FACT SHEET NO 2

FUNDING PORTFOLIO

Create a set heading which isrelevant to your group. Here are some examples:

History of the organisation
Why did your group start?
Who was involved at the beginning - and since?
Where did the group begin?
What has been achieved
What changes has the group experienced?

Aimsand Objectives
What are the group aims
What are the current objectives
What is the kaupapa of the group
If you have a mission statement, what isit?

M anagement
What is the management structure?
Names and contact addresses of management committee/trustees
How are decisions made?
What powers do management have?

Legal Status
Copies of Certificate of incorporation/ Trust Deed/ Umbrella Agreements
Evidence of Charitable status with IRD
Copies of Constitution/Rules
Trustees names and addresses

Financial information
Copies of audited accounts
Certificates of Income and Expenditure
Business Plans
Bank account details
Treasurer’s name and contact address
GST registration number
Details of sources of funding and yearly budgets

e Support
Which groups do you work alongside to complement your work?
Copies of |etters of support
Do you meet with any networks?
Are there any other groups offering asimilar service?
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Checklist - areyou ready to apply for fundsyet?
How much money do you need?
What is the money needed for?
Can you achieve your objectives?
Are there any alternatives?
How will the project be managed?
How will you monitor progress?
Whereisit all leading?

Oooooooo

Areyou applying to theright people?

e  Wheredid similar projects get their funding?

e Doyoufit the criteria?

e Can you speak to anyone?

e Arethere strings attached?

e Haveyoutried local service clubs and churches?

What you need to do

e Check closing dates and allow plenty of time

e Find out whether there is an application form

e Research using statistics and social knowledge:

e Provethe need for this project

e The people you apply to

e Make contact with the funder ask questions

e |dentify your project and organisation

e Contact local service groups, Lions, Rotary, etc and find out whether they would
like to beinvolved. You may offer a speaker for their monthly meeting.

If you have an application form:

¢ Read the form and any instruction sheets

e If you don’'t understand, ring the Funding Organisation
e Provide areturn address

e Provide two day/night telephone contacts

If thereisno application form:

e Provideal page budget

e Provideal page project description
e Providereferences

e Provide research summary

Suggested Application Format (Use three pages or lessif you can)
e Introduction

e Whoyou are?

e Why you are set up?

e Your membership, staff and volunteer numbers.

e Who benefits?

e___What other groups do this work in your area?
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e Who do you network with?

e What isyour project? Briefly

e Get application in well before the closing date

e Don't quote the funding organisation’s philosophy

e Ring thefunder if your application isn’t acknowledged after 3 weeks.

THE GOLDEN RULES

Always provide clear, current, and organised financial statements
Following theinstructions and provide what is requested

Show what support your project hasin the community

Peopleto contact:

City Council community workers

Citizens Advice Bureau

Internal AffairsLink Centrefield staff

Internal Affairs COGS staff

The funding agency to whom you are applying

Local clubseg Rotary, Lions, Kiwanis, Jaycees, Soroptimists, Masons, Licensing
Trusts

Reprinted with permission from Fundview produced by Funding I nformation Service

Additional Information

If you have any of the following it will add to the validity of your application.
e Community needs analysis

¢ Management Plan of the complete project

e Financial viability = Cashflow project

e List of other users- commitment from all parties

¢ Audited Financial Statements

e Social Audit

e Occupancy or Leasehold Agreement
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HINTS FOR SUCCESSFUL FUNDRAISING

1. Spread theworkload. Don't rely on the dependable few.

2. Invest timein your supporters/helpers. Make sure they understand the project and
have a commitment to it.

3. Remember the need for effective publicity. How to promote your activity.

4. Select fundraising methods that relate to what you want to achieve and do not
alienate people.

5. Budget for income, expenses and profit.

6. Make fundraising fun for those involved.

7. Make fundraising do more for your organisation than just raise money, e.g.. make it
bind members together, attract publicity about your work.

8. Beprepared for disaster but don’t expect it! Plan how to manage a complaint from
the public.

9. Check legal responsibilities (eg. if you run araffle).

FUNDING CALENDAR

Set up afunding calendar listing organisations to whom you are applying during your
calendar year. This does not need to be complicated just use headings similar to the
ones listed below:

Organisation applied to:

Date applications close:

Date Committee meetings:

Project Applied for:

Amount:

Amount received:

Datereceived:

Accountability required by:

If you plan ahead you will be able to see at a glance when applications close, when
you are likely to receive aresponse and plan accordingly.

GOOD LuCK!

If you would likealist of our other community resources, or to be put on our mailing
list, contact us at:

@  Phone (09) 486-4820 Fax  (09) 486-4823

@ Visit  North Shore Community and Social Services Inc.
Mary Thomas Centre, 3 Gibbons Rd, Takapuna

E Write P.O. Box 33 284, Takapuna, North Shore City
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email info@nscss.org.nz

© Copyright
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Community and Social Service Council Inc. It may not be reproduced, stored in aretrieval system or transmitted in whole or in
part or by any means (electronic, photocopying, recording, scanning or otherwise) without prior written permission of the owner.
Written permission will not be unduly withheld providing full acknowledgement of source is made.

Community Group Resources
A series of Fact Sheets for community groups



