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Application form for VITAL SPARK AWARDS
2009/10
	The Vital Spark Awards are a Creative Scotland Innovation fund initiative, administered by the Scottish Arts Council.  

Before completing this form, please carefully read our Vital Spark Awards Guidelines available on our website www.scottisharts.org.uk/1/funding/vitalspark.aspx
Before submitting your application, please ensure that you have:

· answered all the questions
enclosed all of the required supporting material 

· signed the form at Section 8
Please send your completed application by email to: vital-sparks@scottisharts.org.uk and send your signed statement page and any supporting material to:

Creative Scotland Vital Spark Awards

Scottish Arts Council

Grants Department

12 Manor Place

Edinburgh  EH3 7DD
If you prefer to submit your application in hard copy, it should also be sent to this address

All applications must be received by 5.00pm on Monday 30 November 2009.  Your signed statement page and supporting material must be received by 5.00 pm on Friday 4 December 2009
· This publication is available in large print.  

· If you need assistance with making your application for reasons of disability, please contact the Help Desk for advice
Remember to keep a copy of your application and all supporting documents for your own records.



The information we request, and the order in which we ask for it is compatible with the computer systems we use for dealing with your application. Please help us to deal with your application as quickly as possible by following the guidance below. All information is treated as confidential.

Please type your application if possible. If you hand write it, please do so using BLACK INK and BLOCK CAPITALS throughout. You may reproduce the questions, with answers, on your own word-processing system if you prefer.  However, you must type the questions above your answers and use the same numbers as on the application form.

If you have any specific queries regarding the application process, please contact the Grants Department.  For general enquiries, or if you would like to discuss your project, please contact the Help Desk, which can direct you to a relevant specialist.

Important points to note:

· your application must arrive no later than 5pm on 30 November 2009.  We are happy to receive applications up to four weeks before the deadline, but cannot accept late applications

· please note that we cannot accept applications that arrive late as a result of postal delays, including applications that are not delivered because of underpaid postage

· if you do not give us all the information we ask for, including all the required supporting material, we will not be able to process your application and we will reject it.  We will not normally contact you to ask for missing information or documents, and we will not accept an amended application after the deadline date has passed

· If sending your application in hard copy, please make sure that you address it to the Grants department as addressing it to any other department will delay it

· please do not fax your application, as we cannot accept it in this form

· please present your application in the simplest format possible (stapled or clipped), to make photocopying easier

· please make sure that you keep copies of the application form and all supporting documents for your own files as we will not be able to give you copies of material you send us

· if you deliberately give any false or misleading information, we will withdraw your application or, if we have already awarded a grant, ask you to pay back any money we have given you.  This may also affect any future applications you may make.

SECTION 1:  ABOUT YOU 
1 a. Full name of Lead Applicant (the person or organisation to whom any grant would be paid - this may be either one of the collaborators or the delivery partner, where the project will be managed through an arts organisation or creative enterprise)
b. Full names of all collaborators on this project 

2 Please tell us how to contact you:

Address:

(Including flat number if applicable) 
Town:





Postcode:

Daytime telephone:



Fax:

E-mail:





Website:

3 If the lead applicant is an organisation, please tell us the name and job title of the contact person for this application

4 Please give details of any special communication needs you may have (for example, minicom or large print):

5 If you are an individual, how long have you lived in Scotland?
6 If you are an organisation please tell us what type of organisation you are:

	Unincorporated club or association
	

	Company limited by guarantee
	

	Company limited by shares
	

	Recognised charity
	

	Trust
	

	Other public body
	

	Other (please specify):
	


7 Where are your collaborators based?

8 Where will the project take place?

9 Please give us a brief summary of your project in no more than 25 words.  We will use this wording in reports and as the basis for media releases
10 Please tell us when your proposed project will take place:

The project start date should be the date that you start work on the project and should not be before April 2010.     
Expected start date:



Expected completion date:

(day/month/year)




(day/month/year)

11 Please provide a summary of your project budget below (you will be asked to provide more detailed information at questions 17 and 18)
 
Please note:  we will only fund a maximum of 90% of the total cost of the project. 
Vital Spark funding requested



£

Other public funding requested



£

Other private funding requested



£

Sponsorship/ donations




£

Earned income/ own contribution


£

Total cost of project 




£
Section 2: ABOUT YOUR WORK
12 Please provide a statement from each of the collaborators, highlighting the major achievements in their work individually or collectively if you have previously collaborated. (maximum 200 words per collaborator)
13 Please tell us how you envisage the project will enable each of the collaborators to extend their creative practice? (maximum 200 words)
SECTION 3: ABOUT THE PROJECT 
14 Please tell us about your project in more detail, for example:

· what is the vision driving the project? 

