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About this workbook 
There are 600,000 not for profit groups in Australia and every single one of 
them is trying to improve society in some way. Every time you apply for a 
grant, you are competing with these groups.  
 
You won’t win every grant you apply for but if you follow the five steps 
outlined in this book, you’ll increase your success rate dramatically. 
 
Step 1:  understand the grants landscape 
Step 2:  be prepared, before you even start 
Step 3:  read the damn guidelines (and then read them again) 
Step 4:  turn a great idea into a great plan 
Step 5: pull it all together 
 
 
 
About the workshop and presenter 
If you’ve ever been bamboozled by a funding application form, or not known 
where to start when it comes to seeking grants, or you’ve written grants for 
years but lost all motivation to try again, then this workshop is for you. This 
interactive workshop will lead participants through a logical and light-hearted 
process for assessing eligibility, reality-checking likelihood of receiving 
funding and turning a project idea into a solid plan that funders will LOVE.  
 
Facilitator Samantha Morris is a professional grant writer with nearly 30 years 
experience working on projects just like yours. Having written proposals 
which have resulted in hundreds of millions of dollars of funding for 
Australian communities, Sam now teaches other people how to smash their 
grant seeking goals by writing winning applications.  
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Step 1: Understand the Australian grants landscape 
 
Writing grants can be hard work. But what’s even harder is staying up to date with the grants landscape: 
knowing what grants are available and how to find them. 
 
Understanding the types of grants available is important for any grant writer.   
 

• Not-for-profit groups are likely to be applying for grants across the board.  
• Corporations and for-profit businesses are most likely to be eligible only for government grants 
• Artists and social entrepreneurs may be eligible for a mix of grants.  

 
Before you start looking for grants, you must understand the type of entity you’re representing. Are they an 
incorporated association? A sole trader? Do they have Deductible Gift Recipient or Tax Charity Concession 
status? Maybe they’re a Company Limited by Guarantee? This information is crucial. You must know this 
before you go anywhere near a grant application form. 
 
Generally speaking, Australian grant-writers will be seeking funds from one of three types of programs: 
 

a) Government grant programs 
b) Corporate grant programs 
c) Philanthropic trusts and foundations 
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Step 1: Understand the Australian grants landscape 
 

Government grant programs 
By far the most logical of funding programs. You probably don’t believe me. But most government funding 
programs are established with a VERY specific goal in mind. Often they’ve been created as a result of 
political pressure (“we need more funding for literacy”) or as a result of politicians making promises on the 
hustings.  

 
Think of government funding programs as having a shopping list. Their guidelines are like a shopping list of 
items they wish to purchase. If you can’t tick things off that shopping list you are simply not going to get 
funded.  
 
Here’s what I’ve learned about government grants: 

 

• They’ve usually identified a need (social, economic, environmental, health) and worked out that 
they’re better off ‘outsourcing’ to community groups to deliver those outcomes. As such, these 
programs have very clear objectives. 

• It’s like they have a to-do list (reduce the incidence of diabetes, keep the elderly in their own homes, 
improve water quality) and your job is to convince the funders that you can help achieve one of 
those things in a cost-effective manner. 

• The department in question often needs to demonstrate a strong public benefit and a good return on 
public investment (this is especially so if they’re funding works on private land or delivering programs 
for small businesses) 

• Eligibility depends on the department or the level of government. Some programs are only open to 
not for profit organisations. For others, you’ll be competing with small businesses or local 
governments or schools. Others again are open only by invitation. Pay attention to eligibility criteria.  

• Government grants will more often than not have stringent acquittal and reporting requirements. 
• Government bodies sometimes take a long time to let you know the outcome of your proposal. 
• Most government grant programs have historical information online about who’s received funding in 

the past and what they received it for. This is amazing intel to help you plan for your project and 
funding application.  
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Step 1: Understand the Australian grants landscape 
 

Corporate grant programs 
There was a time in the not-so-distant past when you could write to an organisation like Woolworths or 
Telstra and ask them to support your well-planned project by sponsoring it. Of course, the sheer volume of 
enquiries from not-for-profit groups soon became overwhelming for large corporations and most of them 
have established community grant programs. Telstra, BHP, Suncorp, RACQ, NRMA, there are literally 
hundreds of Australian companies that have established formal grant programs to invest in worthwhile 
community programs. These funding programs are very different to their government counterparts.  

• They’re often managed by the marketing or corporate social responsibility units within a 
company. 

• They’ve generally established to extend the marketing reach of a company, or improve its 
social license to operate (for example, the mining sector in rural areas). 

• Many of these funders like to know how you can involve staff or local branches in any 
projects and have a strong focus on public image and public involvement. 

• Some will restrict funding to a geographical area – where they have offices or operations, 
for example.  

• They’ll usually have a staff member intimately involved in writing guidelines, processing 
applications and dealing with enquiries and you should absolutely use that resource when 
appropriate.  

• Application processes for corporate grant programs are usually very simple compared to 
government grants. They don’t have to justify their funding decisions to tax payers 
(although they may have to justify them to shareholders).  

• Many of these programs usually fund projects based on broad community need but may 
exclude some sectors altogether. For example, many corporate grant programs exclude any 
activist organisations, and some won’t fund anything that involves children. 
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Step 1: Understand the Australian grants landscape 
 

Foundations and philanthropic trusts 
In Australia, there are many different types of foundations, each with unique legal structures.  
 
