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Disclaimer: This workbook is intended as general guidance. You are strongly advised to obtain professional advice and support when developing your community proposal.
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Guidelines

General

(1)

Bear in mind, whilst your Community Proposal should be written specifically for your individual
community project, you will need to cover some fundamental issues and share common features.

It is also vital that your proposal fits your overall objectives and needs. If, for example, you will be
seeking a Community Grant from your local authority council then make sure your proposal
covers all the information they are seeking. We cover funding including a typical Application Form
in ‘Funding Your Project’.

You may also be approaching private sector companies, foundation or charitable trusts for
sponsorship, a grant or a loan. Again, make sure you understand their requirements either by
contacting them or accessing their web site where they outline their grant criteria.

You will also need to prepare a short Executive Summary on the key features and characteristics
of your proposal. We suggest you do this when you hawe written the bulk of your proposal(s).

You may also want one or more of your colleagues to summarise your proposal independently
and see if you agree on the fundamental strengths of your proposal and why it is important that
something is done.

The structure of your proposal should be along the following lines:

Y [Ya 1 (e Prepare at End

Introduction and Background
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(3 Project Description — The Problem/Issue You Have Identified

€)M Practical and Realistic Options — Select Your Preferred Solution

(4) BUEICE LR ENLGEN How you will deliver the project and make it happen?

(5) PEEENEEN e e What resources do you need to meet your objectives?

(3 Budgets and Funding Needs

VAl Project Management. Action Plan and Timetable

Appendices - Include Supporting Information & Data
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1. Introduction and Background

(a) Introduce who you are. Explain what status you have i.e. are you acting alone? do you
represent a group? If so, describe the nature of the group, its members and objectives.

(b) Describe your proposal and set out the background to it, including who you have
canvassed in the community, what support you have from the community and what it is

you are seeking - funds and/or other support.

(c) If you hawe, or are approaching other potential funders, then mention this. If you have
received previous funding, then outline what and from whom.

(d) Highlight any comparable projects or programmes you have successfully been involved
with.

NOTES: Introduction and Background
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2. Project Description — The Problem / Issue You Have Identified

(a) Set out clearly the community problem and/or activity you want to see dealt with in your
community.

(b) Identify in as much detail as you can, what group of people in your community will benefit
from your project.
Check List
] Elderly []Women [] Children/Young People  [] Lone Parents
[ Low Incomes [ Disabled [ Unemployed ] Homeless [ Other
Provide breakdown by ethnicity
] White [1Mixed Race [] Asian/Asian British

[] Black/Black British [] Chinese [] Other Ethnic Group

NOTES: Project Description

NOTES: Explain how your proposal will benefit them.
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Guidelines
Practical and Realistic Options

Based on your dialogue with, amongst others, your neighbours, community leaders/civic
representatives and importantly, the group(s), who will benefit from your proposal, develop
Practical and Realistic Options.

It must be emphasised that you will need to concentrate on soultions that are practical
and realistic - i.e. achievable taking into account your ambitions and likely resources. It
would be wonderful if all your aspirations for the community could be achieved, but
experience tells us that money and other resources will constrain your plans.

You should also engage all interested parties in your research and analysis. There are
many dedicated organisations at both civic level and voluntary organisations with lots of
experience of helping people and communities. Tap into their knowledge, experience and
contacts. You can also place an outline of your problem and its implications and research
comparable experience on our web noticeboard. This will allow you to exchange ideas
etc. with people in other neighbourhoods.

Select Your Preferred Solution and explain your reason.

NOTES: Practical & Realistic Options
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(9)
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Guidelines
Strategy and Operations

To deliver the community improvement(s) you have identified, you will need to agree both a
strategy and operational arrangements.

Your strategy should detail exactly how your organisation/group will meet the project’s aims. It
may involve working in partnership with your council, other community groups, voluntary
bodies or the private sector.

Increasingly, organisations are working together to pool resources and knowledge and
partnerships are actively encouraged by the government and other bodies.

If you are setting up a new group/organisation you will need to agree on a number of issues
including:

e nature of your group;

* constitution, legal structure and status;

* membership and management responsibilities;
* buildings and equipment;

* systems and processes

¢ financial management

Importantly, you may need to consider employing people and as an employer, you will need to
know and understand a wide range of responsibilities and duties - covering everything from
equal opportunities, health and safety to stakeholder pension arrangements.

You can research some of these issues at: www.dti.gov.uk, www.ukonline.gov.uk.
You may also want to have an informal chat with a local accountant and/or solicitor to make

sure you have covered all accounting/tax and legal implications. You could also approach
charities and voluntary organisations for advice.
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Guidelines

Resource Implications

The credibility of your proposal. You will need to think about the resources you needto
meet your objective and what resources you have (if any).

Areas you will need to consider include:

* people - who, what skills and aptitudes.
* systems and processes

* buildings and equipment

° money

If you are considering partnership arrangements or a joint ventur