· what are the aims and what research will be undertaken to develop this?  

· how does this project relate to the previous work of all the collaborators involved? (maximum 800 words)
15 Please give us details of the key dates and milestones in your project (maximum 500 words)
16 Please tell us how the public will have access to the new work created through this project (maximum 600 words)
SECTION 4:  YOUR PROJECT BUDGET 
17 Expenditure

Please tell us how much money you need for your project and give us a breakdown of what the money is for (using the template below or on a separate sheet).  Please include a full breakdown of costs and an explanation of how you have worked these out.  
	EXPENDITURE 
· This should include ALL of the costs of project, not just the amount of money you are asking us for

· Please remember to include any in-kind cost
· VAT should be included where it is paid but cannot be reclaimed

	Item
	Amount



	
	Cash £
	In Kind £

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	Total cash

£
	Total in kind £

	TOTAL PROJECT COST (cash + in kind)
	£


18 Please tell us what income you have for this project.  Please remember that we will only fund a maximum of 90% of the total cost of the project.
	Please state the name of each different source of income under the relevant headings
	Amount 

in cash £
	Value of 

In kind support £
	Please mark here to tell us if your partnership funding is:

	
	
	
	confirmed


	applied for but no decision yet
	not yet applied for

	From Local authorities:

	
	
	
	
	
	

	Other public funding: (eg from local enterprise companies, government agencies)

	
	
	
	
	
	

	Trusts/foundations:

	
	
	
	
	
	

	Sponsorship/donations:

	
	
	
	
	
	

	Other: (note: you cannot use other Scottish Arts Council or Lottery Awards for All grants as partnership funding

	
	
	
	
	
	

	Your own contribution:

	
	
	
	
	
	

	Earned income: (please give more detail on a separate sheet if necessary)

	Ticket sales (please give a breakdown per event)
	
	

	Programmes/ other trading
	
	

	Other (please specify)
	
	


	Total income (excluding request to us)
	£

	Total project cost (this should be the same figure as the total cost of the project given in Question 17)   
	£

	Amount requested from us (this should be the difference between the total income and the total cost of the project)
	£

	What percentage is this of the total project cost?
	%


19 Please tell us how you have calculated the value of any in-kind contributions – for example, voluntary labour, donated goods and services.  
20 If your project is dependent on raising funding from sources in addition to the Vital Sparks award, please tell us how you plan to raise this money and what you will do if you do not raise as much as planned.
SECTION 5:  MONITORING
To help us monitor the type of applications we receive and the grants we give, we need to collect information which does not directly relate to our assessment of your application.

Please mark only if your project is directed at or of particular relevance to* any of these groups.
	Women
	
	
	
	

	Disabled People 
	
	
	
	


Members of minority ethnic communities
	Indian
	
	
	
	

	Pakistani
	
	
	
	

	Bangladeshi
	
	
	
	

	Any other Asian (please state)
	
	
	
	

	Caribbean
	
	
	
	

	African
	
	
	
	

	Any other black (please state)
	
	
	
	

	Chinese
	
	
	
	

	Any other ethnic group (please state)
	
	
	
	


* The term ‘directed at or of particular relevance to’ is defined as those projects whose anticipated 
beneficiaries are entirely or significantly from any of these groups and/or whose management 
committees comprise any of these groups. 
SECTION 6:  SUPPORTING DOCUMENTS AND MATERIALS CHECKLIST

Please mark the relevant boxes below to show that you have enclosed all the necessary documents.  
Please clearly label what each document is and include the name of your organisation where applicable and the date.  Please do not send original documents as we cannot return them .
Part A: Information relating to you and your collaborators 

	The following documentation must be provided for all applications
	X

	CVs of all the collaborators involved in the project
	


This can either be provided by giving us a web link where the supporting material can be accessed or it can be submitted on CD or DVD.  Please use the attached sheet to give us details of the material that you are submitting

	
	


Part B: Information relating to this project
	The following documentation must be provided for all applications, where applicable
	X

	If the project involves working with children and young people, a copy of your policy on working with children and young people 
	

	A detailed budget (if you have not used the tables in Section 4 and/or you want to provide more information) unless we specifically say that you do not need to provide this
	


Part C: If you are proposing to work with an organisation as the delivery partner, and this application is being made in their name
	The following documentation must be provided for all applications, where applicable
	X

	1. A copy of your constitution, Memorandum and Articles of Association or other governing articles as appropriate.  All documents must carry the appropriate signatures and dates – drafts or templates will not be accepted.  