The foundations we’re most familiar with are private foundations – they’ve usually been set up by bequest.  
That means, the foundation has a very specific purpose and the trustees may not be able to (or wish to) 
deviate from that purpose.  
 
Other types of foundations include Family Foundations, Community Foundations, Corporate Foundations 
and Government-initiated Foundations. There are also Trustee Companies and Hybrid Foundations. 
Philanthropy Australia does a better job of describing each of these entity types than I ever could and you 
can access these descriptions via ‘A Grantseeker’s Guide to Trusts and Foundations’ on the internet.  

 
• Foundations are independent and won’t be looking for political gain or some commercial or market 

outcome. They usually have a very clear idea about the sorts of projects they’ll fund and they’re 
usually very across the sector(s) they’re operating in.  

• These Foundations are actively involved in Grantmaking circles and so are completely across best 
practice when it comes to project planning and implementation as well as reporting on outcomes.  

• These organisations are usually run on the smell of an oily rag. Many do not have any paid staff at 
all. They do not take kindly to organisations who use up precious resources, including time.  

• They’re usually managed by a board of trustees who make decisions about how funding is 
distributed.  

• The focus of the fund can change from year to year, based on identified need or feedback from 
stakeholders  

• Often these funds are only accessible to organisations who have Deductible Gift Recipient or Tax 
Concession Charity status. Or a combination of both. 

• Many larger funds make decisions many years in advance about which projects they will be 
supporting into the future. 

• Some funds request only a short expression of interest so they can work closely with you in 
developing any project they might consider further. 

• Some funds are not open to nominations at all and only certain organisations are invited to apply.  
 

What is DGR status? 
DGR or deductible gift recipient status is determined by income tax law. Usually, for an organisation to be 
eligible for endorsement as a DGR organisation, you must be endorsed by the Tax Office or by a federal 
minister responsible for endorsing organisations to a DGR register. This is the case for environmental 
organisations.   
 
The Treasurer and the Minister for Environment decide whether an organisation and its public fund is 
entered onto the Register of Environmental Organisations.  The Australian Tax Office maintains fact sheets 
to help organisations through this process. Get more information about DGR status on the ATO website at 
bit.ly/wombatDGR.  
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Step 1: Understand the Australian grants landscape 
 

Where to go for grant information in Australia 
 
Australian Directory of Funders 
Philanthropy Australia produces The Australian Directory of Funders which lists over 350 trusts and 
foundations. There is an annual fee to access the Directory online. More information at bit.ly/ausfunders.   
 
Australian Grants + Awards Facebook page 
A timeline of active and current funding rounds from a variety of funders as well as grant-related news 
being covered in mainstream media. Find the FB page at fb.com/ausgrants. 

 
Australian Government Grantslink Directory at business.gov.au/assistance is a database of Australian 
Government funding programs with a focus on businesses. Always check with the funding program 
regarding closing dates and availability as these sometimes change after they’ve been added to the 
database. 
 
Community Grants Hub is yet another Australian Government portal for information about grants available 
for community projects (including, for example landcare projects on private property). Visit 
communitygrants.gov.au/grants.  
 
Queensland Government Grant Finder. Visit grants.services.qld.gov.au, answer a couple of questions and 
then be pointed to a list of suitable Queensland Government grants. Some specific Queensland grants: 

o Arts Queensland: arts.qld.gov.au/aq-funding 
o Community Benefit Funding Programs: bit.ly/wombatgrants2 
o Tourism and Events Queensland: bit.ly/wombatgrantsTEQ 
o Queensland Community Foundation: qcf.org.au/grants/ 

 
Federal and State members of parliament often manage mailing lists within their own electorates to keep 
people up to date with funding opportunities. You can see a list of state and federal members by visiting 
bit.ly/qldmembers (Queensland) or the Australian Parliament House website for a list of federal members 
and senators.  
 
OurCommunity produces the monthly EasyGrants bulletin which outlines funding opportunities. It’s not 
particularly targeted at community benefit projects, but to a much broader range of projects including 
Councils and businesses. If you have the time to scan through hundreds of grants a month, it’s definitely 
worth the $100-odd annual subscription fee. Visit ourcommunity.com.au. 
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Step 1: Understand the Australian grants landscape 
 

A word about sponsorship 
Sponsorship is often thrown into the mix when people talk about grant funding, but it is important to 
differentiate the two. The process for acquiring sponsorship is very different to that of applying for grants. 
 
Sponsorship is a commercial relationship between two entities. A corporation (or other partner) is seeking 
a marketing or audience development outcome and you’re committing to help them do that by aligning 
their brand with yours.  
 

• A corporate (or business) sponsorship proposal will usually come about because you have 
identified a company that you wish to approach for funding. 

• You should already have a relationship of some description with that company. 
• Some companies have specific event or program sponsorship criteria on their websites. You 

should research this and apply accordingly if they do.  
• Given that a sponsorship approach is usually unsolicited, you need to make sure you’ve 

done your research beforehand. Who else has the organisation sponsored? How much did 
they give? What did they receive in return? Who manages sponsorship at the company? 
Have you spoken to them? Are they considering new sponsorship requests right now?  

• Never submit a sponsorship proposal without at least phoning and introducing yourself 
beforehand. That’s the bare minimum. 

• It is likely that any funding received will come out of a marketing or public relations budget 
so your proposal needs to focus on how you can help the company in question extend its 
market reach. 

