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Application Form for Flexible Funding 2011-2013 – Part 1
This fund will provide two year funding to assist in the development and advancement of the arts in Scotland. Information about the purpose of this fund, together with guidance on how to complete the form can be found in the attached information and guidelines.

This application pack is in two parts and you must complete and submit both parts.  Part 1 is in Microsoft Word format and is for the narrative information in your application.   Part 2 is in Microsoft Excel format and is for gathering numerical information in a way which will enable us to collate and use your data effectively.  If you have any difficulty in using these formats please let us know as soon as possible so that we can provide an alternative.

Your completed application form, business plan and supporting documents must be sent by e-mail to FXO@scottisharts.org.uk to arrive no later than 5.00pm on Friday 5 March 2010.  

If you prefer to make your submission in hard copy, please send your application form, business plan and all other supporting documents to the Grants Department at the address below to arrive no later than 5pm on Friday 5 March 2010.
Your application must be signed by both your chief executive and chair of the board of directors (or equivalent).  If you are submitting your application in hard copy, the relevant signatures should be included.  If you submit your application by e-mail, we will require a signed hard copy of the signature page of the application form (Section 5).  This should be sent to the Grants Department at the address below by 5pm on Friday 12 March 2010.  If we do not receive your signature page by this date we will be unable to proceed with your application.  
Scottish Arts Council

Grants Department

12 Manor Place 

Edinburgh 

EH3 7DD

Help Desk telephone: 0845 603 6000 (local rate)
Typetalk: please prefix number with 18001
Fax: 0131 225 9833
E-mail: help.desk@scottisharts.org.uk
Website: www.scottisharts.org.uk
Section 1: About you
If you have any accessibility requirements in relation to our communications with you, for example Typetalk or large print, please give details here.

	


1 Nature of applicant organisation

Organisations applying for Flexible funding are asked to indicate which of the following best reflects the nature of their core business. Please mark one box:
	An organisation that is directly involved in creating/supporting the production and/or public presentation of the work of artists and creative practitioners

	

	An organisation that offers a range of services, support and advice to other arts and creative organisations, enabling these to best deliver and develop their programming and business objectives

	


2 What is the primary focus of your activity? Please mark one box
	Crafts
	
	Literature
	

	Dance
	
	Music
	

	Drama
	
	Visual Arts
	

	Cross Artform
	
	
	

	Other: please describe
	


3 What is the name of your organisation? 

4 What is the full legal name of your organisation? 

ie the organisation name to which payment would be made, if that is different from above
5 What is the address of the head office of your organisation?

Address: 

Town: 

Postcode: 

Daytime telephone: 

Fax: 

E-mail: 

Website: 

6 If the address of your head office has changed since your last application, please give details of the last address from which you applied. This will enable us to ensure that our records are correctly updated.

7 What is the name and position of the contact person within your organisation who will deal with this application and all correspondence relating to it? This person must be authorised to answer all queries and to sign all paperwork relating to this application.
Name: 

Position: 

8 If the correspondence address for this contact person is different from the organisation’s address given under question 5 above, please give the contact person’s full address here:
Address: 

Town: 

Postcode: 

Daytime telephone: 

Fax: 

E-mail: 

Website: 

Mobile:  

9 When was your organisation established? (month/year) 

10 What type of organisation are you? Please mark one box:
	Unincorporated club or association
	

	Company limited by guarantee
	

	Company limited by shares
	

	Recognised charity
	

	Trust
	

	Local authority
	

	Other public body
	

	Other (please specify):
	


11 What type of governing document does your organisation have?  Please mark one box:
	Memorandum and Articles of Association
	

	Constitution
	

	Trust Deed
	

	Royal Charter
	

	Act of Parliament
	

	Other (please specify):
	


12 If you are a registered charity, please tell us your charity number:

13 If applicable, please tell us your VAT registration number: 
14 Can you reclaim all the VAT?


YES/NO

15 When was your current business plan approved? (month/year)

(Please note that without a business plan, this application will be ineligible)

