
 

 

 

 

 

 

 

Grants are competitive, and although there is no scientific formula to ensure you win a grant, there are some things 

that you can do to increase your chances of being successful. 

There are three steps you can do well in advance of writing any grant application and once you have done them 

they will be able to be used with little reworking for any grant application. 

Step One – Organisational Documents 

Before you start applying for any grants, there is basic information you will need that will most likely be asked for 

with every grant you apply for.  This information is best prepared for in advance, and placed in a file ready for 

photocopying or on your computer for attachments to email applications.  Preparing this information will also give 

you a solid picture of who you are as an organisation, what your purpose in the community is and what you can offer 

to any project you apply for.  The basic information you will need to have at your fingertips includes: 

- ABN Number 

- ATO Tax Status and copies of endorsements (i.e. Tax Concession Status; Deductible Gift Recipient Status; 

Public Benevolence Status etc.) 

- A Copy of your organisations Certificate of Incorporation & Constitution (Most grants will require that your 

organisation is either incorporated or you have a sponsor organisation who is.) 

- BSB & Account details you wish the grant to be paid in to. 

- Contact details of your Chairperson or CEO and the person who will be responsible for administering the 

grant/project on a day to day basis. 

- Contact details of your organisation – physical & postal addresses; email; phone & fax numbers. 

- A copy of your Certificate of Currency (Or Public Liability Insurance notice) 

- A copy of your last AGM minutes and Financial Reports (sometimes 1-2 years of financial reports are 

required.) 

 

 

Step Two: Organisational Profile 

Every Grant application will ask you to provide a summary 

of who you are before they will ask what you want to 

fund.  This is a great opportunity to write an interesting 

“article” about your organisation that explains what 

makes your organisation the best one to receive the grant. 

Things you will need to make sure you cover in the profile 

include: 

What – What does your organisation do? 

When – When & How did your organisation form? 

Where – What geographical area do you work in? 

Who – Who is your main target group e.g. youth, welfare? 

Why – Why is your organisation needed in your 

community? 
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Once you have this information write it out in a 100, 300 & 500 word format that could easily be inserted into any 

grant application. 

Step Three – Letters of Support 

Almost always, with any grant application, the grant maker will want to see evidence that your organisation is 

supported by the community you work in.  Rather than wait until you are in the middle of a grant deadline, try and 

organise 3-7 letters of support that can be used in any application.  Once you have received them, scan them in to 

one document with a cover page that has your logo on it and then you are ready to print it out or attach it with any 

grant application.  It is important that your letters of support come from significant community members who really 

get behind the work that you do.  That may be the police, council members, politicians, school principals, business 

people or other organisational CEO’s; but probably not as helpful if your Aunt Mary is your strongest supporter and 

writes you a lovely letter.  Often, when asking for a letter of support from busy people, it can be helpful if you 

provide a small bullet point list of what you think the letter will need to contain.  Some points to consider would be, 

how long that person has known of the work your organisation does in the community, any examples they can give 

of how you have worked together, why they think you make a difference in the community and why they support 

your application for a grant (if the letter is specific to a project).  Examples of collaborative partnerships and a 

demonstration of working with others in the community is always highly regarded in a grant application. 

 

Unlocking that Grant – Steps to writing a great 

application 

Step Four: Know your project 

What do you want to get funded and why?  It is much more productive to 

establish a project or program you would like to do and find a grant than to 

locate a grant and rush to try and make a project fit that grant. 

Know clearly what you can and can’t do.  Most grant makers will be looking to 

make sure that what you say you will be able to do is within your ability to 

deliver.  Keeping a project manageable makes it more likely to succeed which is important for your organisation, the 

grant body and ultimately the community.  Starting with smaller, manageable projects with great success stories is 

also a great way to work up to larger grants showing a journey of building on success and consistently making a 

difference in the community. 

Step Five: Know the Grant 

Before you start a grant application, read the guidelines – well!  Over 70% of grants not approved are reported to be 

because the application didn’t meet the criteria.  Reading the guidelines makes a lot of sense and saves a lot of time 

in whether you will need to go to all the trouble of writing out the grant application or not.  Most grant makers also 

encourage you to contact them by phone to discuss your project and this will mean they are familiar with your 

application when it is presented to them at the decision making meeting.  This is a step often overlooked but vital to 

ensure that successful grant applications are developed.   