• Developing relationships with corporate sponsors takes a very long time. It is time 
consuming and complicated. It is often difficult to find the right person or decision maker 
and it can be many many years from that first meeting to dollars hitting your bank account.  
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Step 1: Understand the Australian grants landscape 
 

 

MORE SPONSORSHIP TIPS 
 

• Start local. Local businesses are more likely to support an organisation in their community 
than are large corporations with their HQ in another state.  

• Find a company that is an ethical match. If you don’t have a sponsorship procurement policy 
that focuses on ethics and protecting your brand, then write one before you start.  

• A company is more likely to partner with you if they share similar goals or audiences.  

• Consider companies that share a geographical focus. For example, it is unlikely a company 
like Vodaphone would sponsor an event in an area that has no Vodaphone coverage.  

• Once you’ve identified a likely company, you must find the right person to speak to. Seek 
that person out and find out whether they’re accepting proposals for sponsorship or 
partnerships.  

• Once you’ve established that it’s worth actually creating a proposal, put one together. You 
can use many of the elements in this workshop kit to help you do that. But remember, 
companies are most likely trying to increase their market share, sell more products, grow 
their audience. They may not be seeking environmental or social outcomes, so it’s important 
that you consider this as you frame up your project. That’s not to say they don’t care about 
environmental and social outcomes, it’s just that their decision-making process may be 
slightly different to government grant programs, for example.  

• Corporations have an obligation to their shareholders to maximise profits. You must be able 
to show a return on investment for your proposal to be considered.  
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Step 2: Be prepared, before you even start 
 

“Give me six hours to chop down a tree and I will spend the first four sharpening the axe.”  
― Abraham Lincoln 

 
Before you go anywhere near a grant application, you must have your affairs in order.  
 

a) Develop your projects NOW 
b) Write a grant-seeking strategy 
c) Get your documents sorted 
d) Think about reporting 

 

A. Develop your projects. Now! 
Many groups approach grant writing in a reactive way.  That is, a large funding program is announced 
and someone says “we have to put in an application for this – what can we ask for?” It’s the WORST 
possible way to write grants.  
 
In an ideal world (and I totally understand we don’t all live in fairyland), we’ll develop our projects as 
part of a strategic planning process and have them ready to go next time a funding program announces 
it’s open for applications.  
 
You can use the process outlined in this workbook to write simple but complete project plans and 
overviews. We go into much more detail elsewhere in this book, but consider including the following 
sections:  

• What you’re going to achieve 
• Why it needs to be done 
• How you’ll achieve it 
• How much it will cost 
• How you’ll manage risk 
• Who you’ll involve 
• How you’ll known whether it’s worked 
• How you’ll tell other people 
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Step 2: Be prepared, before you even start 
 

B. Write a grant seeking strategy 
A strategic grants plan could be as simple as a list of projects you need to seek funding for in the 
coming year. A strategic grant seeking plan means many people can be working together to seek 
funding for your organisation or campaign.  
 
A comprehensive strategy would include: 
 

• The number of grants you intend to apply for in any given year. Set yourself a realistic target.  
• What your funding target is through grant streams. This is the dollar figure you need to raise over 

the year.  
• Who is responsible for writing the grants. Share responsibility.  
• Your project plan summaries. Include links to your project plans (mentioned above) so that any 

member of the team knows what’s what.  
• A column to note status – which grants have you applied for. When will you expect to hear back?  
• Notes on which grants have been  successful 
• Due dates for reports and acquittals  
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Step 2: Be prepared, before you even start 
 

C. Get your documents sorted 
 

Many funding bodies ask for similar documents. If you don’t have these all in the one place, you’ll 
spend precious time searching for them each time a grant closes. Or, even worse, you’ll leave it to the 
last minute and find it difficult to supply them. When you don’t included the necessary attachments, 
your application could be deemed ineligible. Funding bodies definitely do not have the resources to 
follow-up for missing documentation.  
 
Gather all these documents in the same place as early as possible. Some documents commonly 
requested by funding bodies include: 
 

• Audited financial statements for not-for-profits or copies of BAS for businesses 
• Board / directors contact details including date of birth and home addresses 
• ABN, ACN or Incorporated Association number 
• Certification providing your legal status 
• Certificates of currency that prove you have adequate insurance 
• Bank statements that clearly show your BSB and Account numbers 
• Annual reports 

 
 

D. Think about reporting NOW 
At the end of your project you’ll need to submit a report and a project acquittal. An acquittal basically 
documents how you spent your money. It shows the funding body that you did what you said you 
would. Some funding bodies  
 
Many funding bodies will provide templates (and reminders) for your project reports. You might have 
to report once at the conclusion of your project or you might have to report at every major milestone 
before you can receive your next payment.  
 
It pays to think ahead to what reporting might look like for your project(s). To make sure you have 
your files in order so that anyone can both implement and report on the project and that you’ve 
documented exactly how you’ve calculated outputs, budgets, outcomes and other deliverables.   
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Step 3: Read the damn guidelines 
 
Now that you have your paperwork in order, and you know what types of grants are available and when 
they’re likely to open, it’s time to get your head around the funding body’s guidelines. 
 
I can’t stress this enough. The guidelines are your how-to guide for winning this grant.  
 
Right there, in front of you, in black and white, is a guide that steps you through everything you need to 
know about this fund, what they’re specifically funding and how to apply.  
 
 

 

TIPS TO NAVIGATE THE GUIDELINES 
 

• Take a very close look – use a highlighter or pen to underline words and phrases that give you 
clues as to what the funding body is looking for.   

• If the guidelines mention strategies, plans, documents or reports, find them. Get copies. Know 
what’s in them and how they relate to your work. 

• Look for buzz words. We’ll talk more about this later, but these are the only buzz words you need 
to worry about. These will be repetitive words and phrases used throughout the guidelines and 
other supporting material.  

• Some guidelines give you guidance as to how you should answer questions. Immediately copy and 
paste this information across to a working document.     

• Read the whole guidelines and any attachments. Then read the application form. Find 
connections between the two. 

• Some guidelines include selection or assessment criteria. These are the criteria an assessment 
panel will use to ascertain your suitability for funding. Read them. Copy them across to your 
working document. Make sure you’re addressing them as you go. Sometimes selection criteria are 
published separately to the guidelines which is why it is important to click all links and read all 
related documents. If there are no published criteria, then the guidelines are even more 
important. 

• Check for any information about past or current priorities. Check for details about projects or 
organisations that have been funded by this program in the past.  

• Finally, give yourself a serious reality check. Is your organisation really eligible? Does your project 
really fit the guidelines? If not, you really are wasting your time.  
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Step 4: Transform your project… from great idea to solid plan 
 
Could a colleague take your completed grant application, or project plan, and implement it? Make all that 
good stuff happen? Spend the money where it needs to be spent? And then report on it to the funder?  
 
This is the reality for many small not-for-profits and it’s a fabulous reality check for your own project 
planning and grant writing skills.  
 
Don’t panic. Even if you are a one-woman show, you can write a solid plan. It doesn’t have to be 
complicated. Small farms, tiny grassroots not-for-profits, independent artists and musicians can all 
successfully secure grants with some nifty planning and it doesn’t have to be complicated.  
 
We’ll step you through an easy series of questions to write a great program plan in the next section, but 
these tips will help: 

• Make sure your project has a beginning and an end. This will help your funder know that this 
project is a one-off, discreet project with measurable outcomes and a thought-through timeline of 
activity.  

• Ideas alone are not enough to get your application over the line and in 30 years of grant writing I’ve 
seen amazing ideas not make the cut, simply because the proponents couldn’t demonstrate that 
they could deliver on their vision. 

• Many funders, especially government departments use Program Logic to track outcomes against 
investment.   
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Step 4: From great idea to solid plan 
 

What is program logic 
Program logic is a tool that helps people plan and implement projects while also tracking impact. A Program 
Logic is usually presented visually. It will clearly show the connection between an action or input and a 
desired change.  Mapping this out, helps us monitor, evaluate and report as the project progresses.  
 
One program, providing funds for agriculture projects, describes a Program Logic as follows: 
 
“Provide a description of Project Logic in a table or logframe that clarifies your thinking around the 
relationship between your activities, outputs and the targeted outcomes and identifies the assumptions 
being made in these relationships. It should be based on the Theory of Change to explain how you think 
project activities and outputs will result in desired outcomes. When developing your Project Logic look back 
at your Project Aims to ensure that it covers all of your targeted outcomes and look to your project 
deliverables and outputs as your activities to achieve those outcomes.” 
 
Below is an example from the Australian Government Department of Foreign Affairs and Trade.  
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Step 4: From great idea to solid plan 
 

Project planning in eight steps 
 
To complete a funding application, you need to truly understand the project you want to undertake. This 
means you have to go through a project planning process before you even consider applying for a grant.  
 
You have no business being anywhere near a funding application form if you can’t answer these questions. 
And to be fair, completing an application form is mostly a cut-and-paste job once you have, in fact, 
answered these questions.  
 
The kicker lies in the fact that some of these questions can take months to answer. So you need to plan 
ahead. Which is why we harp on about a pro-active grant writing strategy. 
 

What goes in a simple project plan 
 

1. What are you hoping to achieve? 
2. Why does it need to be done? 
3. How will you do it | What steps will you take | When will each step take place? 
4. How much will it cost? 
5. How will you manage risk? 
6. Who will you involve? 
7. How will you know whether it’s worked? 
8. How will you tell people? 

 
 

  



Win funds and influence panels 
© 2021 Wombat Creative | sam@wombatcreative.com.au   Page 17 
  

Step 4: From great idea to solid plan 
 

Understanding the what and the why and the how 
Some groups get confused at the very first step of project planning and many grant writers are action-
oriented people and dive straight into the how.  
 
It’s important to focus on what it is you’re trying to achieve with your funding application. This is the big 
picture stuff.  
 
Remember at the beginning of this workbook we spoke about government grants being like shopping lists. 
Government departments clearly spell out what it is they’re trying to “buy”. 
 
You might want to run ten field days for graziers in your region to help them learn about a new invasive 
weed threat and appropriate treatment. Removing this weed improves water quality on a creek flowing to 
the Great Barrier Reef.  
 
It’s not about the workshops.  
 
Governments are not “buying” workshops. They don’t care about the workshops. They’re buying water 
quality outcomes. Their buying weed control outcomes. It just so happens that you’ll achieve those 
outcomes by delivering workshops.  
 

Another example: a community hall needs a new kitchen. It hosts weekly gatherings of the 
Men’s Shed, CWA, the pottery club, a slam poetry night and daily yoga for women over 60. 
Governments are not in the business of “buying” kitchens. They are in the business of fostering 
arts in regional Australia, improving mental health by enhancing community connections, 
keeping people of all ages fit and healthy and providing safe spaces for diverse communities to 
meet.  
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Step 4: From great idea to solid plan 
 
So here’s those eight questions with a little more detail for you to consider.  

 

1. What are you hoping to achieve 
 Outcomes, outcomes, outcomes. Make sure you have a very clear idea of the specific outcome you’re 

trying to achieve. Your guidelines will be peppered with information about the very clear outcomes the 
funding program is “buying”.  

 
 This isn’t about building a fence (it’s about water quality) and it’s not about a new drone (it’s about 

monitoring vegetation). Funders need to know about the end goal and they’re usually pretty clear 
about what they will and won’t fund. If you’re not helping achieve the actual goals articulated by the 
funding body, you probably won’t get funded. Likewise, if you don’t have a mission or vision that’s 
compelling and likely to be well-understood by your community, people probably won’t care about 
your project.     

 
 

2. Why does it need to be done?  
 Be a problem solver. Your funder has developed its grant program to solve a problem. Be the person 

who helps them do that.  
  
 Most projects come about because someone has identified a problem and come up with a solution. 

Funding bodies want to know how you came to settle on that solution, what evidence is there that 
your project will work and why does the problem need to be addressed in the first place.  
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Step 4: From great idea to solid plan 
 

3. How will you do it? What steps need to be taken?  
This is about strategy and methodology. You need to make the connection between the problem, your 
solution and why it will all work. Here, you’ll document the actual process you’re putting in place to 
solve a problem. For example… What are you hoping to achieve? Improved water quality. Why does it 
need to be done? Erosion. Threatened species. How will you do it? Fence off a river from cattle. 
 
This is where your program logic comes in. You must be able to show that the actions you’re taking will 
lead to the outcome you’re pitching.  
 
You need to be able to map out all the steps you’ll take, because how else you can develop a timeline 
or a budget? Using the above example we know that we want to fence off a river from cattle, but what 
are the specific steps we need to take to roll that project out? Some projects are straight forward. 
Some are more complicated. You may need planning approval, you may need earthworks, you may 
need to engage volunteers, you might need to advertise in a newspaper. All of those activities take 
time and resources and should be documented. It’s very difficult to put an accurate budget together if 
you haven’t taken the time to think about each step required.  
 
Once you’ve thought through your steps, then you can start putting together a timeline. You don’t 
necessarily need to list dates – although that can be helpful if you’re dealing with a project that must 
take place at a certain time of year. Your timeline could be designed to fit around the date your 
funding is approved. That would be week one. Then you’d list out each step and when it would occur 
from there.  
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Step 4: From great idea to solid plan 
 

4. How much will it cost?  
Project planning is a cyclical process. You note the steps, which adds things to your budget, you 
identify new people who must be engaged, which adds steps to your plan, you identify new risks, 
which adds costs to your budget and so on. It’s impossible to create an accurate budget without 
planning each element of your project.  
 
Formal grant programs often include their own budget template (I heard you groan). If you’re using an 
online application portal, then you’ve got no choice but to manually input your budget information 
into that. You should still have a separate budget saved somewhere in a spreadsheet. Indeed, your 
grant application may only be for one part of a larger program. Your copy of the budget might have 
implementation notes or information about how you reached those totals. This will certainly help the 
poor sucker who has to report on the grant in two or three years time.  
 
Make sure your budget balances and double-check your figures. And then get another person to check 
them again.  
 
When preparing your budget, remember, it should be a reflection of the steps you are going to take to 
deliver your project. If you haven’t spelled out in your submission why you need a new computer to 
achieve your project goals then why the hell are you including it in your budget? 
 

 

BUDGET TIPS 

• When preparing your budget, refer often to your workplan and agreed objectives. Ensure 
everything you’ve included in the submission has been costed. 
 

• Some funders require written quotes. Ask the supplier to write a quote that is good for 12 or 
18 months. Some funding programs can take a good 6 – 12 months to notify you of success. If 
your quotes are out of date, then your project could easily run over budget. 

 

• Calculate the value of any in-kind contributions and record them carefully. Some funding 
bodies require proof of in-kind contributions. If you’re unsure of the value of a contribution, 
ask the person how much it would have cost you if you had to purchase that service or item. 
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Step 4: From great idea to solid plan 
 
What is an in-kind contribution 
It’s the value of goods or services provided as a contribution to your project at no charge. This might 
include venue hire, someone’s time, a bakery donating breadrolls for a field day, professional 
assistance, volunteers’ time. The value of this contribution could be big or small. An engineer providing 
technical drawings for a new building has a value, even if you’re not paying for the service.  Likewise a 
local school providing a bus at no cost.  
 
Some funding programs stipulate what the hourly value of volunteer labour is. Others don’t. If in 
doubt, ask the funding body what their preferred value is. Generally, this is the value applied to 
unskilled labour.  
 
By unskilled labour, we mean people undertaking a job for which they don’t require specific skills – 
entering data or planting trees, for example. I 
 
If you are using professional volunteers as skilled labour (for example a surveyor providing surveyor 
services), then you can apply the industry standard hourly rate or ask that person what their fees 
would be in a commercial setting.  
 

Co-contributions or matching contributions 
So, in-kind contributions are important to understand because some funders require that you 
contribute a proportion of the project costs. Sometimes they stipulate that this is a cash co-
contribution. But other times it’s acceptable to use in-kind contributions as your matching 
requirement.  
 
Even if the guidelines don’t stipulate a matching contribution, of course, funders look favourably on 
projects which can leverage a variety of support.  

 
 
 

 
The budget reality check 

Look at your project description. Now look at how much 
money you’re asking for. Is that a realistic request? 
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Step 4: From great idea to solid plan 
 

 

MORE BUDGETING TIPS 
 

• Budget realistically – a budget should reflect your project outputs and timeline and be logical 
but nothing more. Grant assessors are really good at identifying projects that have added 
unnecessary costs to their applications.  

• Use standard government rates for costs such as meals or mileage. These are easily accessible 
via the Australian Tax Office website. 

• Check you’ve included every cost in your budget. Your grant guidelines will let you know 
whether you need to have the project audited or if you need a certain kind of insurance. Both 
of those could add costs to your project if not considered upfront. 

• Right-size your project – that is, make sure your project is the correct size, in scope, for this 
particular funding body.  

• If necessary, considering phasing the project – breaking it down into smaller, achievable and 
fundable chunks that still achieve an outcome for you and for the funding body 

 
 

Checklist of potential expenses 
This is not an exhaustive list, more a prompt for expenses you might not have considered when 
compiling your budget: 

• Salaries and wages – wages, superannuation, leave loading, long service leave, workers 
compensation or WorkCover, Fringe Benefits Tax and payroll tax 

• Recruitment – advertising, interview and relocation expenses 
• Office and administration costs – rent, insurance, postage, storage, telephone, Internet, 

stationery, photocopying, staff amenities, auditing, bank charges and legal fees 
• Office equipment – lease, hire or purchase of telephones, computers, printers, servers. 
• Office furniture – desks, chairs, tables, book cases, filing cabinets, room dividers 
• Motor vehicle and travel – mileage reimbursement, motor vehicle expenses (fuel, oil), 

service and repairs, servicing, registration and insurance, parking and tolls, air fares, 
accommodation and travelling allowance 

• Consultant’s costs – this could also demonstrate the value of in-kind support, in the form of 
professional assistance 

• Communication – development of resource materials, advertising and publicity, newsletter 
printing, audio-visual equipment, websites, apps, subscriptions, memberships and 
subscriptions to other organisations, design and artwork costs, banners, stickers, posters, 
web site, social media, consultants 

• Event management – venue hire, catering, hire of audio-visual equipment, marquee, 
transport, guest speakers, facilitators, invitations, marketing 

• Project costs – the goods and services related to delivering your project, don’t forget 
insurance, audit costs, consumables.   
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Step 4: From great idea to solid plan 
 

5. How will you manage risk?  
Funding bodies need to know that you’ve explored any risks associated with your project but also that 
you’ve identified the strategies to reduce those risks and have budgeted for any of the associated 
expenses.  
 
If COVID-19 taught us anything, it’s that the best laid plans don’t always come to fruition. Or if they do, 
they require an agile response. Words like ‘pivot’ were being thrown around like confetti during the 
pandemic, but that’s a skill we need to demonstrate to funders now – that we can deliver this project 
despite many potential risks.  

 

 
When we think about risks, we consider the impact of the risk and the likelihood of it occurring. For 
example, if we are planning a series of grant writing workshops in the Gulf during monsoon season, a 
risk might be that severe weather prevents us from reaching our destinations. 
 
The likelihood of that occurring is medium. The impact is moderate. That means that management 
effort is worthwhile. Some of the actions we might take are to reconsider timing, or to be ready to 
adapt to a virtual delivery format at short notice.  
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Step 4: From great idea to solid plan 
 

6. Who will you involve?   
Funders LOVE projects which are collaborative and have strong connections with the communities 
they’re supporting. It’s hard to fake that stuff and it takes time. You can’t really develop a relationship 
with a new organisation in the moments before submitting a funding application.  
If you sit down and think about the people you need to involve well before you apply for a grant you’ll 
be able to engage them early on in the process. When you’ve genuinely engaged other organisations, 
your application will be stronger. Sometimes you’ll need to involve people for regulatory reasons or 
because you need approvals or permits. Sometimes your funding body will stipulate that you must 
engage the Traditional Owners of the land on which you’re working. Sometimes you’ll need letters of 
support and sometimes partners will need to provide actual cash. Don’t leave partnerships until the 
last minute.  
Getting your partnership development and engagement processes right saves a lot of heartache (and 
hard work) later. Have you asked the right people to be involved? Have you advised people about 
what you’re doing? Are there people who could make your job easier?  
 
Consider the following: 

 

• People with information, expertise or knowledge who could help. 
• People who will be angry or upset if they’re not involved. 
• Those whose assistance you genuinely need (for example, local authorities who need to give 

you permission to carry out works on public land), or contractors or volunteer labour providers 
• Traditional owners. In fact, some funders stipulate that you must have the approval of 

Traditional Owners before funding will be approved.  
• Those who will be impacted upon by your actions. For example, neighbours. 
 

Developing partnerships takes more time than any other aspect of your project. You cannot afford to 
get it wrong. And it’s obvious to funding assessors when you’ve made little effort in this area. It’s much 
easier to ask for letters of support or in-kind contributions when people have already been engaged in 
developing a project.  
 
Given that most government funds must demonstrate a broad public benefit before approving grants, 
it’s pretty important that you have broad public support. Getting your engagement processes right and 
having good community support will increase your chances of funding. 
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Step 4: From great idea to solid plan 
 

Letters of support 
There’s a very easy way to get well written, targeted letters of support and that’s to have genuinely 
engaged people in the planning of your project. They’ll be completely across what it is you’re trying to 
do and what support you need to make it happen. Result: awesome letter.  
 
To get a great letter of support, that actually adds weight to your application, you must ask the right 
people. A good letter of support will add to the story you’re telling.  
 
Contact those people you’d like letters of support from and briefly tell them about your project and 
what you’re requesting in terms of support. Make sure they know what’s in it for them or what’s in it 
for their stakeholders. By now you’ll have an excellent project plan, so you should also attach that for 
their background. Remind them. Give them a firm deadline. And follow up.  
 
This will be so much easier if you’ve genuinely consulted with people as you’ve developed your 
project.  

 

TIPS FOR BETTER LETTERS OF SUPPORT 
 

• Be creative. Every letter does not have to start with “I wish to offer support for XYZ Group’s 
project”. These letters can tell a story and add value to your application by talking about the 
need for project.  

• Give people ample time to return their letter. Two weeks minimum. Then send a reminder. 
• If someone’s offering more than just moral support, ask them to state the nature of their 

support.  
• Get letters from those people offering in-kind goods and services outlining their commitment 

and the value.  
• Make sure people explain why they’re supporting your project. That is, why is the project 

important to them and the rest of the community. If they’re not outlining their support, it’s not 
a letter of support, it’s just a letter.  

• Make sure you return the favour by writing good letters of support yourself. 
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Step 4: From great idea to solid plan 
 

7. How will you know whether it’s worked or not?  
How can you report back to the funding body about the outcomes you have actually achieved if you 
haven’t worked out how to measure and record them? Funders love to know you’ve thought about 
how you’ll document and report on your successes. And obviously you have to think about this 
upfront because a) there might be costs involved, b) you might need to collect baseline data, or c) 
you might need to recruit some help to work out what needs to be evaluated. 

 
Measuring impact is no longer optional. It is essential for all government funding programs. How can 
those impacts be measured? You can’t always count or analytically measure the impact of 
community programs (which is why program logic is so important). Sometimes we have to make an 
assumption that if we do a certain activity with a certain group of people, it will lead to a certain 
change in society or the environment.  
 
While some programs use a traditional ‘monitoring and evaluation’ process for tracking outcomes, 
many Australian Government programs now use what is known as MERI. MERI stands for monitoring, 
evaluation, reporting and improvement.  
 
Monitoring tells us what’s going on. It’s about regularly collecting and analysing information that will 
show progress towards a project’s objectives. We can monitor activities, outputs and progress 
towards outcomes.  
 
Evaluation, on the other hand tells us what happened. When we evaluate, we assess how we’ve 
gone in achieving our objectives. And we test the assumptions we made in our program logic. 
Monitoring and evaluation work together. Monitoring lets us assess the status of our program and 
evaluation lets us know whether we’ve achieved our targets or not. 
 
The Australian Government’s MERI Framework looks like this: 
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Step 4: From great idea to solid plan 
 

8. How will you tell people about your work?  
 

This is about communication planning as well as acknowledging the partners to your project. Funders 
need to know you’ll be acknowledging the funding received, but also that you’ll share successes (and 
failures) with others so they can learn from you (or not repeat the same mistakes). When you plan for 
communication, you’ll probably identify new partners and new expenses, and so the cyclical project 
planning continues. Make sure you include communication activities in your budget.  
 
Your communication activities should be directly linked to your project outcomes and outputs. If 
you’re aiming to change land management practices by running a series of workshops, then you must 
consider: 
 
1. How you will communicate about the whole project 
2. How you will communicate with people about changing land management practices 
3. How you will communicate so that the right people attend your workshops 

 
When your communication activities are strategic, they will help you achieve your goals. But they’ll 
also take time and resources, so it’s important that they’re costed properly.  
 
Any communication plan will set out: 

• What you hope to achieve (from communicating) 
• Who your primary audiences are (this will never be ‘everyone’ or ‘the general public’) 
• What your key messages are; and finally 
• How you’ll deliver those messages so that they reach the right people 
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There is more to communication than just promotions (such as putting a poster up in a rural produce 
store) and publicity (such as getting a story in the local paper). Consider the following strategies: 
 

 
 

 

BRANDING 

● Website 
● Merchandise 
● Social Media 
● Photographs 
● Artwork 
● Voice 
● Personality 
● Colours 
● Partnerships 
● Endorsements/ influences 
● Advocacy/ Causes 

 
ADVERTISING 

● Social media 
● Print 
● Radio 
● TV 
● Online - blogs 
● Google Ads 
● Events 
● Sponsorship 
● Programs 
● Contra 
● Paid editorial/ advertorial 
● Billboards 
● Guerilla 
● Posters/ Flyers 

 

PUBLICITY 

● Press releases 
● Exclusives/ premieres 
● Media Calls 
● Reviews 
● Media Stunts 
● Press Kits - physical and 

electronic 
 
PERSONAL SELLING 

● Networking 
● Cold calls 
● Hard tickets 
● On stage plugging 
● Presenting/ speaking 
● Referrals 
● Crowd funding 

 

DIRECT MARKETING 
● Postcards 
● Database emails 
● Mail outs 
● Handwritten notes 
● Face-to-face interaction 
● Artist signings 
● Crowd-funding 

 

SOCIAL MEDIA 

● Facebook, Instagram, 
Twitter, Snapchat, 
Unearthed, Spotify etc. 

● Good content - Photos, 
Articles, Videos 

● Tagging others 
● Events 
● Live streaming 
● Engagement - questions, 

quizzes, competitions 
● Partnerships 
● Cross promotion 

 
PROMOTIONS 

● Giveaways, competitions 
● Endorsements, influencers 
● Special events 
● Samples 
● Limited editions 
● Signings, meet ‘n’ greet 
● VIPs, exclusive access 
● Sales, discounts, bundles 
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Step 5: Pull it all together 
 

Polish your writing skills 
 
The most impressive grant applications answer questions directly, clearly and succinctly. They show clear 
logic between what it is you’re trying to achieve and how you’re going to achieve it.  
 
Use the inverted pyramid style of writing. This means you deliver the most important information first and 
then build the story from there.  
 
Answering questions in the funding application provides an opportunity to tell a story. People like stories. 
Use emotive language (within reason) to paint a picture of the problem you’re aiming to solve and the track 
record you have in delivering outcomes in that space.  
 
Writing for grants doesn’t have to be complicated, but it does have to be compelling. Consider these tips to 
help you hone your writing skills:  
 

• Every word matters – make your words work for you. Most funders set strict word limits for your 
responses. When you complete an online application form it’s actually not possible to exceed those 
limits. This means you must answer questions succinctly but in full.  
 

• Put yourself in the shoes of the reader. This is important for any kind of writing, but especially so 
for grant assessors. These people – who are likely busy people just like you – will probably have to 
read hundreds of applications. They will value any application that demonstrates your ability to 
solve a problem with clear logic and good value for money. If you can answer a question in 200 
words instead of 2000 words, own it. This is not a university assignment. You win! 
 

• Paint a vivid picture about the work you’re doing. A new Olympic-sized swimming pool in a rural 
community might not seem like a compelling story. But the aspiring elite swimmer who has to drive 
400km to the nearest full-sized pool is. And remember, you might be competing against a 
community with 100 times your population who also need a new pool. You have to set the scene so 
that assessors understand the issue.  
 

• Consider that the reader may never have been to your town. They may have never been west of 
the Great Dividing Range. They might not appreciate the quirks, the distance, the isolation or the 
charm. You need to convey this in your writing. Otherwise the new kitchen in your community 
centre, that annually services 12 community groups will be directly competing with a community 
centre in Brisbane that services 500 community groups in any given year.  
 

• Your goal is to provide clear and concise responses. You need to show clear logic between the 
problem and your solution. And you need to show that you have the skills and track record to 
deliver on time and on budget.  
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Step 5: Pull it all together 
 

Get ready to go digital 
Many application forms these days are online and the submission process is a digital one. This can be tricky 
for newcomers.  
 

• Familiarise yourself with the online application forms and the questions being asked. There’s 
nothing worse than thinking you have all your ducks in a row, then sitting down to complete the 
form and submit it and finding out you need to attach audited financial statements from the past 
three years. Find out as early as possible what supporting documentation you need and sort it out.  
 

• Copy and paste the questions from the online application form into a word document and use that 
to edit your responses until they’re polished.  
 

• Be conscious of word limits. Use plain English (see note below regarding language) and get straight 
to the point. Rewrite, edit, synthesise and then do it again. Online application forms will simply cut 
you off when you get to the word limit. You can track your word count in Microsoft Word.  

 

• Set aside a generous amount of time to compile the final document. If you’ve taken our advice so 
far, you’ll mostly be copying and pasting.  

 

• Plan ahead (like many weeks ahead) for arranging letters of support and quotes from suppliers. 
 

• Keep a copy of everything digitally and somewhere central that new team members can access 
when necessary (eg. for implementation, communicating with the funding body or reporting in 
your absence) 
 

• You may (and should) have documents that aren’t submitted with your grant application. You may 
have written a full communication plan. You might have a working budget that has split your 
project into phases. You might have explanatory notes for your internal team around how you 
reached the costings you submitted. You may have written position descriptions for new staff 
members attached to the project or you may have mapped out an implementation plan so you can 
hit the ground running when you find out your application was successful. Don’t lose these assets. 
Keep it all together in a digital location and make sure everyone involved knows where the files are.  
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Step 5: Pull it all together 
 

Use plain English 
 
Don’t use a big word when a  
singularly unloquacious and diminutive linguistic expression  
will satisfactorily accomplish the contemporary necessity.  
 
Just don’t. OK?  
 
When writing grant applications, it’s important to be clear, succinct and to the point.  
 

• No jargon. Jargon are words or phrases used by a group of people that are difficult for others to 
understand. The problem with jargon is that it is usually so entrenched in your work that you don’t 
even know you’re using it.  

 

• No weasel words are words or phrases that are ambiguous or misleading. You may use weasel 
words unknowingly if you don’t know how to answer a question and have tried to bluff your way to 
a response. Weasel words leave the reader uncertain about what it is you’re actually going to do 
and how you’re going to do it. Weasel words have no place in a grant application form.  

 

• No waffle. Waffle is generally communicating without meaning. You might waffle unknowingly 
when you try to meet a word limit or you feel that you don’t have enough material and need to fill 
space.  

 
Remember, when we’re writing grants we need to make every word work for us. The best way to do this is 
to use plain English.  
 
A free guide to plain English is available at plainenglish.co.uk/free-guides.html.  
 
 

Be smart with buzz words 
 
The only time you’ll want to use buzz words is when the funding body itself has. If the funding body uses 
certain language in its guidelines, criteria and application form, then it makes sense to use the same 
language. This is another reason familiarisation with the application form and supporting documentation is 
so important.  
 
 
 


