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Project Proposal Form Guidance
A section by section guide to completing the proposal form.  

You need to answer all questions.
About your group

Please provide standard contact details so that CDF can contact you if the panel approves your proposal. 

About your project

Project Title

Choose a name for your project which will allow it to be easily recognised.
Project Summary
Please provide details about your project i.e. the aims of the project. The aim is a brief statement that explains the overall purpose of your project.

Which of the local priorities identified for your ward does this project address? 
The panel website will list the priorities for the ward, make a note of which of these priorities your project will address.
How does your project meet these priorities? 

The starting point for addressing how your project meets the priorities in your ward is to be clear on the need it is addressing. You need to demonstrate a problem, issue or situation where something needs to be changed to make things better for a person, group of people or an environment.  

Area Covered by project

Although funding for this programme is at ward level, different neighbourhoods within your ward may have greater need of funding. Please let the panel know here what specific area of your ward your project will benefit.
Amount requested

Tell us how much grant you are applying for?
What is the start date for the project and when will it be completed?
Tell us how long the project will take to complete.  Be as realistic as possible about when the project might start and how long it will take to complete.  Don’t put a start date of a week after submission of your proposal, if the panel is not going to meet for three weeks.  You should find panel meeting dates on their webpage, or you can email them to ask. Please bear in mind the time frames when planning your project. Any unspent funds will need to be returned to CDF at the end of each financial year.

The Local Community 

How many people will be involved in the project? What will they be doing?

There are various ways of involving people. For example: 

· Having people who would use your project on your management committee. 

· Getting local people who will use the project to help design it.

· Setting up user groups to give feedback on your plans and plan activities.

· Where appropriate local people delivering activities or volunteering on the project.

The more members of the local community involved in the project will mean a higher number of volunteer hours, which means a higher match value for the project.

How will this project improve this neighbourhood?
Once you have addressed the need of your project of your project, you will need to have clear idea of the specific changes and improvements your project will have in your neighbourhood. 

Financial Details 

What will you spend the grant on?

List all the costs associated with your project.

How are you making up the match part of your project?
In order to receive funding for your project you need to contribute the same amount that you are asking for. You can raise this amount in the following ways:
· Volunteer time, which is valued at £11.09 per hour. 
In order to greater reflect current labour market costs, CDF is using the Office for National Statistics (ONS) Annual Survey of Hours and Earnings (ASHE) and within this the Median gross hourly earnings rate.    
· Gifts in kind. These are services provided free of charge that normally you would have to pay for, such as venue hire. 
· Cash donations
 How does your project represent good value for money?

With only a limited amount of funding for your area, you need to demonstrate that your project delivers the most benefits for the least amount of money spent. You can do this by:

· Ensuring the most amount of people in your area benefit from your project 
· Thinking of a problem in your area that could be solved for a small amount of money but would make a big difference in people’s lives

· When sourcing services and materials, obtain different quotes to make sure you are getting the best possible value for money
· Obtaining services and materials for free where possible from businesses willing to contribute to improving their community. 

Need - key point’s checklist

· Why your project is needed and how you know it is needed?

· Who would benefit from your project?

· How the people who will benefit are involved in your project?

· The difference your project will make?

· What your project will do? 

· How much funding you want, for how long and what you will spend the money on?

· How will you demonstrate that your project has made a difference and has achieved what is sets out to do?
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