Step Six: Write your Grant Application 

This is step six in the process and it is important to make sure that the first five steps have been done prior to trying 

to write your application.  If you now know your organisational details, your profile, have your letters of support and 

know what project you are looking to fund as well as knowing the grant well and having contact with the grant 

makers you are in the best position to start writing your grant application.  Give yourself plenty of time to write the 

application, make sure you understand all the components of the application.  Get help where you need it and make 

sure someone proof reads your application.  Each component of a grant application is vital.  If one area is not done 

well or missed altogether it will affect the whole application.  Know what deadline you are working to and make sure 

you will have everything ready at least five days before the deadline.  Things will and do go wrong and if your 

deadline is too tight you may miss out altogether.  

 



 

Step Seven: Budgets 

The budget is the most important part of a grant application to get right.  Check it over and over and make sure it 

makes sense.  Get quotes for equipment and services early on in the process as these take time.  Standard 

applications will usually require 2 quotes for all purchases and these need to be able to be compared in terms of 

price and services provided.  Add up all figures and double check them.  This seems like a simple step but often 

budgets don’t balance because of a simple error – and this may make it seem you are not strong in this area.   

In Kind Value – most organisations largely undervalue their in-kind support but this is a 

valuable part of any budget.  Inkind value is not just limited to volunteer support, although 

this is important.  In Kind value could also be applied to any vehicles, trailers or equipment 

your organisation or volunteers will supply and use for the project and can be included as it 

doesn’t have to be purchased with the grant money.  Costs of rent, electricity etc. if you are using your 

venue are also very valid demonstrations of in kind value.  If you have support from local businesses or other 

organisations who will help with your project, donate products or equipment etc, don’t forget to include this 

as well. 

Step Eight – Putting it all together 

Proof read every aspect of your grant and make special note where it asks you to provide evidence or further 

information and gather those documents as you go.  When you submit your application, there will be a lot of 

information that will go with it so make sure you have it all collated in the order it is asked for and attached to your 

application.  The grant maker will need to refer to that information to fully assess your application and if parts are 

missing it could mean that you miss out altogether. 

Step Nine – Submitting your application 

This part will be simple if the other eight steps have been followed through.  Make sure you submit your application 

well before deadline and it is usually a good rule to follow it up with an email or phone call to the grant maker letting 

them know you have sent it.  This ensures that if it didn’t go through electronically or if there is any mix up with the 

mailing of your application then they can apply leniency if needed.  It is also another point of contact so they know 

who you are when they read your application. 

Step Ten – Acquittal & Success 

If you are successful in receiving your grant then this will be the most important part of ensuring your project is a 

success.  Successfully doing everything you promised you would, in the time frame you submitted for the cost you 

estimated is vital if you want to enjoy future grant success.  Projects that aren’t acquitted correctly or that don’t 

deliver the outcomes promised will reflect poorly on future applications and don’t deliver the benefit you promised 

the community would receive which is why we do anything as organisations.  Most grant applications will ask you to 

list other grants you have been successful in receiving and they will usually contact these grant makers to see if you 

acquitted your project on time and in budget.  Check your deadlines and make acquittal your priority. Make sure you 

capture the success of your project – celebrate what it achieved and hold a thorough evaluation at the end.  This will 

help you to highlight opportunities for improvement, build on your successes and plan for future projects. 

 

 

Finally – Don’t Give Up!  

If you weren’t successful in getting your grant it can be disappointing – but it will 

happen.  The best thing you can do is to keep applying for grants and find out why you 

didn’t receive the ones you applied for.  It may often be that the grant was simply 

oversubscribed and the grant makers had to simply choose which projects to fund.  

But very often, there are keys you can pick up that will strengthen your next 

application.  Call the grant maker (not on the day that you heard you didn’t receive it 

as you may be emotional) and ask them for their feedback.  Then, take it seriously and 

apply any changes they suggested.  The grant makers read hundreds of applications 

and get to see a lot of great projects come to pass so their advice and wisdom are 

incredibly valuable to you. 


