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Glasgow City Council



Area Budget 2010/11

GUIDANCE NOTES FOR COMPLETING AN AREA BUDGET FUNDING PROPOSAL FORM 2010/11

It is essential that you read these guidance notes carefully before filling out your Funding Proposal Form.

	Below, you will find general information on the Area Budget, including how to apply and examples of proposals that can be supported.  The section entitled Completing your Funding Proposal Form provides guidance on how to answer each of the questions in the Form.  Please note that Glasgow City Council (GCC) will require evidence that your proposal fits with its Key Objectives. 
Where possible the Funding Proposal Form should be completed electronically.  A copy of the Form and these Guidance Notes are available on the Council website at www.glasgow.gov.uk/en/YourCouncil/Council_Committees/AreaCommittees/, on disc (Microsoft Word format) or can be emailed to you by contacting the Area Development Section of Corporate Services (details are provided on Page 3). 

Please note that the boxes will expand to provide an adequate amount of space to insert information, but size restrictions have been applied.  We would therefore request that you provide your information concisely. When you click on a box, a cross will automatically be inserted or removed.
Paper copies are also available by contacting the Area Development Section of Corporate Services.  If you require more space to answer any question, you should use continuation sheets (A4) and ensure that they are clearly marked with the section to which they refer.




A.
Purpose of the Area Budget - to provide funding for projects or services that:-

(a)
are determined locally and benefit a specific area or community;

(b)
the Council or other agencies are not obliged to provide;

(c)
support the Council’s involvement in local partnerships (e.g. Community Planning 


Partnerships; Community Health and Care Partnerships).

B.
Who can apply?

Community and voluntary organisations that are based in Glasgow and have full control over their proposal are able to apply.   Organisations should:-

· be not-for-profit and should not allow anyone to profit from being associated with the organisation;

· have a Managing Body, management committee (or similar body) which meets regularly; 

· have elected office bearers e.g. chairperson, secretary and treasurer;

· have a Governing Document (e.g. a constitution) that has been approved by the organisation and signed by an office bearer (see Section 1.5 on Page 5 for more details on Managing Bodies and Governing Documents);  

· have a bank account with at least 3 unrelated signatories.

Council Services and GCC’s public sector partners can also apply for Area Budget funding provided that any proposal is additional or different to what they already do, or should be doing.  Area Budget grants cannot be used to replace funding for services or activities that has been withdrawn by the Council or by another funder.

C.
What can and cannot be supported.

C.1
A variety of developmental projects can be funded.  For example, projects that fill gaps in Council Service provision, promote community activity, short-term/pilot projects (including staff costs), provide new equipment/materials for local organisations, activity costs at residential centres, environmental improvements, production of educational plays/materials, hire professional instructors, start-up grants or bus hire for day trips.

C.2
You should only apply for what you need as the budget is limited and we want to support as many organisations as possible.  Most applicants are expected to make a contribution towards the cost of their proposal and this can be in cash or 'in kind' (eg. materials, transport, staff time spent on this proposal that is additional to normal hours).   There is no standard contribution expected, however, contributions should reflect the size of your organisation, its usual income and the amount requested. 

C.3
Your proposal is more likely to be supported if you can show that it reflects the Council’s priorities and you have secured additional funding from other sources.

C.4
What we cannot fund: By focusing on developmental proposals, more organisations are able to be supported through the Area Budget.   Therefore, there are certain types of proposals that will not be funded, they are:- ongoing running costs; items of equipment or clothing of a personal nature; functions that: (a) the Council or any other body has a statutory responsibility to provide; (b) duplicate or conflict with Council policies; (c) would be more appropriately funded from other sources; proposals in respect of religious activities, festivals or events; purchase and/or maintenance of vehicles such as cars, vans, minibuses, etc.; holidays; proposals where members of the community are unnecessarily excluded, for example, on the grounds of race, religion, gender, etc; parties, provision of meals and snacks, social events; retrospective proposals, for example, activities that have already begun or where equipment has been bought or ordered; and the purchase of fireworks.

C.5
If you are unsure if your proposal is eligible, contact us at the address or telephone number on Page 3 of these Guidance Notes.  
D.
How are proposals evaluated?

D.1
Area Budget Funding Proposal Forms will be evaluated with reference to pre-defined criteria in 2 categories: Impact assessment; and Risk assessment.