Section 2: Vision and programme 

16 Describe your (artistic) vision and demonstrate how it is communicated and delivered through your agreed aims and objectives. (maximum 250 words)

17 Tell us about your proposed programme of work for 2011-2013 and anticipated outcomes (maximum 500 words)
18 Describe significant partnerships (regional, national or international) that you are involved in, or wish to develop during 2011-2013. 
19 Please tell us how you will develop and promote equality of opportunities and ensure inclusion and accessibility to all services, employment and your artistic programme.
20 Please describe how you intend to engage and develop audiences/participants during this period of funding.
21 Please provide a summary of key achievements over the last two years to evidence and support the statements made above.
Please now go to the spreadsheet at Part 2* where you are asked to provide detailed information about your programme outputs and budget.
* available as a separate Excel file from       

  www.scottisharts.org.uk/1/funding/flexiblefunding20112013.aspx
 
   

Section 3: Supporting documents 
The following documents are required in support of your application.  This is the only supporting material that we need and we are unable to accept anything additional.  If you send anything other than what is listed here we will disregard it.  
Please note that if you do not provide all of the required information with your application form your application will be rejected as incomplete.
All supporting documents should ideally be supplied as PDF files. If an item is not available in electronic format, we will accept hard copy but please do not send original documents as we cannot return them and we cannot accept responsibility for damage to or loss of material sent in with applications, although we will take all possible care in handling this material. 

Please mark the relevant boxes to conform that you are enclosing each document along with this application:
	Document
	X

	If you have not previously received funding from us, or if your organisation or status has changed since your last grant was awarded, please submit your constitution, Memorandum and Articles of Association or other governing documents as appropriate. All documents must carry the appropriate signatures and dates - drafts or templates will not be accepted. 
	

	A copy of your most recent audited or certified accounts or other evidence of financial status. 
	

	A copy of your most recent management accounts
	

	A copy of your most recent bank statement
	

	Business plan to cover the funding period 1 April 2011 - 31 March 2013 (Please refer to the Guidelines for details of what we expect to see included within your business plan).  Please label your business plan clearly.
	


Please note: if you are applying by email and unable to supply any of the supporting documents electronically, these must be forwarded in hard copy along with the signature page, to arrive as soon as possible, and no later than 5pm on Friday 12 March 2010
If you are submitting any documents separately, please list them here:
	


Section 4: Data Protection and Freedom of Information

Publicity

You will find full listings of all the grants we award 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) we are 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 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 us 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

We 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 5: Your statement and signature

Applicants must sign this statement. This must be signed and dated by both your Chief Executive Officer (or equivalent) and the Chair of your organisation.  We can only process your application if:
· you complete all relevant questions on this form

· you submit all the necessary supporting material
· the form is signed by appropriate members of your organisation.
	I confirm that:

	I have read and understood the guidelines to accompany this form 

	I have completed all the relevant questions on this form

	I have enclosed all necessary supporting material as detailed in the accompanying guidelines

	All the information in this application is true and correct

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

	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 have the power to accept the grant under any conditions you set and to repay the grant if we do not meet them. 


	
	Name (please print

	Signature
	Date

	Chief Executive
	
	
	

	Chair of Board (or equivalent)
	
	
	

	For and on behalf of: 

(Organisation name)
	


If you submit your application by e-mail, we will require a signed hard copy of this signature page.  This should be sent to the Grants Department at the address below by 5pm on Friday 12 March 2010.  If we do not receive your signature page by this date we will be unable to proceed with your application.  
Scottish Arts Council

Grants Department

12 Manor Place 

Edinburgh 

EH3 7DD

 Section 6: 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?
	Very clear
	
	Reasonably clear
	
	Not at all clear
	

	Did you feel the amount and type of information requested of you was:
	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 

Delete the ones that don’t apply

	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 

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:

Organisations
Reference number: 
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