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MAKING APPLICATIONS AND PROPOSALS FACTSHEET
To initiate projects and respond to opportunities for work and funding, you are likely to have to make many applications and proposals over the lifespan of your creative business. This factsheet aims to introduce individuals to the process and offers tips on getting your application considered. If you are applying for funding then you might find our ‘Funding and Finance Factsheet’ useful.

Why Are You Making a Proposal?
Applications are time consuming and the rejection rate is high, (e.g. design businesses that pitch for work have an average success rate of between 33% to 66%), so make sure a proposal is really worth your time and effort before starting. Be clear about what you want to do, then find the funder or partner that fits those objectives. Are you looking for support to: 

· develop an idea (e.g. research and development resources, travel grant, creative collaborators)

· make it happen (support team, skills, equipment, materials, production resources)

· present to an audience (support for marketing, exhibiting, performing, touring, publishing)

You may be able to get support for one part or all of the above stages with one proposal or you may need to present different proposals for different aspects to a range of supporters. Whatever type of pitch you are making, it can be useful to let them see how their involvement is part of a bigger picture. 

It is also useful to consider how a successful application will impact on your practice. Not many people will support you to stand still but will want to see their intervention make a difference. Ask yourself:

· How does the award / proposal fit with your overall development?

· How will this further your creative development?

· What new challenges would this project pose for you?

· How does it stretch you creatively? “This will allow me to...”

However, in some instances e.g. commissions, tours and workshops, selection can be based on track record with the expectation of replicating existing work. In that case you will need to check how that affects your progress and how long you are happy for that style of work to represent you.

Initial Research
You’ll need to do a fair amount of research to find the most appropriate supporter for your proposal or to check that your work suits a particular call for applications. The more you know, the more you can check your proposal fits. 

Proposals can be dismissed immediately if they do not meet the eligibility criteria or fit within an organisation’s remit. (Of 1024 applications made to Scottish Arts Council’s Music and Visual Arts Schemes in 2005, over 4% had to be rejected because they were ineligible).

· Is it an appropriate scheme / partner / client?

· Consider the kind of audience the funder / partner works with and the context they operate in. 

· How does your work relate to that audience and context?

· Check their timetable – how far in advance do they programme, how frequently do they accept applications, how quickly do they make decisions?

· Do they accept unsolicited proposals?

You will increase your chances of success if you show an interest in who you are approaching and build a relationship to work towards a collaborative project. If you demonstrate awareness and commitment to their work they will be more inclined to show an interest in yours.

Remember every funder has an agenda, and partners / clients may have objectives and constraints. Make life easier for the person receiving the proposal. Step into their shoes – what are they looking for? How will they view your application? What needs are they trying to meet?

What to Include
If you respond to an invitation to tender or call for applications you may be given a template and guidelines to work to. The following tips can be used to back up those guidelines or where you have little or no guidance to go on. You may believe it’s a good idea, but you need to prove it:

· identify the resources and support you already have to help make it happen

· demonstrate your skills, competence, and commitment

· gather materials that demonstrate your experience, support your proposal and illustrate your idea

· don’t be afraid to state the obvious

· use simple language, don’t over-complicate

· be clear and concise

· don’t waffle – be succinct

· make a specific proposal not a generic one

· don’t spread yourself too thinly / over too many products / markets

· be focused and keep some ideas for later projects / developments

When laying out your proposal it can be useful to collate your evidence and arguments under the following headings: 

· What you will be doing – an explanation which includes why you want to be doing it which can be used as an introduction or cover letter. You should also have a distilled version which forms a 25-word statement.

· Where you are now – evidence of your skills, commitment and suitability for the proposal. This might be backed up with examples of your current practice, your CV and biography.

· How you will get there – your plan and proposal details in 1 page. This might be supplemented with a longer business plan and / or marketing plan along with samples of your idea.

· Resources you will need – the people, skills, equipment, space, materials required to implement your proposal. This is usually presented in the form of a budget and/or cashflow. You might list any resources you have secured as “in kind” support and include relevant CVs and biographies. 

· How long it will take – deadlines and milestones that will keep you on target.

Most proposal processes will require all or some of the above information either as part of the initial application or as a follow up if you are successful past the first round of selection.

Be creative in the narrative and presentation – use text well – consider bold / caps / colour. It is advisable to:

· avoid writing by hand

· check spellings and grammar

· keep to a format that can be copied easily if your application or proposal needs to be circulated, e.g. binding hinders photocopying, numbering pages can be helpful

View the application as a mini-advertisement. Will the lay person understand it? Even if the proposal is initially viewed by a panel of experts they may have to convince others before they can approve it.

Final Checklists
The following pointers and thoughts have been collated from funders, applicants and Cultural Enterprise Office staff including notes from presentations given at previous Cultural Enterprise Office events. 

Read the criteria and follow the guidelines – they are there to make it easy for the panel and their administration (so don’t complicate it) and to make sure everyone is judged at the same level.

Give yourself plenty of time to read the guidelines carefully and to go through the application form, and to contact the funding administrator with any queries, well in advance. (Last minute phone calls can be problematic if the query needs to be passed on and the relevant person is out of the office on business or on leave.)
Check that:

· You have the latest version of the guidelines and application form – criteria can be reviewed by some funders up to twice a year.

· You have read and understood the eligibility criteria – if you have any doubts, contact the funding administrator.

· Your proposal is suitable for the fund you wish to apply to. 

· Your project start date will not begin until after the deadline date for decision-making. The project start date should, ideally, allow time for you to receive a formal offer letter and comply with any special conditions of award. 

· Your project timescale is relevant to the fund you are applying to – e.g. will be completed within a year and allows time for reporting on the project outcomes.
· You have answered all the questions. 

· Your budget is correct – applications with errors in budget calculations will be rejected. Ensure that all in-kind contributions are listed under both income and expenditure, and have been added to the respective totals. 

· Your request is in line with the minimum / maximum limits you can apply for through a particular fund. 

· You have the appropriate level of partnership funding, if required, and that it is eligible to match the fund you are applying to.

· You have supplied all the required enclosures. 

· You have signed the application form (some people forget to do this!) 

· That the application will arrive by the deadline date – late applications will not be accepted. 

· That the application is sent directly to correct person e.g. the award administrator. If it is addressed to any other department it is likely to cause delays.

Even if the proposal is a good one, applicants will still be rejected if:

· They fail any or all of the eligibility criteria. 

· The proposal is not relevant to the aims of the fund applied to. 

· The application is incomplete, i.e. the required information and enclosures have not been provided. 

· The application arrives after the deadline.

Get someone else to read through your application. This could be someone outside your work area as they will be able to review grammar and spelling, pinpoint areas that need further explanation.

Follow up once an application has been sent to ensure it has been received and seen.

Remember, even if your proposal is rejected, everyone on the panel has seen it and been introduced to it.

Further Reading

Cultural Enterprise Office hosts the following factsheets giving further information relating to making applications and proposals: 

· Budgets Factsheet

· Costing and Pricing Work Factsheet

· Defining Your Work Worksheet

· Documenting and Presenting Your Work, Joanna Kinnersly-Taylor
· Funding and Financing Factsheet

· Funding Sources – General Business, General Creative, Literature, Music , Performance, Screen & Digital Media, Visual Arts 
· www.culturalenterpriseoffice.co.uk (click ‘Information’ > ‘Search All’ > ‘Factsheets’)
Disclaimer: Cultural Enterprise Office is not responsible for any advice or information provided by any external organisation referenced in this document.
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