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Community Services 

Grants Program 2012/2013

Application Form 
Funding over $5,000

Closing Date: 6:00pm Monday 16 April 2012
Organisation Name:
Project Name:

Amount Requested (excluding GST): $
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The Council of the City of Sydney

Town Hall House

456 Kent Street

SYDNEY NSW 2000

COMMUNITY SERVICES GRANTS PROGRAM 2012/2013
Information for Applicants
1. Please forward completed application form and all supporting documents to:

Post to:




In Person:



Cultural Development Manager

Cultural Development Manager

City of Sydney



City of Sydney

GPO Box 1591



Town Hall House

Sydney  NSW  2001


456 Kent Street







Sydney  NSW  2000







Hours:  8.00 am – 6.00 pm

2. Applications will close 6.00 pm on Monday 16 April 2012.  NO LATE APPLICATIONS WILL BE ACCEPTED UNDER ANY CIRCUMSTANCES.
3. Please read the Community Services Grants Program Guidelines carefully before completing the application form.  Ensure that all questions are answered and documents are attached.
4. Please tick off the Checklist on the last page of the application form before sending in the application.  INCOMPLETE APPLICATIONS WILL NOT BE CONSIDERED UNDER ANY CIRCUMSTANCES.
5. If you have any questions about the program guidelines or require information about how to apply, please contact the City on 9265 9333 or email communitygrants@cityofsydney.nsw.gov.au.
6. Your application should be word processed; hand written applications will be accepted, however, the writing must be clear and legible.  Computers are available in each of the City’s libraries and books on fundraising and grant seeking are also available.
7. If you have trouble understanding this form in English, please call the Translating and Interpreting Service on 131 450.
	Please provide one copy of your application form and all documentation.




APPLICATION FORM

	Section 1 – Contact Information


If you are an:

· Organisation applying, complete Part A

· Organisation using an auspice, complete Parts A & B

	PART A – ORGANISATION DETAILS


Legal Name of Organisation:


Street Address:
	Suburb/Town:
	State:
	Postcode:


Postal Address (if different from above):

	Suburb/Town:
	State:
	Postcode:


Organisation’s Website:

Please note:  If this application is through an auspice body, the following details may not be applicable.

Trading Name:

ABN:

	Are you registered for GST?
	
	Yes
	
	No


	Legal Status of Organisation
(please tick one)
	
	Company Limited

	
	
	Incorporated Association

	
	
	Other – please specify:
	


	Under its Articles of Association or Constitution, is the Organisation a not-for-profit body?
	
	Yes
	
	No


In what year was the Organisation formed?__________
CONTACT DETAILS

	Salutation:
	
	Mr
	
	Ms
	
	Mrs
	
	Other, please specify:
	


Name of Contact Person:

Position of Contact Person:

	Business Hours Phone:
	Alternative Phone/Mobile:


	Email:
	


	PART B – AUSPICE DETAILS


Legal Name of Organisation:


Street Address:
	Suburb/Town:
	State:
	Postcode:


Postal Address (if different from above):

	Suburb/Town:
	State:
	Postcode:


Website:

Trading Name:

ABN:

	Are you registered for GST?
	
	Yes
	
	No


	Legal Status of Organisation
(please tick one)
	
	Company Limited

	
	
	Incorporated Association

	
	
	Other – please specify:
	


	Under its Articles of Association or Constitution, is the Organisation a not-for-profit body?
	
	Yes
	
	No


In what year was the Organisation formed?_________
CONTACT DETAILS

	Salutation:
	
	Mr
	
	Ms
	
	Mrs
	
	Other, please specify:
	


Name of Contact Person:

Position of Contact Person:

	Business Hours Phone:
	Alternative Phone/Mobile:


	Email:
	


	Section 2 – Project Summary Information


	Please provide a brief summary of your proposed project (no more than 25 words).  Do not refer to an attachment.




	Project Start Date:
	Project End Date:


Projects MUST occur between 1 October 2012 - 30 September 2013
Income Summary

Complete this section if you are seeking support/funding from other sources.

	Source
	Amount
	Decision Date

	Federal Government (Specify Agency):
	$
	

	State Government (Specify Agency):
	$
	

	Local Government (Specify Agency):
	$
	

	Corporate Sponsorship
	$
	

	Membership Fees
	$
	

	Fundraising / Donations
	$
	

	Other (Specify):
	$
	

	
	
	

	Total
	$
	


	Section 3 – Written Proposal


To be completed by all applicants.  Please provide a comprehensive written proposal that addresses the evaluation criteria specified in the Community Services Grants Program Guidelines.