The following types of organisations do not have to provide this material

· organisations which currently receive Foundation or Flexible funding from the Scottish Arts Council
· organisations that are not based in the UK

· organisations who have previously sent a constitution to the Scottish Arts Council, unless there have been significant changes to it since the last time you provided this


	

	2. A copy of your most recent audited or certified accounts or other evidence of financial status (for example if your organisation is recently established and you do not yet have accounts, you may submit a copy of your most recent bank statement).  If you apply to us for funding more than once, you must provide this information with each application

The following types of organisations do not have to provide this material

· organisations which currently receive Foundation or Flexible funding from the Scottish Arts Council  


	

	3. A copy of your equal opportunities policy.  if you do not have an equal opportunities policy, please provide a statement which describes your commitment to equal opportunities 

· organisations which currently receive Foundation or Flexible funding from the Scottish Arts Council
· organisations that are not based in the UK

· organisations who have previously sent an Equal Opportunities policy to the Scottish Arts Council, unless there have been significant changes to it since the last time you provided this
	


SECTION 7:  DATA PROTECTION AND FREEDOM OF INFORMATION
The Vital Spark Awards are being administered by the Scottish Arts Council on behalf of Creative Scotland, therefore the application process will be subject to the Scottish Arts Council’s normal business practices.

Publicity

You will find full listings of all the grants the Scottish Arts Council awards on our website at www.scottisharts.org.uk/1/funding/pastgrantsawarded.aspx
Openness and accountability

For the purposes of the Freedom of Information (Scotland) Act 2002 (FOISA) the Scottish Arts Council, acting on behalf of Creative Scotland, is a Scottish public authority and any information we hold (which could include your application) could be seen by anyone making a request under the Freedom of Information Act.  
 

We will hold information you supply in manual files.  We will then summarise it and transfer the details to a computer-based grants management system.  We are likely to hold reports from the information you supply within your application and from comments made on your application by external assessors and staff members are likely to be held on both manual and computer-based systems.  We will make the information you supply available to those assessing any other grant applications you make.
Occasionally, we will use the information contained in your application for the purposes of research and evaluation, and this may be done by people who are not staff of Creative Scotland or the Scottish Arts Council.

Sometimes we may hold meetings to consider large scale grant applications where members of the public and media might be present.  We could discuss your application, supporting material and reports written by our officers and independent assessors could be discussed at this open meeting.

 

By submitting your application you waive any right to raise any type of legal proceedings against Creative Scotland or the Scottish Arts Council as a result of us releasing the contents of your application in response to an information request made under FOISA.
Information that we may release
If your application is successful we will release the following information from your funding application if we receive a FOI request:

 

· your name

· the amount of funding requested 

· your 25 word project description 

 

If more detailed information is requested, we will consider this request under FOISA and follow the Act’s exemptions and the public interest test appropriately.

 

If we need to release more detail from your funding application we will contact you and let you know about this, although this may not always be possible.  We will only release information on applications that are successful.  We do not release information on unsuccessful applications 

 

For more information on the FOISA please see the Scottish Information Commissioners website at www.itspublicknowledge.co.uk or read the FOISA guidance on our website at www.scottisharts.org.uk/1/information/freedomofinformation.aspx.

.

Data protection

On behalf of Creative Scotland, the Scottish Arts Council will use data held on our grants management system for the following purposes 

· to report statistics 

· to assess applications 

· for accounting purposes 

· for contacting you

The details of your application may become public information (see Openness and Accountability above).  However, your personal details will be held within our grants management system and our paper files, and only our staff, appointed auditors and individuals or organisations who may help us assess or monitor grants will have access to them.

 

You have a right under the Data Protection Act 1998 to see the information we hold on you.  You can do so by completing a Subject Access Request form available on our website at www.scottisharts.org.uk/1/information/dataprotection.aspx.  By signing your application form you are agreeing that we can use your information as shown above.  For more information on the Data Protection Act 1998 see www.informationcommissioner.gov.uk
 

We view your signature on your application form as acceptance of the use of your data as outlined above.
Please note that if you deliberately give any false or misleading information, we will withdraw your application or, if a grant has already been awarded, ask you to pay back any money we have given you.  This will also have implications for any future applications you may submit. 

