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Grant Writing Toolkit for Museums

Section 2

[bookmark: writing_your_application]Writing your application 

Check the funder’s requirements

An essential first step in writing any application is to check the funder’s requirements. Read their criteria and guidance carefully - many applications fail as they do not meet the funder’s aims and/or submit the correct information.

What to check:

· Does your project meet the funder’s aims and purpose? If you are not sure contact the funder. 
· Have you looked at what they have previously funded? It is another useful way to check that your project meets their requirements. 
· What are the exclusions? Is your organisation and/or your project eligible? 
· What financial information do you need to provide? 
· Do you need match funding? If so, where from? How much? Does the amount you need change depending on how much you are asking for? Is it in-cash? Can it include in-kind?
· What additional information do you need to provide? Don’t be tempted to add extra documents, only include what is asked for. But do gather this information early – it takes time to collate. 
· What is the submission date? Applications that are submitted late will not be considered.

Do you know what the difference is between aims and objectives, and outcomes and outputs?

It is important to understand the differences and how they relate to each other. 

Appendix 2 provides explanations of the differences with examples. 

Funders:

· Will want to know the overall aim (this will most likely be as part of the project summary) and how you are going to achieve it (objectives).
· Will be interested in the outcomes, not just the activities you are delivering.
· Are increasingly asking applicants to demonstrate the difference project will make – the outcomes.
· Want outcomes to be measurable. They will ask you to set targets and will want details on how you will monitor and evaluate your project. 

Have you got evidence of need to support your application?

It is important to research and provide relevant evidence to support your identified need. See Appendix 3 for suggestions of where to find information that you can use as evidence. 

Including this information is essential as it will:

· Help you to define the problem or need clearly. 
· Provide information that will inform your outcomes (what change will happen because of your planned activities). 
· Prove to the funder that you understand the need, this in turn gives the funder confidence in you - that they are not wasting their money on you.


Using your evidence to support your application

· Make sure any evidence you use is specifically related to the project. 
· How much evidence you provide should be guided by the size of your funding application. 
· Include several sources of evidence both from within your organisation and from external sources. Ensure you have a mix of qualitative (e.g., quotes from previous participants, letters of support) and quantitative (facts and figures) data. 

How to present information in your application

You should aim to make the application as easy to read as possible.

Remember:

· Don’t assume that the person knows you and your project. It may be obvious to you but make sure you explain clearly what you do and what the project is.
· Write in clear, easy to understand language – try not to use acronyms, jargon, or specialist terms. If you do explain them clearly. 
· Use facts and figures (evidence of need) to back up and support your claims. Be specific.
· Use active sentences.
· Be positive! Don’t say ‘This project will aim to’ instead use ‘This project will’.
· Use the funder’s language. This is key, it helps to demonstrate to the funder you have read and understood their guidance and the purpose of the funding.
· Avoid long, densely worded paragraphs of text.  Instead use:
- Bullet points
- Headings
- Highlights in bold or underline
- Short paragraphs

When you have finished your application get someone else to read it. It is useful for someone who is not so close to the project as you to give you feedback and suggest edits.

Your local Museum Development Officer is available to read through you application and provide feedback.  
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