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Section 3
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Types of financial information commonly asked for

Exactly what information is required and how this information is presented will depend on the funder. Check the guidance the funder provides about the grant. 
Not all the following information will be needed by every funder, this is an overview of the most requested financial information by funders: 

i. Project budget 

· Predicted transactions (income and expenditure) for the total cost of the project. Most funders will include a table/form for you to complete. 
· It is usual for funders to ask you to base your predictions on quotes you have received. 
· Some funders will ask an additional question about how you calculated the costs. Therefore, you will need to demonstrate how you have arrived at your expenditure cost. Consider Fair Pay when calculating your costs for contracted and freelance contracts ACE produces guidelines: https://www.artscouncil.org.uk/sites/default/files/download-file/ACNLPG_Fair_pay_0.pdf
· You can benchmark against similar projects, for example, looking at sites such as the Leicester Museum Job Desk. 
· Most funders will allow you to include support-in-kind. Depending on the funder, this may also be referred to as ‘non-cash contributions’. See Appendix 4 for examples of what this can cover, and how to cost out volunteer contributions.
· It is common for funders to require you to provide tenders for goods, works or services worth more than:
· £10,000 (excluding VAT) at least three competitive tenders/quotes. 
· £50,000 (excluding VAT) proof of competitive tendering procedures
· Some funders give option of calculating costs as full cost recovery. Full cost recovery means securing funding for all the costs involved in running a project. This means that you can request funding for direct project costs and for a proportionate share of your organisation’s overheads. 

NCVO provides useful guidance on preparing a budget: https://beta.ncvo.org.uk/help-and-guidance/funding-income/all-about-grants/preparing-your-budget/

The National Lottery Heritage Fund provides procurement guidelines as well as a tender template brief https://www.heritagefund.org.uk/funding/good-practice-guidance/writing-brief-procurement-goods-or-services

For an example of a Procurement Method Statement see Appendix 5.

The Big Lottery Fund provides useful tools and resources to help you calculate Full cost recovery: www.biglotteryfund.org.uk/fcr.

SEMD has put together a range of resources which includes information on commissioning and writing briefs for consultants:   https://southeastmuseums.org/support/working-with-freelancers/

SEMD has a useful training session: https://southeastmuseums.org/resource-library/resources-from-training-on-full-cost-recovery-29-may-2020/

ii. Project cashflow 

· The planned income and expenditure of your project. 
· The figures must match those included in your project budget. 
· Funders such as Arts Council England provide a cashflow template that you must use see Appendix 8 for an example.

iii. Income/ expenditure 

· Is an account of the surplus or deficit of your organisation.
· Example of an income/ expenditure template from the Arts Council England, see Appendix 9. 

iv. Cashflow forecasts 

· Is the planned income and expenditure of your organisation.  

NCVO provides a simple explanation of cashflow forecasts: https://knowhow.ncvo.org.uk/organisation/financial-management/planning-and-budgeting/budgeting

Your organisation can hold different types of funds, it is useful to understand what these are and how they are different from each other. Appendix 6 explains the difference between unrestricted and restricted funds, free reserves, and designated funds. 




v. Financial statements 

· This is usually the most recent audited or accountant verified accounts. 
If you are a new organisation, you will not be required to include accounts, but you will need to provide proof. For example, this could be your last three bank statements or a letter from your bank confirming that you have opened an account. 

vi. Bank account 

· Proof that you have a bank account that has at least 2 signatories. 

vii. Business Plan 

· This plan will set out the financial and organisational aspects of your business. This is different from your project plan. 
· 
The National Lottery Heritage Fund Business Plan provides a template: https://www.heritagefund.org.uk/funding/good-practice-guidance/business-plan-template-and-guidance#heading-8 

The Association of Independent Museum’s Successful Business Planning gives guidance on what to include and how to layout a business plan: https://www.aim-museums.co.uk/wp-content/uploads/2017/03/Successful-Business-Planning-2017.pdf

It is helpful to know some basic financial terms to help you understand what the funder requires. 

The National Lottery Heritage Fund Business Plan template has a glossary of financial terms:  https://www.heritagefund.org.uk/funding/good-practice-guidance/business-plan-template-and-guidance#heading-8
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