
 
  

 
 

GUILDFORD VOLUNTARY GRANTS PANEL 
Guidance Notes  

 
Guildford Borough Council offer grants to voluntary organisations and encourage them to work in 
partnership with each other and with statutory organisations.  
 
We are currently renewing the operation of the GVG panel with a view to identifying how best our 
funding might meet the needs of vulnerable and less advantaged residents. As we consider possible 
changes, grant applicants are asked to give greater emphasis to the outcomes that would be delivered 
through our grant funding and to how they would work more closely in partnership and collaboratively 
with other voluntary organisations.  

In addition, following the withdrawal of SCC funding, there has been a significant reduction in the overall 
amount available for grant awards. Applicants are asked to identify how they have taken action to 
improve their cost effectiveness and reduce operating costs or increase income and how this is 
reflected in the level of grant support being sought.  

 
Criteria for Grants 
 
Your application must meet at least one of the following criteria that reflect our corporate plan priorities and 
core values.  
 
Please note that you do not have to meet them all.  
 

• Projects supporting older people in our community  

• Projects supporting vulnerable and less advantaged people in our community  

• Projects that protect or enhance our environment  

• Projects that enhance our sporting, cultural and recreational facilities  

• Projects that deliver health and wellbeing improvements for our residents  

• Projects that prevent homelessness and rough sleeping in the borough  

• Projects that provide skills training and work opportunities for residents  

• Projects that deliver initiatives to address issues of rural deprivation - including skills and enterprise, 
crime reduction and environmental, cultural and leisure projects.  

 
Grants Available for 2020/21 
 

• Small grants (£2,500 or less)  
• Major grants (Over £2,500)  
• All grants awarded for 2019/20 will be for one year only  

 
 
Before you apply for a grant – the following information will be helpful for you to consider.  
 
 

http://www.guildford.gov.uk/home�


Our Eligibility Test  
 

Who can apply? We do not offer grants for: 
 
Not-for-profit organisations that:  
 
• meet at least one of the criteria listed above  
• provide a service that meets our key strategic 

objectives  
• directly benefit residents in Guildford  
• have their own bank or building society 

accounts, requiring at least two unrelated 
cheque signatories  

• have a written constitution or governing 
document  

 

 
 
 

• individuals, as opposed to organisations  
• retrospective funding  
• capital items, such as building work or equipment that 

is used for back-office functions, although you can 
apply for grants for equipment that is essential and 
integral to the project  

• advertising and promotion  
• salaries of fundraisers  
 

Tick the box if you can answer YES  
to all the above  

Tick the box if your request is NOT for any of the 
above  

 

If you can tick both boxes, you may apply for a grant 

If you cannot tick both boxes, we will not be able to consider your request for a grant.  
 
The application form 
 
If you are eligible for our grants criteria, the following will help you complete the application form.   
 
Section 1: Your organisation and contact details  
 
In case we need to contact you about your application, please ensure that the person given as your 
contact will be available during the application period, or give the name of an additional contact.  
 
Section 2: Amount requested 
 
Enter amount of grant you are requesting.  
  
Section 3: Criteria  
 
You only need to tick one box in this section. If your project meets more than one of the criteria, please 
select the one that matches it most closely. 
 
Section 4: Description of service or project 
 
We offer funding for new or existing projects, or for running costs. We particularly welcome applications 
for funding for innovative projects that require seed-corn funding, and which will move on to become 
self-funding in the future, or projects that are targeted specifically at priority places and communities 
within Guildford.  
 
If you want a grant for more than one project, you will need to complete a separate application for each.  
 
In this section, we ask you to give brief details of the scheme focussing on the outcomes that grant 
funding would deliver.  Please limit your answer to 150 words.  



Section 5: Beneficiaries  
 
We ask about the groups that will be the main beneficiaries of the grant funding. Please tick all boxes 
that apply.  
 
We also ask how many people will benefit from the funding, and the average number of times that each 
person will benefit during the year. We realise that these may be estimated figures, but they need to be 
as realistic as possible.  
 
If you are awarded a grant, you will be asked during monitoring visits how many people have actually 
benefited.  
 
Section 6: Evidence of need  
 
Although we are keen to fund new projects, we do expect you to provide evidence that there is a need 
for the project, and when we score applications, 5 of the 30 points available are awarded for this 
section.  
 
Section 7: Waiting list  
 
A waiting list can show that there is an unmet demand for a service, but we realise that some projects 
do not have waiting lists. You will not be penalised if your project does not have a waiting list.  
 
Section 8: THIS IS A VERY IMPORTANT SECTION 
 
8a: Key strategic objectives  
 
Guildford Borough Council has Key Corporate Plan Objectives, which are listed at the start of these 
notes. We want to fund projects that help us to meet these priorities and core values. It is important that 
you use this section to show how your project will contribute to this.  
 
8b: Cost Effectiveness / reduced operating costs  
 
We mentioned at the start of these notes that there has been a significant reduction in the overall 
amount available for grant awards. It is therefore essential that applicants identify how they have taken 
action to improve their cost effectiveness and reduce operating costs or increase income and 
demonstrate how this is reflected in the grant amount requested.   