Priority will be given to projects that help the City further the aims identified in Sustainable Sydney 2030, information on this plan can be found on the City’s 2030 website – www.sydney2030.com.au.

The written proposal must explain your project and provide written evidence that it is well planned and achievable, including:

· What you are going to do;
· How you plan to do it;
· Why you want to do it, including the project’s aims and objectives;
· Where and when you intend to do it, including how your project contributes to/enhances the unique qualities of a community or city village (as defined in the Sydney 2030 strategy);

· How the project meets the program objectives;
· The people involved, their experience and their responsibilities; and
· How you intend to evaluate it.

	Is this a new or existing project?
	
	New
	
	Existing


If existing, how long has the program been running:____________________________

	


Performance Measures 

For project assessment purposes please list each of the specific activities within the project, the targets that you will aim for and use to assess the project once it is completed, and the expected outcome of these activities. Please also list how you will show us what you did for each of the activities, and how you will measure the outcomes.
Should your application be successful the information you provide in this table will be incorporated into your funding Agreement (the contract). This will assist the City to evaluate your project at its completion – and to promote the successes of the project. This can also help you for future funding applications (with the City or other organisations) to demonstrate success in previous projects.
	1) Activities and Outcomes

This is what you will do and what people will get out of it.
	2) Reporting and evaluation

This is how you will demonstrate what happened.

	1a) Activity

What specific things will you be doing through the project?
	1b) Outcomes

What will happen as a result of these activities being undertaken successfully? 

(Note: There may be a number of outcomes of a single activity – if so, please list each on a new line.)
	2a) Evaluation

- How will you measure each of the outcomes in 1b (left)? 

- How will you report them to us? (number of participants, surveys, box office earnings etc)

	
	
	

	
	
	

	
	
	

	
	
	


	Section 4 – Previous Grants


Please provide details of any cash or value in kind assistance your organisation received from the City of Sydney in previous grants rounds (2008-2011)?

	Type of benefit received incl. year received
ie. cash grant or value in kind
	What was this assistance used for?
	$ Value

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


If you have received cash or value in kind assistance from the City, have you forwarded a copy of your acquittal/report or progress report (for projects that have not been completed) to the City of Sydney?

	
	Yes
	
	No
	If no, please enclose a copy with this application.


	Section 5 – Supporting Documentation


You are required to submit the following documentation with your application:

· where applicable, a copy of the acquittal/report or progress report for your previous City of Sydney grants;

· the most recently published annual report for your organisation;

· a copy of your most recent audited financial statements or balance sheet and a statement of income and expenditure, if your organisation is not subject to audit requirements; and
· a current copy of your organisation’s public liability insurance certificate OR a written quotation for adequate public liability insurance cover.

If you have not applied for a cash or value in-kind grant or sponsorship from the City in the past two (2) years, you are also required to provide:

· proof of your non-profit status (eg. copy of your Certificate of Incorporation); and

· a copy of your current Constitution OR Articles of Association.

You are encouraged to submit additional support material ONLY if it is relevant to, and will assist the panel in assessing your application.

Please do not send originals of material.  If you wish to have support material returned, please include an appropriately stamped, self-addressed envelope/post pack.  While all due care will be taken, the City of Sydney takes no responsibility for damage or loss that may occur to support material.

	Section 6 – Project Budget


Please ensure all figures below exclude GST.

Expenditure to be funded through the City of Sydney grant must be identified with an asterisk (*) in the column provided.  

Please ensure that the totals for income and expenditure are exactly equal.

If the example budget below does not meet your needs, please re-label the items or attach your own budget which clearly shows your income and expenditure items.

	INCOME
	EXPENDITURE

	Earned Income

Eg. Entry / Participation fees, membership, sales etc.
	
	Salaries, Fees, On-costs

Eg. Contractor/project manager fee
	
	*

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Applicant’s Contribution

Eg. Cash / in-kind services or materials, volunteer labour** etc.
	
	Project/Production Costs

Eg. Materials, services, equipment, venue hire, catering etc .
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Other Income

Eg. Sponsorship, donations, fundraising, other in-kind etc.
	
	Administration

Eg. Office costs, insurance, accounting, auspice fees.
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Grants/Sponsorships

Eg. Federal Government, State Government, Local Government, Philanthropic.
	
	Marketing/Media/Promotion

Eg. Promotion, publicity, advertising, design and printing, programs.
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Amount requested from the City of Sydney
	
	
	
	

	TOTAL INCOME
	 $
	TOTAL EXPENDITURE
	$
	


	VALUE IN-KIND CONTRIBUTION SOUGHT FROM THE CITY OF SYDNEY

	The City ONLY provides value in-kind for park hire waiver, venue hire waiver and street banner hire waiver, see Program Guidelines for more information.  

To request value in-kind, please specify your proposed venue/park/number of banners and the duration of use below. Do not cost these items. All value in-kind is subject to availability.

	Park Hire Waiver - 

	Venue Hire Waiver -  

	Banner Hire Waiver - 


** General volunteer labour is valued at $20 per hour. Skilled labour should be valued at its true market value.
	Section 7 Certification


I certify that, to the best of my knowledge, the statements in this application are true.  I have obtained, read, and understand the Community Services Grants Program Guidelines.

I acknowledge that if the City of Sydney approves this application for a grant, I will be required to abide by the rules laid down in the City’s Guidelines for the Community Services Grants Program and enter into a Grant Agreement with the City of Sydney.

I acknowledge that the City of Sydney treats all information provided by an individual in support of an application in accordance with the Privacy and Personal Information Protection Act 1998.
PRIVACY PROTECTION NOTICE
Purpose of collection:  To administer applications for grants and sponsorships
Intended recipients: City of Sydney staff.

Supply: Contact information, proof of incorporation and Public Liability Insurance is required under the City of Sydney Grants and Sponsorship Policy in order for funds to be released.

Access/ Correction of information: City of Sydney staff only.

Storage: City of Sydney.
I acknowledge that the NSW Government Information (Public Access) Act 2009 applies to documents in possession of the City of Sydney.  Under some circumstances, a copy of this application form may be released in response to a request made in accordance with the Government Information (Public Access) Act 2009. 

I acknowledge the City of Sydney will not accept incomplete or late applications.

I acknowledge the City of Sydney may vary the level of funding provided through the Program at its sole discretion.

I acknowledge the City of Sydney reserves the right to assess an application under an alternative funding program if it is considered to be better suited to that program.

I acknowledge the City of Sydney cannot guarantee funding for any application and cannot guarantee funding to the full amount requested by any applicant.

I acknowledge that if I am awarded a grant under this program, that I will ensure that all insurance requirements are complied with.

I have been authorised by _______________________(name of organisation making this application).
	Signed:
	Date:

	(Contact Person)
	

	
	

	
	Position:

	(Print Name)
	


Auspice

If you are applying under an auspice, your application must also be signed by an authorised representative of the auspice organisation.
I have been authorised by _______________________(name of organisation Auspicing this application).

	Signed:
	Date:

	(Contact Person)
	

	
	

	
	Position:

	(Print Name)
	


	Section 8 – Feedback and Checklist


FEEDBACK

	

	How did you hear about the City of Sydney’s Community Services Grants Program? (please tick)

	
	
	

	1.
	
	Applied previously for a grant/received a letter from the Lord Mayor.

	
	
	
	
	
	
	
	

	2.
	Advertised in:
	
	City News
	
	Sydney Star Observer
	
	SX

	
	
	
	
	
	
	

	
	
	Sydney Central
	
	Arts Hub
	
	Koori Mail

	
	
	
	
	

	
	
	SMH
	
	Inner West Courier – Inner City

	
	
	

	3.
	
	Word of mouth

	
	
	

	4.
	
	The City of Sydney’s web site

	
	
	

	5.
	
	Other (please specify):

	


CHECKLIST

Before you submit your application please ensure you have done the following:

	
	Read through the program Guidelines carefully.



	
	Made sure your project is clearly described and that you have completed all sections of the application.

	
	Check that your budget includes all costs and items relevant to your project and that the income and expenditure totals are exactly equal.

	
	Check that you have supplied one copy of your completed application and all necessary documentation.  See supporting documentation above for details.

	
	Asked someone not involved in the project to read the application to ensure the information is complete and that they understand your project as described on the application.

	
	Made sure you have addressed all the evaluation criteria.

	
	Made sure the certification section is signed by the appropriate people.

	
	Made a copy for your own records.

	
	Made arrangements to ensure the application is delivered to the City by the stated methods prior to 6:00pm 16 April 2012. Mailed applications post-marked on or before 16 April 2012 will be accepted.


NO LATE OR INCOMPLETE APPLICATIONS WILL BE ACCEPTED UNDER ANY CIRCUMSTANCES
CLOSING DATE: 6:00pm Monday 16 April 2012
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