
 



   

         

Section 2: Application form guidance 
 
Please ensure you complete the required information as accurately and fully as possible, 
this will ensure that your application for funding will be processed in the shortest possible 
time.  
 
Section 1- Organisation Information 
 
Q1.  Provide us with the contact details of your organisation as they appear in your 
governing document.  If it is also known by another name please include that in brackets.  
Also include information relating to the employee/volunteer who is responsible for 
submitting the application and could act as an informed point of contact between your 
organisation and Newcastle Science City/Newcastle City Council, this may or may not be 
the most senior member of the organisation, also provide the contact details of a secondary 
contact from your organisation.    
 
Q2.  Please provide the names of all your committee/management board members 
indicating your Chairperson, Secretary and Treasurer.  
 
Q3.  Please tick the box that best describes your organisation, if other please explain.   
 
Q4.  Please provide a summary of the overall aims and objectives of your organisation as 
they appear in your governing document, these are not the aims and objectives of the 
proposed project.  You will also need to provide us with a copy of your governing 
document.  
 
Q5.  Please provide information demonstrating your organisation’s experience in managing 
similar projects.  Provide examples of how your organisation has managed grant allocation 
money, achieved stated outputs and outcomes, recorded data and submitted performance 
and financial reports in a timely manner  
 
Q6. We need to know the name of the bank account you want us to pay your grant into. 
This must be in the name of your organisation 
 
Q7. We need to be sure that your group is financially viable before we allocate a grant. So 
tell us how much you have in the bank and what purpose it is earmarked for. A copy of a 
recent bank statement will be needed. 
 
Section 2    - Project Information: 
 
Q1.  Provide information relating to the name of the project, main beneficiaries of the 
project including your organisation’s staff and volunteers, where the project will take place 
and the overall duration.   
    
Q2. Clearly describe the aims of the proposed project, what it is trying to achieve i.e. what 
difference you expect to make and who will be main beneficiaries.    
 
Q3.  Please describe the activities of your project.  What methods will your project adopt in 
its delivery?  
 



   

         

Q4. Describe what opportunities the proposed project will offer to its targeted audience to 
influence, and shape the project and be involved in its delivery.  How will you ensure that 
the project is reflective of the needs, interests and aspirations of your targeted audience.    
 
Q5. Illustrate how you know there is need for your project locally, what evidence can you 
provide, how was the evidence collected and by who.  Please provide details of any 
community consultation, focus groups, questionnaires or research that have been utilised.   
  
Q6. Identify the outputs that the proposed project aims to achieve, ensure the outputs are 
realistic and “stretching”, also profile the outputs throughout the duration of the proposed 
project.  
 
Q7: Please explain how you will maximise participation from your target audience. 
Describe the techniques and tools you will use to overcome barriers to participation.   
 
Q8.  Explain how you will know that the proposed project has been successful, what 
changes will you expect to observe, how will these be captured and conveyed.   
 
Q9.  Identify and forecast major project milestones e.g. “event,” ensure that the milestones 
are forecasted accurately as they will be used to assess the management of the proposed 
project.  
 
Section 3 - Financial Information: 
 
Q1.  Provide information regarding the total amount of funding you are applying for from the 
Grant scheme.  Please note that the maximum allocation is £12,000.    Please forecast the 
funding indicating in what financial quarters you require the funding to be paid.  Annex 1 
gives information about eligible expenditure to help you ensure the costs included in your 
grant application are eligible. 
 
Section 4 - References 
 
Please provide details of two separate individuals (not directly associated with your 
organisation e.g. employees or board/committee members) who would be willing to make a 
verbal or written reference for your organisation. Add when referees will be approached. 
Please note that we would require references to be made available at  least a week before 
the Grant agreement meeting (see process timescale).  
 
Section 5 - Declaration 
 
Ensure the application document is signed in accordance with the declaration. 
 
Please ensure that you have supplied all of the necessary supporting evidence required to 
process your application, failure to do so will prolong the application period.  If you are 
unable to provide any of the documentation please explain why.    
 