Section 9: Joint working with other agencies or professionals  
 
We want to know which other organisations will be involved with your project and how you will work with 
them.  
 
We want to understand about your plans for close partnership working and collaboration between other 
voluntary organisations within the next 12 months.  
 
We are keen to ensure that as much funding as possible is used for the provision of services, rather 
than for back-office or support costs. For this reason, we encourage joint working, for example by 
voluntary organisations forming consortia to share and reduce back-office costs, or by sharing 
premises.  
 
 
 
 



Section 10: Charges to service users  
 
We want as many projects as possible to become self-funding, and one way of enabling this is for 
service users to contribute towards the cost. We ask organisations to look at all ways of increasing 
revenue, and in this section, we want to know if you make a charge, and if this could be increased. 
 
 If you do not make a charge, we want you to say why. 
 
Section 11: Reserves  
 
In this section, we want to know what reserves your organisation has. If you are part of a large national 
organisation, we are interested in the reserves for your branch. We realise that some reserves are set 
aside for specific purposes, and we recognise Charity Commission guidance on reserves.  
 
Section 12: Financial details  
 
If you are applying for a Major grant (over £2,500), you will be expected to provide detailed financial 
information.  
 
If you are applying for a Small Grant, (£2,500 or less) we will not ask you for as detailed information.  
 
 
Further Financial Information for MAJOR GRANTS Applications  
 
If you are applying for a grant for a specific project, you should give the income and expenditure 
information for that project only.  
 
If you are applying for a grant towards your running costs, you should give income and expenditure for 
your organisation or branch.  
 
You are asked to show expenditure on back-office and front-line service costs separately, and it is 
important that you allocate them correctly.  
 
The first column asks for information relating to the current year (2018/2019) projected to the end of the 
year. This enables us to compare year-on-year costs and income.  
 
Box 1  Self-explanatory  

Box 2  Please give details of grants from other organisations for which you have applied, 
and which have been confirmed.  

Box 3  Grant requested from the Guildford Voluntary Grants Panel  

Box 4  Please give brief details of any other income not included in boxes 1,2 and 3  
Box 5  Total of boxes 1 to 4  

Boxes 6 - 15 - Expenditure  
This is often a difficult section to complete, but it is essential that you provide the information as 
requested, so that we can compare applications from different organisations.  
We want the grants that we give to be used to provide services that will benefit residents. Broadly 
speaking, we look for projects with back-office costs of less than 25%. However, if your front-line 
service is provided largely by volunteers, the back-office costs percentage will be higher, and this is 
acceptable; you will be asked about this in section 14.  



Box 6  If your managers also provide a front-line service, you will need to split their salaries 
and on-costs. In box 6, you should show that part of their salary that relates to 
management and back-office costs. Any part that relates to the direct provision of 
services should be included in box 17.  

Box 7  Salary and on-costs for secretarial and administration staff who are not providing 
direct front-line services.  

Box 8  If your premises are used for administration and for providing the service - for 
example, if your office is located within a Day Centre that you operate - you will 
need to split the expenditure and allocate the percentage of the space that is used 
for administration to box 9.  

Box 9  If you have allocated your rent or mortgage costs in box 8, please use the same 
percentage to allocate your other premises costs in box 9.  

Box 10  Insurance costs  
Box 11  Equipment that is used for back-office purposes. You should include equipment 

used for the provision of the service in box 23.  

Box 12  Telephone, fax and postage for back-office purposes only. Expenditure under this 
heading that is used for the provision of the service should be included in box 23.  

Box 13  Stationery and printing for back-office purposes only. Expenditure under this 
heading that is used for the provision of the service should be included in box 23.  

Box 14  Costs incurred in fundraising, including any salary paid to fundraisers, if applicable.  
Box 15  If you have any other administration or management costs that have not been 

included in boxes 6 - 14, please show them here, with brief details.  
Box 16  Sub-total of back-office costs.  

Box 17  Salaries of staff providing front-line services, including NI, pension etc. If you have 
shown part of your managers’ costs in box 6, the remainder should be included in 
this box.  

Box 18  The costs of training for volunteers or staff providing front-line services should be 
included in this box. The cost of training for staff or volunteers providing back-office 
services should be included in box 15.  

Box 19  Outcome monitoring and evaluation. You are asked in Section 15 about how you 
will evaluate the outcomes of your service. Any costs incurred in this monitoring or 
evaluation (such as the cost of a customer survey) should be shown in box 19.  

Box 20  In box 8, you were asked to give details of rent/mortgage costs allocated to back-
office services. The remainder of the rent/mortgage costs should be shown in box 
20. If you have not shown any such costs in box 8, the whole of the rent/mortgage 
cost should appear in box 20.  

Box 21  In box 9, you were asked to give details of other premises costs allocated to back-
office services. The remainder of the other premises costs should be shown in box 
21. If you have not shown any such costs in box 9, the whole of the rent/mortgage 
cost should appear in box 21.  