SECTION 8:  YOUR STATEMENT AND SIGNATURE

Applicants must sign this statement.  This must be signed and dated by the person named in Question 1.   We can only process your application if:
· you complete all relevant questions on this form

· you enclose all essential supporting material
· the form is signed 

	Your statement:
	X

	· I confirm that I have read and understood the guidelines to accompany this form  
	

	· I confirm that I have completed all the relevant questions on this form
	

	· I confirm that I have enclosed all essential supporting material as detailed in the accompanying guidelines
	

	· I confirm that all the information in this application, and any documents provided to support it, is true and correct
	

	· I confirm that I will tell you immediately if anything changes which could affect this application in any way
	

	· I confirm that I am happy for you to provide copies of this form to any person or organisation you need to consult about this application
	

	· I note that any grant awarded will be subject to standard and specific conditions 
	

	· I confirm that I have the power to accept the grant under any conditions you set and to repay the grant if I do not meet them.  (Scottish Arts Council Conditions of Grant – National Lottery non-Capital Funds are available from the Help Desk on request.)
	


All collaborators must sign this form.  If you are working with a delivery partner, they must also sign the form

Collaborators (if there are more than two collaborators, their signature/s may be provided on an additional sheet):

	Name (printed)
	
	Signature
	

	Date
	
	
	


	Name (printed)
	
	Signature
	

	Date
	
	
	


Delivery partner:

	Name (printed)
	
	Signature
	

	Date
	
	Job Title
	


SECTION 9:  YOUR FEEDBACK 

1. Please help us to make our application process as clear and simple as possible.  We would be grateful if you could complete the table below.

	How clear did you find our application pack?
(please mark X)
	Very clear
	
	Reasonably clear
	
	Not at all clear
	

	Did you feel the amount and type of information requested of you was:
(please mark X)
	About right
	
	Too little
	
	Too much
	

	If you found any of the questions unclear, please tell us which ones.



	Please tell us where you first found out about funding from the Scottish Arts Council (please mark X)

	Scottish Arts Council:

· leaflet/published source    

· roadshow/public meeting

· funding pack 
· information bulletin
· website

· Help Desk/other member of Scottish Arts Council staff    

	Other:

· newspaper/magazine(advertising)
· published source

· word of mouth

· other (please specify):



	Other comments:




2. Online applications 

In addition, we are working to provide the facility for grant applications to be made online, and would welcome your views on this.
If an online application facility was available, how likely are you to use this? (please mark X)
	Definitely 
	
	Probably 
	
	Possibly 
	
	Not at all 
	


Any further comments
	


Thank you for taking the time to complete this section.  

	For office use only:

Individuals
Reference number: 




SUPPORTING MATERIAL
If submitting images or video material on CD or DVD, please complete the table below to give details about the material that you are submitting.  Please provide the name of the image/video and file type as it appears on the CD or DVD, the title of the work, the medium and year it was made Details of the formats we can accept are provided overleaf.   
	Name of artist
	Name of image on disc (e.g. xxx.jpg)
	Title of Work

(and brief description of content/context where appropriate)
	Location

(if site specific or on display)
	Medium
	Dimensions
	Year

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


f you would like us to view your work online, please provide weblink/s here:
	


If you are submitting any other type of material, e.g., audio or published work, please provide details here

	


If submitting images or video material on CD or DVD, we can accept the following formats.
CD-ROM: 

· a maximum of 10 still images in JPEG format or moving images viewable through Window Media Player, Quick Time Player or Real Player  

· submitted images should be a minimum resolution of 640 pixels by 480 pixels (0.3 megapixels)

· the maximum size we can accept is 5MBs

· all media must be clearly labelled, detailing the work it contains

· if your work is created using a Mac, please avoid filenames which include non-alpha or numeric characters (e.g. % / ~ #) as these can often be incompatible with the PCs that we use

DVD or VHS:  

· the format must be suitable for viewing through Windows Media Player, Quick Time Player or Real Player

· it must be a maximum of 5 minutes’ duration

· artists working in time-based forms may submit one video tape or DVD.  Where appropriate, this should include edited pieces from several works with titles

· all media must be clearly labelled detailing the work it contains and the full duration of the pieces, and cued for viewing
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