
HANDS ON: 

FUNDING WORKSHOP



ABOUT US SUMMARY

Summary with details of your 

history, vision and mission 

statements, services & 

programmes, outcomes and 

achievements

CERTIFICATES

• Affiliation Certificate

• Certificate  of 

Incorporation

BANK

Pre-printed bank deposit slip or 

bank certified copy confirming 

bank account number

SUPPORT

• Case studies 

• Letters of support from:

o Past / current users

o Other organisations

EMPLOYMENT

• Current Employment 

agreements

• Position Descriptions

AGREEMENTS

• Rental / lease agreements

• Loan agreements

RULES 

Current copy of Rules, 

Constitution or Trust Deed, 

with any changes signed off 

and registered. 

PERFORMANCE REPORT

A performance report includes 

financial statements and a narrative 

about your organisation and what 

has taken place during the last 

financial year.

STANDARD DOCUMENTS

1 2 3

4 5 6

7 8 9

STANDARD DETAILS

Summary document for internal 

use with commonly used details: 

GST Number, IRD Number, bank 

account, Board members / 

Trustees, Registrations, key 

personnel contact details, referee 

details





FREE Online Grant Management - https://grantseeker.fluxx.io/





APPLICATION DO’S AND DON’T 
DO

DON’T

Check that what 
you are applying 
for meets the 
funding criteria 
and funder 
priorities 

1

Talk to the funder 
if you are unsure 
that your project 
meets the criteria

2

Provide the 
funder with 
exactly what they 
have asked for

3

Tell the funder 
what you need 
the funds for in a 
concise way

4

Let the funder 
know who you are 
working with and 
why

5

Check your 
spelling and any 
calculations   

6

Submit an application 
before you have completed 
the reporting requirements 
for any previous funding

1

Submit an application after 
the due date

2

Rush the application and 
submit it at the last minute

3

Apply for funds to top-up a 
Government Contract that 
is under funded 

4



PROJECT SUMMARY

A couple of pages with all of the 

information that will tell someone 

about your programme or project:

• Need in the community

• Programme / Project Delivery

• Expected Benefits and 

Outcomes

• Measuring Success 

BUDGET

A budget specifically for your programme
or project that feeds into your main 
budget.

Don’t forget to include:

• Wage costs (already covered in main 
budget)

• Administration costs on % basis

• Additional costs

• In-kind support e.g. donated time, 
materials, discounts 

ENGAGEMENT

How will you record who 

attends / takes part and why:

• Gender

• Age

• Geographical location

• Family situation

• Housing situation 

• Level of engagement

SUPPORT

Letters of support from people or 

organisations that:

• will use your service

• have experienced your services

• can vouch for your ability to complete a 

project well /previous success 

PROGRAMMES & PROJECTS 

1 2 3

4

4 4
FEEDBACK

5
EVALUATION

How will you get feedback to see what 

was good and what could be improved:

• One page feedback form

• Online survey

• Both

How do you know if change has 

been achieved?

A consistent measure at the 

beginning and the end of a 

programme / project will assist 

to show change / improvement



QUOTES FOR 

PROJECTS & EVENTS

Funding 
application will 
state either 2 or 3 
quotes are 
required

1

Quotes must be 
dated and no 
more than 3 
months old

2

Should be a 
“Quote” rather 
than an “Invoice” 
or “Estimate”

3

The quote should 
be addressed to 
your organisation

4

Indicate who your 
preferred supplier 
is and why

5

A website printout 
or screenshot are 
generally not 
accepted by 
funders

6

Generally quotes are not required for general Operating Costs, an annual budget is acceptable. 

For applications to purchase equipment, use a service, host an event or building works you will be asked to 

submit quotes with your application:

If you are not able to provide the number of quotes requested, let the funder know why in your cover letter. 

Some Gaming Trusts will cover Operating Costs for a specific period i.e. 3 months and require copies of the 

last 3 months bills or a lease agreement with the funding application.  



BUDGET DO’S AND DON’T 
DO

DON’T

Include both 
Income AND 
Expenses

1

Match the budget 
with the story you 
are telling in your 
application

2

Request the 
amount of funds 
recorded in your 
budget

3

Include any 
donations, 
sponsorship or in-
kind contributions

4

Be realistic 
recording your 
Income and 
Expenses

5

Let funders know 
what income is 
confirmed 

6

Show a deficit or “-” at the end of the budget period

1

Submit a budget that doesn’t balance 

2
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PROJECT BUDGET EXAMPLE



TOP TIPS
Many applications are declined because there is not enough funding to go around. If you are not sure why your 
application has been declined contact the funder. Some funders will consider another application in the next funding 
round if lack of funds is the reason for the decline.

Ask someone else to read over your application to make sure it makes sense and is free from errors.

Gaming Trusts will generally only grant funding in areas where they have venues. Check first to ensure there are 
venues in your area.

Many funders list on their website organisations they have previously granted funds to. Have a look to get an idea of 
the level of funds being granted and to what sorts of organisations. 

Use Excel for budgets rather than Word to minimise calculation errors.

Performance Reports / Financial Statements should be signed off by your Board / Committee / Trustees before being 
submitted to Charities Services or Incorporated Societies 



TOP TIPS

A cover letter is a good way to let funders know specific things

Keep your text positive, convey to the funder what you will achieve with the funding and what 
the community benefit will be. 

Funds must be used for the purpose stated on your application form and approved by the 
funder. Any variation must be approved in writing from the funder before any funds are spent.

Spending must not occur prior to the date the funding is approved. This is known as 
retrospective funding.  

Any unused funds must be returned to the funder. 

Check the period of time given to use the funds and provide an accountability report (3 – 12 
months) and make sure the reporting is completed on time.  



REPORTING

Reporting to a funder after funds have been spent is also known as an 

Accountability Report. 

What you should be able to report:

• How much you have spent 

• What you have achieved

• Who has benefited 

• Any challenges 

• User Feedback 

• Evaluations 

• Any Case Studies 



USEFUL 

WEBSITES

Generosity New Zealand provides information on funding 

sources for community groups www.generosity.org.nz

Free access is available through most libraries or online 

access is also available via paid subscription.  

Community Foundations www.nzcommunityfoundations.org.nz

TECT www.tect.org.nz

BayTrust www.baytrust.org.nz

Community Matters www.communitymatters.govt.nz

Exult www.exult.co.nz

CommunityNet www.community.net.nz

TechSoup www.techsoup.net.nz

Charities Services www.charities.govt.nz

Free online Grant Management https://grantseeker.fluxx.io/

http://www.generosity.org.nz/
http://www.nzcommunityfoundations.org.nz/
http://www.tect.org.nz/
http://www.baytrust.org.nz/
http://www.communitymatters.govt.nz/
http://www.exult.co.nz/
http://www.community.net.nz/
http://www.techsoup.net.nz/
http://www.charities.govt.nz/
https://grantseeker.fluxx.io/