Box 22  Please give details of any costs incurred by volunteers providing front-line services. 
Do not include training costs, which should be shown in box 18.  

Box 23  Please use this box to give details of any costs for front-line services not included 
above.  

Box 24  Sub-total of front-line costs.  

Box 25  Total expenditure on back-office and front-line costs.  

Box 26  Total expenditure minus total income.  

Box 27  Balance still to be funded  
 



Box 28  Please use this box to give details of any grants for which you have applied, but 
which have not yet been confirmed. Any grant offer that we make to you might be 
contingent on the result of your applications to other sources, and you must advise 
the Grants Monitoring Officer as soon as you know what other funding you have 
been offered.  

Box 29  If there is a balance still to be funded appearing in box 28, please say how this will 
be covered. It could be, for example, that you are hoping to use any grants listed in 
box 28. It is essential that you complete this box, so that we can be sure that the 
project is fully funded  

 

 
Further Information for SMALL GRANTS Applications  

 
We do not ask for detailed financial information for small grants. 
 
If you are applying for funding for a specific project, please use the box in section 12 to give a 
breakdown of the costs of the project. If you are applying for a contribution towards your running costs, 
please show how you plan to spend the grant (for example, as a contribution towards the rent of a hall, 
or a contribution towards the provision of a particular service).  
 
However, please note that we are particularly looking to support projects through seed corn 
funding that will become self-funding.  
 
Section 13: Policies and procedures  
 
Please tick the appropriate boxes in this section to confirm that you have Health and Safety, and 
Equality and Diversity policies in place. If your service deals with vulnerable adults or children, you will 
also need appropriate safeguarding policies. Please do not send copies of your policies. If necessary, 
they will be inspected during monitoring visits. 
  
Section 14: Volunteers  
 
This section asks about the front-line services that are provided by volunteers.  
 
Section 15: Monitoring and evaluation  
 
You will be expected to monitor your project as it progresses and liaise with the community wellbeing 
manager as to how you are meeting the outcomes predicted in your application. Please tick all those 
methods that you will use to carry out this evaluation, but note that you do not have to use them all.  
 
Section 16: Any other information  
 
You can use this section to add any extra brief details that you would like us to take into account.  
 
Please do not affix any extra sheets, and do not include leaflets or other publicity material with your 
application. You should include a copy of your latest independently examined accounts, but nothing 
else. If we need further information from you, we will contact you.  
 
Section 17: Signature of Applicant  
 
All applications must have this section completed.  
 
 



How we will Assess your Application  
.  
 
The panel that will assess your application includes representatives (officers and Councillors) from 
Guildford Borough Council.  
 

• Applications are assessed based on the information you supply on your application  
• The panel can allocate up to 25 points for each application.  
• The table below sets out how points are allocated.  

 
Evidence  Points available  
Evidence of need for project or service  
 

0 - 5 points  

Evidence of partnership working   particularly with other 
voluntary organisations 
 

0 - 5 points  

Extent to which project meets key corporate plan priorities and 
core values  
  

Up to 10 points.  

Evidence of measures taken to improve cost effectiveness and 
reduce operating costs or increase income 
 

0-5 points  

Total points available  25  
 

• The panel will meet in  November 2019 
• You will receive a letter before the end January 2020, advising if you have been provisionally 

awarded a grant.  
• All grant offers remain provisional until ratified by the Council in January or February.  
• When grants are confirmed, you will be sent a Funding Agreement, which you should sign and 

return to the Business Support Team Leader 
• Major grants (over £2,500) will be paid in two equal instalments (on 1 April and 1 October 2020) 

against invoices submitted by you.  
• Small grants (£2,500 or under) will be paid in full on 1 April 2020, against an invoice submitted 

by you.  
• Any under spend must be returned at the end of the financial year (31 March 2021) unless the 

panel agrees otherwise in writing. If the grant is not being spent for the purposes specified on 
the original application form and in the Funding Agreement, repayment may be requested at 
any time, unless such changes have been agreed in writing by the Voluntary Grants Panel.  

 

Please note that the panel has limited funds, and not all applications will be successful 
 

KEY DATES  

February/March 2020 Funding Agreements sent to successful applicants, to confirm 
grant awards  

1 April 2020 First instalment of Major grants paid.  
Small grants paid in full.  

1 October 2020 Final instalment of Major grants paid  
 
 
 
 
 
 
 
 



SUBMITTING YOUR APPLICATION  
 
All sections must be completed. Incomplete applications will not be accepted.  
 
Please provide the information in the form in which it is requested. For example, the financial details 
section needs to be completed in full. In the past, we have received applications with this section not 
completed and “see enclosed accounts” written on the form. This counts as an incomplete application, 
and will not be accepted.  
 
The closing date for Applications is Friday 25th October 2019 
 
Please email applications to VoluntaryGrants@guildford.gov.uk 
 
If your organisation is currently receiving funding from the Voluntary Grants Panel, you must return 
your half-year monitoring form with your new application.  
 
 
FURTHER HELP OR INFORMATION  
 
Telephone on 01483 505050 or e-mail VoluntaryGrants@guildford.gov.uk    
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