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Safe and sustainable transport 

community programme
Project description template
ALL grant applicants should complete this template 

· Fill in the two-page application form by hand, and attach it to this document. 

· Check the application guide for instructions on how to use this template.

PLEASE DO NOT print this document, then hand-write answers onto it. 

If you are not able to use this electronic version, then attach your own project description using the same headings. 

	Please tick one focus area that best fits your project:

	 FORMCHECKBOX 

Alcohol

 FORMCHECKBOX 

Cycling safety and/or skills training

 FORMCHECKBOX 

Intersection safety

 FORMCHECKBOX 

Motorcycles and mopeds safety and/or skills training 


	 FORMCHECKBOX 

Pedestrian safety and walking promotion

 FORMCHECKBOX 

Safety belts 

 FORMCHECKBOX 

Speed 
 FORMCHECKBOX 
   Young drivers

 FORMCHECKBOX 
   Travel planning 


1. Organisation background

Give a brief description of your organisation: 

- How long have you been in existence? 

- What are your aims? What is the core service you provide? 

- Approximately how many people use your service (each week/month/year)? 

- How many paid staff and volunteers are there? 

- Does your group have a particular ethnic or geographical focus?

[Click and type here]
2. Project description and outcomes

Project outline:

- How has the need for this project been identified?

- Include a timeline, where the project is taking place and who will be involved.

- Does the project focus on a particular group of people (eg age group, ethnicity)?

- Give likely numbers of people involved – as participants, audience etc.  

- If the project has a regional focus, state what percentage of people involved will be from the Wellington ratepaying area.

Outcomes:

- What are the aims of the project and how will these aims be achieved? How will you know whether the project has been successful?

- What are the specific benefits to be achieved for Wellington residents? 

- Please give specific targets or milestones for the project (eg numbers of people involved, positive evaluation results).

[Click and type here]
3. Community support

What other community groups do you work with and how? (If you have not received any Council grants in the past three years, provide at least one letter of support from an established organisation.) 
[Click and type here]
4. Marketing

How will you market your project? What steps have you taken, or will you take, to reach your target audience / client base?

[Click and type here]
5. Finances: 

Insert the budget for your project here, or attach it as a separate document.

- Show all income and expenses relating to the project, including other grants that have been applied for.

- Specify whether costs include or exclude GST (if you are GST-registered, the amount of funding you request should exclude GST).

- list any in-kind support separately (eg volunteer hours).

[Click and type here]
How are your services normally funded (eg user fees, member subscriptions, central government, grants and sponsorship)? 

List your top three sources of income over the past year. If you receive central government funding towards this project, please explain what this funding covers.

[Click and type here]
List all grants received by your organisation in the past two years from the Council, or note where these are listed in your accounts.

[Click and type here]
Financial summary from latest annual accounts: (copy attached)
Summary for financial year ending:        
or period from        to      


Income:


$
Expenditure: 


$     
Surplus (deficit): 

$     
Current funds in hand: 
$      at      
Indicate if any of the funds in hand are tagged for specific purposes:

     
Do you anticipate any significant change in your organisation’s financial circumstances in the next 12 months? 


 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
  No

If yes, please explain:

     
6. Managing risks:

Health and safety – List here any hazards associated with your project that might pose a risk to any staff, volunteers or members of the public (eg pedestrian or vehicle accident) and how you plan to remove or minimise that risk. 

Project risks – What might impact on the effectiveness of your project (eg poor weather for outdoor events, loss of staff or volunteers, financial problems). Please list any risks you have identified, followed by the actions you plan to take to overcome them.

[Click and type here]
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