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Introduction
The City of Greater Geelong has prepared this template to help community organisations get ready for grant applications—either to us or to other funders. It is a tool to help you explain your project clearly: what you want to do, why it matters, how you will do it, and what it will cost.
Using this template can make your application stronger and help your project run smoothly. You can change the template to suit your group or the funding rules.
Using this template
This template is a guide only. It does not guarantee funding or take the place of a real application. Every grant has different rules. Please read the funder’s guidelines and ask for help if you need it.
Project
	Project Name
	

	Project Plan prepared by
	

	Date prepared
	


1. Project OVerview
	Section
	RESPONSE

	Project Purpose
What will you do?
Why are you doing it?
	e.g. The purpose of this project is to host an 8-week story-time program for children under 3 to improve children’s literacy and foster social connection.

	Background/Issues
Why do you need to do the project?
What is the problem you are trying to solve?
How do you know that this is a problem?
What evidence can you provide to support the need for the project?
	

	Project Objectives
What will the project do to solve the problem? 
Which groups of people in the community will benefit from the project?
What is the project going to achieve (outcomes)?
	

	Project Management
Who will manage the project?
What experience do they have?
How will it be managed?
	

	Key stakeholders
Who will be involved with the project?
Who needs to know about the project? 
	

	Resources
What things do you need to do the project?
Do you have these? If not, where will you get them from?
Do you need to hire a venue, furniture or equipment?
e.g. grant funding, volunteers
	

	Evaluation
How will you know if your project has been successful?
What evidence will you collect to show you have been successful?
What will people learn or feel after doing the project?
	



2. Key Tasks
	What key tasks do you need to do for the project?
	When does the task need to be done?

	e.g. Promote the event through social media, community newsletters and community radio.
	e.g. March 2026

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


3. Risk Identification and Management
	What could go wrong?
	What could you do to prevent this happening?

	e.g. Low community participation in the activity
	e.g. Reach out to local playgroups to promote the activity.

	
	

	
	

	
	

	
	

	
	

	
	



4. Budget 
Use this budget template to show the costs and income for your activity. This helps funders understand how much your activity will cost and how grant funding will be used.
Please include GST in all figures, both in costs and income. This means you should show the total amount that will be paid or received, including GST.
We understand GST can be confusing. Our suggestion is to prepare your draft budget using GST- inclusive figures first, then read the funding guidelines or talk to your Treasurer, accountant, or bookkeeper to make sure your figures are correct.
Before completing your grant application, make sure you read the instructions provided by the funding body. Different funders may have different requirements for how to present your figures.

	Income Type
	Column a Amount $

	E.G. INCOME. cHANGE to suit your activity
	

	Fundraising (e.g. raffle, silent auction)
	

	Sales – tickets, registration fees, food, merchandise
	

	Sponsorships and donations
	

	Your group cash contribution
	

	In-kind value of donated goods or services. 
	

	Total Income
	



	Expenditure Type
	column B Amount $

	E.G. EXPENSES. cHANGE to suit your activity
	

	Venue and equipment hire
	

	Catering
	

	Marketing and signage
	

	Performers / facilitators / guest speaker fees
	

	In-kind value of donated goods or services 
	

	Total Expenses
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	$

	Total Income – Enter amount from Column A
	

	Total expenses – Enter amount from Column B
	

	Income less expenses = Grant Funding required to do the project. 
	


Budget Example
	Income Type
	Column A Amount $

	Participant Fees (20 people x $5.50 each)
	100

	Cash contribution by our group
	500

	Sponsorship
	100

	In-kind donation of materials from local newsagent
	300

	In-kind volunteer time at events (10 hrs @ $50 must also include as expense)
	1,000

	Total Income
	2,000



	Expenditure Type
	Column B Amount $

	Venue Hire (2 sessions x $100 per session)
	200

	Facilitator (2 sessions x $350 per session)
	700

	Catering (2 session x 10 people per session x $15 per person)
	300

	Design and Printing (100 flyers)
	500

	In-kind donation of materials from local newsagent
	300

	In-kind volunteer time at events (10 hrs @ $50 must also include as income)
	1,000

	Total Expenses
	3,000



	Grant funding request
	$

	Total Income – amount from Column A
	2,000

	Total expenses – amount from Column B
	3000

	Income less expenses = grant funding required to do project.
We will apply for $1,000 in grant funding.
	1,000
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