows as required.
	


People and Resources

	Please provide details of the employees (and voluntary workers) that will be working on the project and providing the activities. (Add rows as necessary)

	Position
	To be paid directly from funding applied for? (Y/N)
	Annual cost of salary including employer’s overheads e.g. National Insurance, occupational pension where appropriate (if paid through this funding)

	1)
	
	£

	2)
	
	£

	Please confirm that employees working on the project will be paid the Real Living Wage in accordance with the Council’s Living Wage policy.
	Yes / No

	How many have been uplifted to the Real Living Wage?
	

	Does the applicant intend to work with any similar local service(s) that already provide the proposed or related activities? If Yes, complete details below.
	Yes / No

	Name of Organisation
	Service they provide
	Details of how you are going to work with them

	1)
	
	

	2)
	
	


	Partnerships – please provide details of any partnerships or support you will engage to deliver this activity/project?

	


Customers and Stakeholders
	
	Total
	Age range
	Gender
	Ethnicity
	Faith
	Ward or area (activity will be offered in)

	
	

	FSM

	
	
	
	
	
	

	Other 

(Children and young people considered to be disadvantaged i.e. CiC, SEND, area of high-deprivation)
	
	
	
	
	
	


	Provide details of any expected service users that will be involved in the operation and/or management of the project and how will their views will be captured and considered?

	


 Outcomes and Objectives

	What are the expected outcomes and outputs of the project and how will they be measured

	Outcome(s)
	How will you deliver this output/outcome 
	How will you measure the output/outcome
	Frequency of Reporting 

	1) to eat more healthily over the school holidays;  
	
	
	

	2) to be more active during the school holidays;  
	
	
	

	3) to take part in engaging and enriching activities which support the development of resilience, character and wellbeing along with their wider educational attainment;  
	
	
	

	4) to be safe and not to be socially isolated;  
	
	
	

	5) to have greater knowledge of health and nutrition; and  
	
	
	

	6) to be more engaged with school and other local services.
	
	
	


	Risk Management Plan

	Please use the table below to identify any risks that could prevent your project / activity from being delivered as planned. - Please note this is not a health and safety risk assessment, but is a plan to manage risks to your project / activity, for example weather, lack of funds, COVID-19 etc 

	Risk description
	Severity (severe, moderate, light)
	Impact (severe, moderate, light)
	Actions taken to manage risk

	
	
	
	

	
	
	
	

	
	
	
	

	Insert more rows as required.
	
	
	


	Please tell us about the legacy of the project/activities and how you will work with partners to put in place further services, activities or opportunities. 

	e.g. engaging parents and families in preparing healthy meals



	Is there a longer-term vision for the proposed project/ activities after this funding scheme has ended? If so, please explain how the project/activities will become financially sustainable. (Attach further details if necessary)

	


 Supplementary questions 
	How you will meet food safety and school meal quality standards?

	


	Please describe your organisations experience of delivering similar projects

	


	Please describe your organisations safeguarding policies and procedures

	


	Please describe your staffing ratio to ensure children and young people are appropriately supported throughout the project/activity 

	


3.  Cost and Funding Breakdown
GENERAL 
	What are you planning to use the funding for? (Indicate all that apply)

	Direct project/activity costs
	

	Central function costs e.g. management and support services (e.g. HR, finance, IT)
	

	Premises and office cost e.g. rent, rates, utilities, office admin, depreciation, insurance, membership and subscription
	

	Purchasing computers, furniture, equipment and/or vehicles
	

	The acquisition of land or buildings, building projects and/or landscaping works - please provide a business plan for the acquisition of land or buildings with your application
	

	Building feasibility studies, surveys, outline plans and planning applications
	

	General surveys, feasibility studies and research projects
	

	Other – please specify below:
	

	


	Do you have a copy of the most recent annual accounts and balance sheet for your organisation?  If yes, please attach a copy.
	Yes / No

	If no, please provide an explanation:
	


Using one line for each item please include; 

· details of each item of expenditure and what it will be spent on including details of any organisations / individuals you will pay to undertake any provision of the activity. 
· an explanation for any assumptions e.g. project manager (5 days @ £x per day); A5 flyers (2,000) etc. 
If your budget includes unexplained costings, then you may be asked to resubmit your budget as part of the assessment process.

