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Introduction
The City of Greater Geelong has prepared this template to help community organisations plan a project and get ready to apply for grants. You can use it to describe your project, explain why it is needed, show who will benefit, outline how you will deliver it, and work out what it will cost.
This template can help you plan your project and prepare a clearer grant application. You can change it to suit your group and the grant you are applying for.
Using this template
This template is a guide only. It does not guarantee funding and it does not replace a grant application. Each grant has different rules, so make sure you read the funding guidelines carefully and ask questions if anything is unclear.
Project
	Project Name
	

	Project Plan prepared by
	

	Date prepared
	



1. About your project
	Section
	Response

	Project summary
What do you want to do?
	

	Why this project is needed (issue or need)
What need or problem are you responding to?
How do you know this project is needed?
What information, feedback or evidence can you share?
	

	What you want to achieve (objectives)
Who will benefit from the project?
What change do you hope to see?
What is the main thing you want to achieve?
	

	Who will run the project (project management)
Who will lead the project?
What experience, skills or local knowledge do they bring?
How will the project be organised?
	

	Who is involved (stakeholders)
Who will help deliver the project?
Who should know about the project?
How will you make sure they know about the project?
	

	What you need (resources)
What people, money, equipment or spaces will you need?
What do you already have?
What do you still need to find or pay for?
e.g. volunteers, a venue, equipment or funding
	

	How will you know the project is successful?
What are the indicators of success?
How will you track them?
	

	What reporting will be required?
When will reports be required?
What information will you need?
Who will collect the information?
Where will the information be stored?
	



2. What you need to do (project plan)
	WHAT TASKS DO YOU NEED TO DO?
	WHEN DO THEY NEED TO BE COMPLETED?

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


3. Risks and how you will manage them (risk management)
	WHAT COULD GO WRONG?
	WHAT WILL YOU DO TO REDUCE THE RISK?

	
	

	
	

	
	

	
	

	
	

	
	

	
	



4. Budget 
Use this budget to show all the money coming into your project and all the costs going out. This helps funders understand the full cost of your project and how much grant funding you need.
Include GST in all amounts unless the funding guidelines say otherwise. Show the total amount you expect to pay or receive.
If you are not sure about GST, complete your budget first and then check the funding guidelines or speak with your treasurer, accountant or bookkeeper.
Always check the funder’s instructions before you submit your application, as different funders may ask for budgets in different ways.
	INCOME
	AMOUNT $

	Example income — change to suit your project
	

	Money raised by your group (for example, a raffle or fundraising event)
	

	Money from ticket sales, registration fees, food sales or merchandise
	

	Sponsorships and donations
	

	Cash contribution from your group
	

	Value of donated goods or services (in-kind support, such as free venue hire or donated materials)
	

	TOTAL INCOME
	



	EXPENSES
	AMOUNT $

	Example expenses — change to suit your project
	

	Venue and equipment hire
	

	Catering
	

	Promotion, design and printing
	

	Facilitator, performer or guest speaker fees
	

	Value of donated goods or services (in-kind support, such as free venue hire or donated materials)
	

	TOTAL EXPENSES
	



	[bookmark: _Hlk198722271]GRANT AMOUNT REQUESTED
	$

	Total income
	

	Total expenses
	

	Grant amount requested = total project cost minus your other income
	


5. Budget Example
	Income
	Amount $

	Participant fees (20 people x $5 each)
	100

	Cash contribution from your group
	500

	Donation or sponsorship from a local business
	100

	Donated materials from a local business (in-kind support)
	300

	Volunteer time donated to the project (must also be included as an expense)
	1,000

	Total Income
	2,000



	Expenses
	Amount $

	Venue hire (2 sessions x $100 each)
	200

	Facilitator fees (2 sessions x $350 each)
	700

	Catering (2 sessions x 10 people x $15 each)
	300

	Flyers and posters
	500

	Donated materials from a local business (in-kind support)
	300

	Volunteer time donated to the project (must also be included as income)
	1,000

	Total Expenses
	3,000



	GRANT AMOUNT REQUESTED
	$

	Total income
	2,000

	Total expenses
	3,000

	Grant amount requested = total project cost minus your other income
In this example, the grant amount requested is $1,000.
	1,000
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