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Guidelines to Completing the Application Form 

General Guidelines 

The Application Form is a Word document. You will need access to a computer that has Word installed 

on it in order to fill out the form. 

Applicants can complete the form by typing information into the text boxes that accompany each 

question. Please do not hand-write your application on a printed copy of the form. We are aiming to 

significantly reduce the administration costs involved with the Fund, thereby maximising the amount 

that can be given out as grant-aid. Your co-operation will be most appreciated in this regard. 

It is suggested that before you start typing into the form you should save a blank copy of the file, just 

in case you need to start from scratch. You can, if you wish, complete the form over a period of time, 

but do remember to save your work as you proceed. 

If you need help in completing the application form you will find that there are many sources of 

support and assistance out there. 

1. Organisation Details 

The Name of your Organisation or Group  

The name by which your organisation/group is known. Ideally this will be the name in your 

constitution and is probably also the name attaching to your bank/credit union account. 

Where is your Organisation or Group based? 

Please give an indication of where your group operates or is based. For many community groups this 

would be a specific village, town, neighbourhood or perhaps parish. For other groups the answer 

might describe a wider area, such as all of North Leitrim. For some organisations or groups the answer 

could be a specific location, such as a building or premises. 

Name of Contact Person for this Application 

This will be the name of the person who is responsible for communicating with the Fund. It could be a 

group’s secretary or another nominated person or an employee. It is important that this nominated 

person should have access to an email account through which the Fund can communicate to the 

applicant group. 

Address, Telephone Numbers, Email Address 

These should be contact details that the contact person has access to. They could be the applicant 

group’s office details or the personal details of the nominated contact person. If necessary, you can 

input more than one set of details. Remember that at the early stages of the application process the 

Fund may need to get back to you for additional information or clarifications. This will, in most cases, 

be done by email.                                                                
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What Type of Organisation is your Organisation/Group? 

We need to know what kind of organisation or group you are in order to be able to assess your 
application. Are you a local development association or committee? A youth club, an active age group, 
a men’s shed, a sports club, a disability support organisation, a carers’ group? Tell us how you would 
normally describe your group or organisation if someone asked you. 
 
What type of structure does your Group/Organisation have? 

Here you are being asked to describe the formal structure of your organisation or group. This could be 
a Company Limited by Guarantee, an Organisation with a Written Constitution, a Group with a Rule 
Book, a Club Affiliated to a National Body or such like. This is an important question in that the Fund is 
legally obliged to take steps to ensure that it grant-aids only organisation or groups that meet certain 
criteria, including their governance structures. If your group does not have a written constitution or 
set of governing rules you should arrange to put them in place. 
 
Does your Organisation/Group have any employed staff?  

Simply state how many. Say None if you have no employed staff. 
 
Please give a short summary of the main activities and achievements of your Organisation/Group 

This is really a double question. You should give a clear, factual and brief statement of the main 
activities that your group or organisation undertakes. A list of your main activities will be perfectly ok. 
You should also give some information about what you see as the main achievements that your group 
has succeeded in bringing to fruition in the recent past. These could be simple, routine, everyday 
things or once-off projects that you are very proud of. A short description is all that is needed here. 
 
Does your Organisation/Group have a Bank/Credit Union Account?  

We need to know that your group/organisation has a Bank Account or a Credit Union Account. 
Otherwise we cannot give you money! If your group/organisation does not have an account you will 
need to establish one. 

If you are making this application as the Lead Partner on behalf of a number of groups/organisations, 
please name the other partners 

It is possible that some applications will be made on behalf of a number of cooperating 
groups/organisations that have joined together in order to undertake a joint activity. If that is the case 
the Fund will require that one of the partners act as Lead Partner. Any approved grant-aid will be 
channelled through that Lead Partner’s bank or credit union account. Likewise, all communications 
from the Fund will be via the Lead Partner. This question asks that all other the partner 
organisations/groups be named. 
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2. Proposed Project/Activity Details 

Give your proposed project/activity a title 

This should be a short and descriptive title for your proposed actions. It could, for example, be 
something like Kitchen Refurbishment Project, Retirement Training Project, Healthy Eating Initiative, 
Mental Health Research Project, IT System Upgrade, Heritage Documentation Initiative, etc. 