Your budget must balance. Total A must be the same as (Total B + Total C)
	Cost of activities Project/activity expenditure e.g. Items, paid individuals, expenses 
	B: Expenditure
	C: How much of the amount in Column B are you requesting from BCC through this application?

	Example: sports equipment
	£3,000
	£0

	
	£
	£

	
	£
	£

	
	£
	£

	
	£
	£

	
	£
	£

	
	£
	£

	
	£
	£

	
	£
	£

	Insert more rows as required.
	£
	£

	Totals:
	A: £
	B: £


	Other project/activity income - Provide details of any other income towards the project eg: own cash, grant funding, sponsorship, donations, other parts of Birmingham City Council etc. 

Do not include the amount you are applying for through this application.
	A: Income

	Example: AB Sponsorship
	£1,000

	Example: Sports equipment 
	£3,000

	
	£

	
	£

	
	£

	
	£

	
	£

	
	£

	
	£

	Insert more rows as required.
	£

	Total:
	C: £


In-kind Support

Please provide details of any support your project/activity will receive which you would otherwise have to pay for e.g. free venue hire from x value = £, free sound equipment from x value = £, free staff time x hrs from x value = £ /hour  
	What support are you receiving 
	Who are you receiving the support from
	How much would the support normally cost

	
	
	£

	
	
	£

	
	
	£

	
	
	£

	Insert more rows as required.
	
	£


4. Referees

	Please give details of two people who can comment on your track record of delivering this type of activity. 

	
	Referee 1
	Referee 2

	Full Name
	
	

	Organisation
	
	

	Job title
	
	

	Phone
	
	

	Email address
	
	


5. Policies, Procedures and Processes
Why are we asking for these documents? – Birmingham City Council has a responsibility to ensure that public funding is used for its approved purposes and that, when an organisation receives funding, it is used appropriately and provides value for money. This includes the operation of suitable management, equalities, safety, safeguarding and financial policies and practices. 

Please ensure that you provide the documents below when you submit your application.  If you are unable to provide these documents contact the funding/commissioning service.
	Document Title 
	Section Ref.
	Send with Application
	Send if Requested

	Annual Report
	5
	(
	

	Constitution or governing body documentation
	1
	(
	

	Equalities Policy
	5
	(
	

	Health and Safety Policy
	2
	(
	

	Safeguarding Policy and Procedures
	5
	(
	

	Whistle Blowing Policy
	5
	(
	

	Confirmation of a valid insurance cover for director negligence or breach of duty to your organisation and details of insurance held, particularly relating to negligence
	5
	
	(

	Copy of the template used to record and monitor information relating to DBS checks
	5
	
	(

	Proposal on how he project will be funded once grant funding has ceased
	2
	
	(

	Business Plan for the proposed of acquisition of any premises
	If relevant
	
	(

	Budgeted income and expenditure statement
	3
	
	(

	Statement of Reserves
	1
	
	(

	Annual accounts and balance sheet
	3
	
	(

	Quality Assurance System documentation
	5
	
	

	Complaints Policy
	5
	
	(

	Environmental Policy and Procedures 
	5
	
	(

	Counter Fraud and Anti-corruption policy
	If relevant
	
	(

	Gifts and Hospitality policy
	If relevant
	
	(

	Financial regulations and procedures 
	5
	
	(

	Proof of bank account for your organisation (not a personal account)
	3
	
	(

	CVs for the project leads
	    If relevant
	
	(


Projects / Activities specifically engaging or working with Children, Young People or Adults at Risk

	Who in your organisation at senior level is responsible for the Safeguarding policy’s implementation and monitoring?