Impact Assessment

Criteria used to assess impact are:

· The extent to which the organisation or project will contribute to furthering GCC key objectives (see paragraph 2.4 on Page 8 for more details).

· The extent to which the work of the organisation complements existing provision or addresses gaps in provision.

· Any evidence of good practice (i.e. vision, innovation, partnership working).

· Evidence of effective organisational management and market awareness.

· The level of confirmed funding from other sources.

Risk Assessment

· Evidence that the organisation has managed previous funding awards responsibly.

· Evidence that the organisation has a clear vision of how the funding will be used.

· Evidence that appropriate levels of Insurance are in place (if applicable).

· Submission of appropriate Policies (if it is appropriate for your organisation to have such policies) in relation to Equality (covering both recruitment of staff and access to services for users); Child Protection; Service User Complaints Procedure; and Staff Training.

· Submission of Financial Statements and/or bank statements as appropriate (please see Section 1.8 on Page 6 for further information).

· Submission of an appropriate Governing Document (constitution or similar document).

E.
How to apply.

E.1
You are advised to contact the appropriate Council officer before submitting your proposal to ensure that the proposal is eligible (contact details can be found below). 

East Glasgow:- Karen Kenny - 0141 287 7864 karen.kenny@glasgow.gov.uk
North Glasgow:-  Derek Speirs - 0141 287 3532 derek.speirs@glasgow.gov.uk
South East Glasgow:-  Karen Gorman – 0141 287 5463 karen.gorman@glasgow.gov.uk
South West Glasgow:-  Linda Devlin – 0141 287 5385 linda.devlin@glasgow.gov.uk
West Glasgow:-  Madeleine Campbell-Jewett – 0141 287 0176
madeleine.campbell-jewett@glasgow.gov.uk.

E.2
The attached Funding Proposal Form must be completed as fully and accurately as possible to avoid any delay in processing and assessing your proposal.  Proposals that have not been fully completed may be returned.   You may be asked to provide written quotations for equipment/services you intend to purchase.  
E.3
Proposals are considered by the Council’s Area Committees which meet every 6 weeks. 

E.4
Before submitting your proposal you should consult with interested parties that may be affected by your proposal, for example, any similar organisations, Council departments (where appropriate) and the Glasgow City Councillors who represent the area where your proposal will operate. 

E.5
Your Funding Proposal Form must be signed and dated by an Office Bearer of your organisation (e.g. the chairperson, treasurer, secretary, etc).  Please note that giving false or misleading information could result in the Council withdrawing any grant awarded and reclaiming any payments made to the organisation.

E.6
Completed Funding Proposal Forms should be submitted 4 - 6 weeks before the appropriate Area Committee meeting (dates of Area Committee meetings can be found on Page 4 of these Guidance Notes).  They should be sent to the appropriate officer, detailed at paragraph E.1 above, at the following address:

Glasgow City Council

Corporate Services (Area Development)

Room 84, 235 George Street

Glasgow G2 1DU

E.7
Your Funding Proposal Form will be acknowledged within 5 working days and you will be given the name of a contact officer and the timescale for its consideration.  Once all relevant information has been gathered, a report will be prepared for the Area Committee.

E.8
When a decision has been made you will be informed in writing within 5 working days.  If a grant is awarded there will be standard Conditions of Grant and, in some cases, specific additional conditions that will be applied to your grant.  Your organisation must agree to these conditions before any funding can be released.

E.9
Grants may be paid in instalments. The first instalment of the grant will normally be released when the organisation signs and returns the formal offer, agreeing to meet all conditions, and can demonstrate a need for payment to be released. Details of further instalments will be included in the offer letter.  Where appropriate, grants can be made in one instalment.

F.
Area Committee meeting dates.

F.1
The Area Committees will meet on the following dates during 2010, usually in the City Chambers.  Future meetings dates will appear on the Council website at (www.glasgow.gov.uk).


You should allow 4 to 6 weeks for your Funding Proposal Form to be assessed before being presented to the appropriate Area Committee.  Meeting dates may change so please check with the relevant Officer or the Council website.
	Area Committee
	Meeting dates 2010
	Time

	Linn
	26th August, 7th October & 25th November 
	11am

	Newlands/Auldburn
	19th August, 30th September & 18th November
	11am

	Greater Pollok
	16th August, 28th September & 15th November 
	10am

	Craigton
	10th August, 21st September & 9th November 
	1pm

	Govan
	18th August, 29th September & 17th November 
	2pm

	Pollokshields
	25th August, 6th October & 24th November 
	10am

	Langside
	24th August, 5th October & 23rd November 
	1pm

	Southside Central
	30th August, 18th October & 29th November 
	11.30am

	Calton
	25th August, 6th October & 24th November 
	10am

	Anderston/City
	12th August, 23rd September & 11th November 
	10am

	Hillhead
	30th August, 18th October & 29th November 
	2pm

	Partick West
	12th August, 23rd September & 11th November  
	2pm

	Garscadden/Scotstounhill
	31st August, 19th October & 30th November 
	1pm

	Drumchapel/Anniesland
	2nd September, 21st October & 2nd December 
	11am

	Maryhill/Kelvin
	3rd September, 22nd October & 3rd December 
	10am

	Canal
	10th August, 21st September & 9th November 
	9.30am

	Springburn
	30th August, 18th October & 29th November 
	10am

	East Centre
	18th August, 29th September & 17th November 
	10am

	Shettleston
	2nd September, 21st October & 2nd December 
	1.30pm

	Baillieston
	26th August, 7th October & 25th November 
	10am

	North East
	20th August, 1st October & 19th November 
	10am


These Guidance Notes, and the Funding Proposal Form, can be supplied on disk, by e-mail or in paper format.

	Completing your Funding Proposal Form


	PART 1 – INFORMATION ON YOUR ORGANISATION


1.1
Name, address and contact details of organisation applying for funding

Provide all of the details requested in the form.  These should be the main contact details of your organisation.

1.2
Type of organisation


Please tick the most appropriate box.

1.3
Details of Contact Person for organisation

Provide all of the details requested in the form. Please note, this person should be the main contact in your organisation in relation to the Funding Proposal Form and who is able to provide additional information or respond to specific questions, where appropriate. 

1.4
Registration Details

Insert the organisation’s Charity Registration Number and Care Commission Registration Number or, if the organisation is not a Charity or registered with the Care Commission, insert “N/A” (not applicable).  Under the Regulation of Care (Scotland) Act 2001, some organisations that provide a care service for children, young people or vulnerable adults must register with the Care Commission.  If you are unsure if the Act applies to your organisation, you should contact the Care Commission for advice at 4th Floor, No 1 Smithhills Street, Paisley  PA1 1EB or by telephone on 0141 843 4230.   

1.5
How is your organisation governed?

Tick the appropriate box to indicate if the organisation has had an Annual General Meeting (AGM) in the past year (clicking on a box will automatically insert or remove a tick).  If Yes, tell us when the AGM took place.  If No, please explain why no AGM has taken place.  If this does not apply to your organisation for example if the proposal is being made by a GCC Service or statutory organisation, please enter “N/A”.

Please also tell us how often your organisation’s Managing Body is supposed to meet.  This information should be included in your organisation’s Governing Document.   The term “Managing Body” describes the group of people responsible for managing your organisation, for example, Management Committee, Board of Directors, Trustees or Governors or any corresponding name.   The term “Governing Document” describes the document that sets out the purposes for which the organisation is established and how it will operate, for example, Constitution, Memorandum And Articles Of Association, Rules, And Deed or Declaration Of Trust.

1.6a
Has your organisation’s governing document or management structure changed in the last year?

Tick Yes or No, and if Yes please provide details of any changes.  Please note, if there have been changes to the governing document the updated version should be submitted along with the Funding Proposal Form, or details should be provided in question 1.8 as to when this will be available.

1.6b
Have your organisational policies (e.g. Child Protection, Complaints Policies) changed in the last year?        

Tick Yes or No, and if Yes please provide details of any changes.  Please note, if there have been changes to the organisational policies, the updated versions should be submitted along with the Funding Proposal Form, or details should be provided in question 1.8 as to when they will be available.

1.7
Are any of your organisation’s Managing Body or senior members of staff (i) employed by GCC (ii) have a relative who is employed by GCC, or (iii) is a Councillor?
Tick Yes or No.  If Yes, please provide details of the individuals involved, including names and positions.

1.8
Supporting Documentation

Tick the relevant boxes to indicate which documents are enclosed (please contact the relevant Council officer on Page 3 if you wish to discuss the documents that you need to provide).  If the Council already holds the most up-to-date versions of any of these documents, you do not need to submit a further copy.

If you have already submitted the most up-to-date version of a document, please make this clear in the space provided.  You should also add any comments relating to the submission of supporting documents, for example, if a document is not available, when it will be available, etc.

	IMPORTANT INFORMATION ON ANNUAL ACCOUNTS.

If the organisation is a registered charity then the following arrangements apply:-

· where the total annual income is less than £100,000, the organisation must prepare accounts that (as a minimum) are approved by an independent examiner who is reasonably believed by the Managing Body to have the requisite liability and practical experience to carry out a competent examination of the accounts.

· where the total annual income is greater than £100,000, but is less than £500,000 the organisation must prepare accounts that are (as a minimum) approved by a qualified independent examiner. A qualified independent examiner is defined as someone who is a member of the Chartered Institute of Public Finance, a fellow of the Association of Charity independent examiners or who is able to act as a reporting accountant under the Companies Acts.

· where the total annual income is greater than £500,000, the organisation must prepare accounts that are professionally audited.

For organisations without charitable status then the following arrangements will apply:-

· where the organisation’s total annual Funding is £2,000 or less the organisation must submit a bank statement and provide appropriate evidence that the grant has been spent for the purposes intended within a set timescale.
· where the organisation’s total annual funding is greater than £2,000 but less than £10,000, the organisation must submit accounts that are approved by an independent examiner who is reasonably believed by the Managing Body to have the requisite ability and practical experience to carry out a competent examination of the accounts.

· where the organisation’s total annual funding is greater than £10,000, but less than £50,000, the organisation must submit accounts that are approved by a qualified independent examiner. A qualified independent examiner is defined as someone who is a member of the Chartered Institute of Public Finance, a fellow of the Association of Charity independent examiners or who is able to act as a reporting accountant under the Companies Acts.

An independent examiner should not be related to any member of the organisation’s Managing Body and should not have any responsibility for the day to day financial administration of the organisation.


1.9
How long has the organisation been operating?
Please tell us when the organisation was established and how long it has been operating.

1.10
How often do services or activities take place? Please give day(s) and time(s).

Please tell us how often your organisation meets – this question does not refer to your organisation’s Managing Body, it refers to when services are provided or members get together.  For example, if your organisation is a youth club, please tell us when young people attend the club, providing details of the times and days of the week.

1.11
Where do services or activities take place?

Please enter the address of where meetings are held, activities take place or services are provided.

1.12
Membership 

(a)    Who is able to join the organisation?

Please provide information on who is able to access services, take part in activities and join the Managing Body.

(b)   What is the approximate number of members who participate regularly?

How many people access services or take part in activities on a regular basis.

1.13
How is your organisation currently funded?  

If your organisation currently receives funding, please tell us the source of the funding and what it is used for.  If funding is raised through other means, please provide details.  You should also indicate here if your organisation does not receive any funding. 

1.14
What are the main aims of your organisation?

Tell us here why your organisation was established in the first place and what it hopes to achieve.

1.15
With which Council Service, or other public agency, does the organisation have MOST contact?

Please indicate which Service or agency your organisation has most contact with locally.  If the organisation does not have contact with the Council or any public sector agency, enter “Not Applicable” or “N/A”.

1.16
Bank signatories

Please enter the names of the signatories and the positions they hold (for example, chairperson, treasurer, secretary).  Your organisation will need to have at least 3 signatories, with 2 signatures required to withdraw money, and none of the signatories can be related.  Your Funding Proposal Form cannot be processed if your organisation does not meet these requirements. 

1.17
Bank Account Details

Use the spaces provided to give the required details for all bank accounts held by your organisation.  Grant funds will normally be paid into Account Number 1 unless the organisation requests otherwise.

Tick the box at the bottom of this section if your organisation holds more than 3 bank accounts. GCC may ask for further details on any other bank accounts held.

1.18
Bank balance.  Please indicate the balance in the organisation’s bank accounts at the time of this proposal and detail what this will be used for

Use this space to tell us the balance in your organisation’s bank account(s).  If this balance is ‘ring fenced’ to pay for any other activities or purchases, please enter the details in the space provided.

	PART 2 – INFORMATION ON YOUR PROPOSAL


2.1
What is the title of your Funding Proposal?


Please give your proposal an appropriate title so that it can be distinguished from other grant awards you have received in the past or may receive in the future.  For example, “Training Programme 2010” or “New Equipment 2010”.

2.2
Is this proposal being submitted on behalf of a consortium?

Tick Yes if you are the lead agency for a consortium and are receiving funds to be distributed to other partners in that consortium.  List the other member agencies of the consortium in the space provided.  All other member agencies should be familiar with the content of the Funding Proposal Form.

2.3a
Brief description of what you are applying for funding to do, and when it will be undertaken.

This should be a brief description of what your organisation hopes to achieve if your Funding Proposal Form is successful – no more than a few sentences.  It should sum up, in a concise way, what the funding will be used to do.  You should also indicate when this will happen and when grant funding will be spent. 

2.3b
How was the need for this proposal identified (i.e. what is the level of demand)?


Please indicate why you think your proposal is needed, including details of any surveys or other evidence that would indicate that there is a demand for your proposal.

2.3c
How will this proposal benefit the local community?

Use the space provided to indicate how local people will benefit from your proposal.

2.3d
How will this be achieved?

Please explain the practical steps that your organisation will take to help achieve the aims stated in question 2.3a above.

2.4
Please describe how this proposal relates to the Key Objectives of GCC.

GCC has 5 Key Objectives, they are:

· improving the efficiency and effectiveness of our services; 

· increasing access to lifelong learning; 

· making Glasgow a cleaner, safer city; 

· building a prosperous city; and  

· improving health and wellbeing 

Use the space provided to tell us how your proposal relates to these objectives.  It is not expected that your proposal will relate to all of the Key Objectives, and you should focus your answer on the Key Objectives relevant to your proposal.

2.5
Please indicate the areas that will benefit from this proposal

Please tick the relevant boxes to indicate the areas that will benefit from your proposal.  You may tick more than 1 box but please note that GCC’s Area Budgets do not fund ‘citywide’ proposals – there may be other GCC budgets that are more appropriate for citywide proposals.

2.6
Are the staff and any volunteers involved in the delivery of this proposal registered with Disclosure Scotland?

Where staff and/or volunteers will be working with children or vulnerable adults, they may need to be registered with Disclosure Scotland to ensure that they are not on the list of people excluded from such activities. If your staff or volunteers are registered, please answer Yes.  If the answer is No or Not Applicable (NA) please explain why.  Your organisation may be committing an offence if it offers childcare work (paid or unpaid) to someone who is on this list, so it is important to seek advice if your are in any doubt.  Contact should be made with the Central Registered Body in Scotland (CRBS) at Unit 55, Stirling Enterprise Park, Stirling FK7 7RP  or by telephone on 01786 849777 or by Email at info@crbs.org.uk.

2.7a
Premises

Please describe the building(s) where any activities or services will take place, including the address(es).

2.7b
Are these premises leased to the organisation?

If Yes, please provide the details requested in this section.  If the premises are not leased to the organisation or owned by the organisation, please provide the owner’s details and indicate if you have the owner’s permission to use the premises.

2.7c
Please state amount of rates relief that the organisation receives from GCC.

If the organisation receives rates relief, enter the amount in the space provided.  If it does not receive rates relief, enter “£0”.

2.8
Has your proposed activity been funded in the past?  

If your proposed activity or service has been provided in the past, either by your organisation or another organisation, please answer Yes and provide details of the funder and the amount provided.

2.9
Do you have adequate insurance cover for this proposal?  

Answer Yes, No or NA (not applicable).  If No or NA, please provide details.

2.10
If your proposal involves any kind of outing or event, please give details of the date, venue and number of people who will take part.

Please provide the information requested, bearing in mind that Area Budget funding cannot be awarded for activities or services that are retrospective (that have taken place or have already started).  When you are planning your proposal, it is important to allow enough time for your Funding Proposal Form to be assessed and presented to the appropriate Area Committee for a decision; this normally takes between 4 and 6 weeks. 
2.11
Are there any other organisations in the area providing this or a similar service?

If Yes, use this space to tell us of any other similar service in your area and how your organisation will work with other service providers.  It is important to tell us how your proposal is different from other services or how it fits with similar services.
2.12
Who have you consulted about this proposal (e.g. Local Councillor, Council services, other organisations)?

It is important that your proposal will receive support from the community in which it is to be delivered, therefore, please tell us which organisations or individuals have been consulted about your proposal.

2.13
Would anyone else be involved in delivering this proposal?

If Yes, please provide further details.

2.14
Where will any equipment be stored?

Your organisation will be responsible for ensuring that any equipment bought with a grant from GCC is appropriately stored and insured.  Please tell us where any such equipment will be securely stored.

2.15
Please describe how your organisation would acknowledge financial support by GCC if this proposal is funded.

Your organisation must ensure that any grant funding from GCC is acknowledged.  You can do this by including GCC’s logo on any material produced to promote or publicise your proposal.  For example, you could acknowledge GCC’s support in your newsletter or website; it could be displayed at an event funded by an Area Budget grant; it could be included in any report your organisation produces; or any other appropriate way.

2.16
What experience does your organisation have of managing a proposal like this?

If your organisation has managed similar activities in the past, or members of your organisation have relevant experience, please provide details in the space provided.

2.17
How is this proposal additional or different to what your service already provides, or should provide?

Only answer this question if the Funding Proposal Form is being submitted by a GCC Service or public sector partner organisation.  

Area Budget grants cannot be used to fund services or activities that your department or organisation should be providing already.  Grants cannot be requested to replace funding that has been withdrawn by the Council or by another funder.

	PART 3 – FUNDING INFORMATION


3.1
Please provide the total cost of your proposal and the amount requested from the Area Budget.

At point (a), tell us the total cost of your proposal, including costs that will be met either by other funders or your organisation.  At point (b), indicate the amount your organisation is requesting from the Area Budget.
3.2
Please provide the total amount received from the Council for 2010/11.


This figure should be the total amount already received from GCC for financial year 2010/11, for this proposal or any other activity.  If you have not received a grant from GCC for 2010/11, enter “£0”.

3.3
Please provide details, in the spaces provided, of any other funds that will be used in addition to the funding requested in 3.1 above, to deliver this proposal.


Use the space provided to tell us about any other grant funding that will be used to deliver your proposal, including grants already approved and grant bids where you are waiting for a decision to be made.  Enter the total match-funding for this proposal in the box provided (include funding already approved and any applications awaiting a decision).

3.4
Is your organisation able to make a financial contribution towards the cost of your proposal?

Answer Yes or No and, if Yes, tell us how much of a contribution your organisation is able to make.  If No, explain why no contribution can be made.


The amounts entered at questions 3.1 (b), 3.3 and 3.4 should add up to the total cost of the proposal entered at question 3.1 (a).

3.5
Will this proposal benefit from any ‘in kind’ support, either from your own organisation or from other sources?

Use this space to tell us about any contributions other than funding.  For example, if volunteers will carry out any refurbishment work, or if transport will be provided free of charge.  If possible, enter a monetary value to this contribution, that is, how much would it cost your organisation if it had to pay for these services.

3.6
Are you currently generating income and raising funds?  

Answer Yes or No and provide details.

3.7
If funding will be required for this proposal in future years, how will it be raised?

Tell us if this proposal will need more funding in future years and how your organisation expects to raise funding to pay for it.  Please note that Area Budget funding is not normally provided for the same purpose in future years.
3.8
Please give details of the TOTAL expenditure to be incurred on this proposal.  Please note that you may be required to provide quotes for some items.

Please detail all expenditure associated with this proposal, including (i) what any grant from the Area Budget will be used to pay for and (ii) what any other funding (grants, fundraising, etc) will be used to pay for.  The Total entered at the bottom of Question 3.8 should be the same as the figure entered in Question 3.1 (a).

3.9
How did you find out about this grant scheme?


Please tell us how you found out about the Area Budget grants scheme by ticking the appropriate box(es).

PART 4:
DECLARATION

Please read the declaration carefully and if your organisation agrees to be bound by its terms, it must be signed by an office bearer before being submitted to GCC.

Funding Proposal Checklist

Before submitting your form, please take a few minutes to complete the checklist to ensure that all necessary information is included.  This will allow your proposal to be processed as quickly as possible.
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