Give a brief description of your proposed project/activity 

Provide a clear and factual description of exactly what you are proposing to do.  

In this question you are not being asked to make a case for the project. You are being asked to simply 
describe it in a way that will make sense and that will provide the Fund with a clear picture of what 
you actually intend to do. Your answer should be brief, accurate, to-the-point, and understandable. It 
should not be overly long. 

When will the project/activity commence (assuming you receive funding)? 

Tell us when you hope to start your project or carry out your actions. This could be something as 
simple as ‘within a month of receiving funding’ or at a specific date that you have fixed. 

When will it finish (if relevant)? 

You may not need to answer this question if, for example, you are simply applying for funds toward 
buying a piece of equipment. However, if your application is for something that will have a given 
duration, such as a training course or a minor refurbishment project, then the Fund needs to know 
when you plan to be finished.  

If appropriate, please state where the proposed project/activity will take place? 

If your proposed project, activity or initiative will have a specific location then please say where that is. 
If it is a project that will take place over a given area, then tell us where that is. 

Please describe briefly why the proposed project/activity is needed at this point in time? 

Make the case for why it is important for your organisation or group to carry out the proposed action. 
Why is it needed? What evidence can you offer to support that claim? If you were going to your local 
community appealing for funds, what would you be saying to them? 
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3. Budget 

What will the total cost of the project/activity be? 

At this stage of the application process you must provide an accurate estimate of the cost of the 
proposed project or activity. Ideally this should be based on an actual quote that you have sought and 
received. If there are multiple elements or items involved in your proposal you should be able to give 
accurate estimates/quotes for the individual elements. 

If your organisation is VAT registered, the amounts that you enter in this and the following question 
should be VAT-exclusive. If you are not registered for VAT then you should enter figures that include 
VAT. 

How much are you requesting from the Community Connections Fund? 

The Fund is willing to offer suitable applicants 100% of the costs involved in an approved project. 
However, the Fund’s resources are limited and it may not be able to grant-aid the full costs in all cases. 
In addition, the Fund recognises that groups and organisations that are willing to expend some of their 
own finances on a project are demonstrating commitment.  

How will you meet the balance of your costs, if any? 

If you are not seeking the full costs of your project or activity from the Fund, then please show how 
you will be meeting the balance, e.g. from your own reserves, from borrowings, from other funders, 
etc. 

Please list below the items and estimated costs for the various elements of your proposed 
project/activity 

Please list the various elements involved and give the cost of each item. 
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4. Benefit 

Please outline how your project/activity will benefit your organisation, your members/clients, and/or 
the wider community 

In order to make an effective and meaningful case for your application, you will need to describe here 
how your proposal will bring benefits to your organisation, your members, your clients, and/or the 
community in general. The benefits may apply only to one target group, or they may simply 
strengthen your organisation in some way, thereby ensuring that it can be more effective and 
sustainable in meeting its objectives. Try to describe the benefits arising from your proposed actions in 
a concise, accurate, realistic way. 
 
What are the expected outcomes and results of the proposed project/activity likely to be? 

This question asks for a little more detail about the answer to the previous question. Can you state, for 
example, how many people will benefit, who they are, what they will gain? Or, for example, to what 
extent the grant-aid might increase uptake of a service or increase viability for a social enterprise? 

This question also looks for an indication of how you yourselves will measure success. For example, in 
a year’s time how will you know whether or to what extent your actions were successful. 

 

If there are any other comments that you would like to make in support of your application, please 
type them in the text box below. 

Use this question to provide any additional information that you think might be of value in supporting 
your case. There is no need to repeat information that you have already provided. Equally, do not feel 
obliged to add anything if you are happy with the case already made in the application. 

5. Declaration 

The Community Connections Fund needs to be satisfied that you are acting with the knowledge and 
authorisation of your organisation or group in making this application.  

The Fund also needs to be assured that you and your group or organisation have considered and are 
willing to accept the terms and conditions that apply. 

Finally, the Fund needs to make clear that you may be asked for further information, if necessary. 

This section should therefore give the name and position (e.g. chairperson, secretary, committee 
member) of two people who are confirming the above facts. 

Read over your Application Form, check your facts, and if all is well Save the Word file and then email 
it as an attachment to the Fund’s email account, to reach us by the closing date for receipt of 
applications. 

community.connections.fund@gmail.com 
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