	Name
	
	Role within organisation
	

	Do all relevant members of staff and volunteers have an up to date Criminal Records Bureau check (DBS)?
	Yes / No

	If ‘No’, please state the reasons for this
	

	Do you have in place a record of DBS checks carried out for all staff/volunteers/committee or board members, confirming that DBS checks are satisfactory?
	Yes / No


Your trustees and Quality Standards

	Name of trustee(s)/company that will hold property on behalf of the organisation. (Insert additional rows if necessary)

	1)

	2)

	3)

	4) Insert more rows as required.

	

	Does your organisation have, or is it working towards, a recognised quality standard for third sector organisations e.g. Community Matters, VISIBLE or Quality Performance Mark (QPM)?
	Yes / No

	Do you have a quality assurance system? If yes please provide a copy
	Yes / No


Your management/executive committees
	Please complete the details below for your management/executive committee
	Has this person been employed by or served as a Councillor for Birmingham City Council in the last three years?

	Name
	Gender
	Ethnicity
	

	1)
	
	
	Yes / No

	2)
	
	
	Yes / No

	3) Insert more rows as required.
	
	
	Yes / No

	When was the last annual general meeting held? 
	DD/MM/YY

	Do you Produce an Annual Report? If yes please attach a copy 
	Yes / No

	Do you have links with other statutory bodies/partners, relevant to this grant funding?
	Yes / No

	If yes, please provide details:

	Name
	Description

	1)
	

	2)
	

	3)
	


6. Declaration (All applicants)
	I confirm that:

· The information and supporting documents with this application are correct and complete. If the requested grant is approved, any additional supporting documents required will be provided. 

· If the requested grant is approved, the proposed activities will be carried out as described in this application.

· Details of all other funding related to this activity, confirmed or applied for, have been disclosed.

· The required supporting documents are enclosed with this application

· I am authorised to sign and submit this application for grant funding on behalf of the organisation.

Birmingham City Council is committed to being open and transparent about decisions which affect Birmingham Citizens.  Details of grant payments to voluntary and community sector organisations are published on the Council’s website every three months.  To view published information, please go to www.birmingham.gov.uk/vcsf By submitting this application, you are agreeing that your details will be published.
In addition, if you are successful in your application, you will be required to confirm that you have the following in place:

· Insurance 

· Financial regulations and procedures 

· Counter Fraud and Anti-corruption and Gifts and Hospitality policies

· Complaints policy

· Environmental policy

· No Platform policy

If the grant is over £200k, the Birmingham Business Charter for Social Responsibility will apply. Successful applicants will be required to complete a suitable Social Value Action Plan in accordance with this policy.

Please note: Where ESP applies Grant Officer will add additional conditions into the Conditions of Grant Aid (COGA)

	CONFIDENTIALITY STATEMENT

Birmingham City Council collects information for the purposes of procurement and payment functions.  The information we collect about you will depend on the nature of your business with us but may be used for any of the Council's purposes.

We may check information provided by you, or information about you provided by a third party, with other information held by us.  We may also get information about you from certain third parties, or give information to them, to check the accuracy of information; to prevent or detect crime; or to protect public funds in other ways, as permitted by law.  These third parties include other local authorities, government departments, credit reference agencies and the police.

We will not disclose information about you to anyone outside the City Council unless the law permits us to.

Confidential information will not be disclosed to third parties.  We recognise that information is valuable and we take all reasonable measures to protect it whilst in our care.

The City Council is the Data Controller for the purposes of the General Data Protection Regulation.  If you want to know more about what information we have about you, or the way we use your information, you can ask at our main offices or telephone the Corporate Information Governance Team on Tel: (0121) 303 4876.



	This section must be signed by the person who completed this form, on behalf of the organisation applying. The witness must not be a relative of the person who completed the form.

	
	Form completed by:
	Witnessed by:

	Name
	
	

	Job title
	
	

	Signature
	
	

	Date
	
	

	On behalf of (organisation name)
	

	FOR OFFICE USE ONLY

	Ref no. (to be taken from the Grants Management System)
	

	Name of the funding programme:
	

	Funding cycle period:
	

	Contact details for the service commissioning this Project/Activity:

Email: holidayactivties@birmingham.gov.uk 


�








