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TERMS AND DEFINITIONS

Accountability

Accounting
record-keeping:

Accrued
expenses

Balance sheet

Compliance

Credibility

Credit account:

Debit account:
Due diligence

General ledger

An acceptance of responsibility for honest and ethical conduct towards others in
the organisation. As an organisation is accountable for the actions and decisions
it takes, an organisation’s accountability extends to the constituents it represents,
staff, and the wider community in which it operates.

The basis of accounting is to keep records. All financial transactions are recorded
in the organisation’s accounting system or on an Excel spreadsheet. Recorded
accounts should be consistent with financial supporting documents, such as
invoices, receipts and order forms. Accounting record-keeping is the same as the
general ledger.

Refers to an expense that is recognised in the accounting records (the general
ledger) the books before it has been paid. The expense is recorded in the
accounting period in which it is incurred (i.e., a pending payment). One example
of an accrued expense is when you receive a delivery but the company that
delivered sends the invoice only by or after month end (that often happens
when the organisation has an account or arrangement with the supplier). The
bookkeeper, however, wants to finalise the books by month-end and therefore

indicates the expense as paid (in advance of the payment).

The financial statement of an organisation that includes all its income on one
side, and expenses next to it.

Adhering to national/ international/ donor/ partner and organisational
requirements, standards, and regulations.

Credibility is an important characteristic in establishing the organisation’s
existence. The seeming credibility will either strengthen or weaken an
organisation’s status. An organisation is deemed credible based on the manner
they do their work (finances, the ethics they apply in decision making, and if they
are honest and trustworthy).

When an organisation’s bank account is credited, a sum or money has been
received for example from a fundraiser, a donation or a grant.

When an organisation’s bank account is debited, money is taken out of the
account (when payments are made). It is the opposite of a credit.

A comprehensive appraisal of an organisation undertaken by a prospective
donor to determine whether an organisation is healthy and has stable finances
and a reliable work history.

The General ledger is the same as accounting record-keeping and it is the
process of recording all the financial transactions in the organisation’s accounting

system or on an Excel spreadsheet.

Legitimacy

Paper trail

Procurement

Purchase
requisition or
order

Reconciliation

Restricted/
Non-restricted
funds

Trial balance
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Generally defined as the belief that a leader has the right to manage or govern
an organisation, or that an organisation has the right to represent and act on
behalf of a community or a group of individuals. Legitimacy signifies a leader,
or an organisation is accepted and trusted by a community or a group of
individuals through nomination, voting, or participatory, representative and/or
inclusive actions.

All the invoices, receipts, order forms, documents or written correspondence
that forms together the back-up support or evidence of a transaction or decision
made.

The process an organisation follows to purchase equipment or needed items;
and to obtain the services they need from experts or consultants. Procurement
normally follows an open call (for services) or after comparing the quality and
prices of products by getting quotes.

Document used when team members need to make a purchase on behalf of
their organisation. It needs to contain information such as the name or the
person requesting, the name of the vendor or supplier, date, specifications of
the product, quantity, expected receival date and the expected price to pay.

An accounting procedure that evaluates the income and expenses of the
financial records to verify that figures are correct and balance each other.
Reconciliation also confirms that accounts in the general ledger are consistent,
accurate, and complete and the expenses are consistent to the invoice or receipt
and the order form.

Funds are restricted when a donor/funder grant agreement outlines that the
funds should be used only for the purpose it was given. Restricted funds are
often only available to be used for projects and activities. Non-restricted funds
are given by a donor/funder for any purpose an organisation sees fit. Such funds
can be used by an organisation at its own discretion, for example, to contribute
towards rent, salaries, utilities, audit, fundraising activities, etc.

A statement of all debits and credits next to each other. The debit and credit
column totals need to be in balance.



INTRODUCTION

There is an increase in awareness and rights gained, for LGBT+ people in some of the
Commonwealth countries, while other countries are faced with a decline in rights, and more
oppression, for example arise in the anti-gender movement and an increase of religious groups
entering countries attempting to influence the political leadership. Organisations based in
the global south share in the experience and impact of post-colonial realities while they face
other political and environmental challenges. Climate change and its impact presents itself
differently throughout the Commonwealth, while Caribbean nations are faced with increasingly
severe hurricanes and the rise of sea levels, countries in Africa and other regions are faced
with draughts over longer periods and increased temperatures. The impact of COVID-19 adds
to the financial, political, and environmental challenges, in most countries throughout the
world. It is at this background that organisations or civil society groups organise themselves
and the intensification of this backdrop minimise the time and energy spent on finances and
accounting. The issues are competing within the organisation; activists, human rights defenders
and everyone involved in the management and day-to-day care of the organisation focus their

efforts on the human rights conditions of the communities they work with.

Activists and founders of LGBT+ organisations and groups start out with the aim of advocating
for human rights and developing their objectives and goals, paying less attention to the ability
to organise. Most of the time they don't really place emphasis in key structures based on their
experience but based on their interest without the necessary skills and financial knowledge.
Hence, they end up adopting financial manuals from fiscal hosts or peer organisations without
necessarily understanding or identifying it is incompatible to their organisation. At times
organisations adapt systems just to be allowed to register but not because they are going to

use the systems, thus resulting to unhealthy financial practices.

While all these competing and pressing issues arise, and with a possible lack in interest or
inadequate skills to take care of the organisations financial management some organisations
remain dispositioned, and not able to attract sufficient funds to support them in doing the

important work they are doing.

This Toolkit takes you through explanations in the financial management part, with examples
and templates to use for the organisations. The resource mobilisation part highlights ideas
and examples in both donor-based fundraising and some strategies for sustainability beyond

donor funding, with some templates to use.
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With guidance and ideas from this Toolkit your organisation will be able to improve its financial
health, way of working and increase in accountability,* compliance* and credibility*. It will be
easier to get approved by new potential donors and following through with good relationships
with those who fundyou, irrespective if they are donor-based or from a diverse range of funding

sources the benefits of implementing the strategies in this Toolkit will be far reaching!



ABOUT THIS TOOLKIT

What is the purpose of this Toolkit?

This Toolkit provides information and guidance on organisational financial health and

financial sustainability.

The Toolkit structure:

Part 1 of the Toolkit covers topics about financial management, for example, basic
book-keeping and accounting processes, cash management, procurement, fixed assets,

and budgeting.

Part 2 covers topics that help with resource mobilisation, financial sustainability, and
fundraising. This section is divided into donor-based fundraising and diversifying
funding sources through alternative approaches.

Part 3 of the Toolkit is where the various resources and templates are located. The
templates can be used in financial management, and organisational fundraising

processes.

For whom is the Toolkit intended?

Depending on the size and structure of an organisation, various persons might find this
Toolkit helpful. In smaller or emerging organisations, it might be the founder and/or
director, the president, or the leader who is responsible for finances and fundraising.
In larger organisations there might be a bookkeeper, a finance officer or an outsourced

grant proposal writer. The treasurer of the board might also find this Toolkit useful.

How to use this Toolkit

Keeping in mind the variety of people and staff positions that might access and utilise
this Toolkit, it has been designed in such a way to provide an overview of key financial
systems, policies, and procedures that should ideally be in place in order to strengthen
an organisation’s financial stability and well-being. There are several templates included
that can serve as tools to strengthen fundraising. Throughout the Toolkit, when a term
or definition appears the first time, we add an * to indicate there is an explanation in the

beginning of the document.
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This Toolkit can be used:

L 2

To review organisational financial policies, documents, and procedures against those

listed in this Toolkit to establish gaps or areas of improvement.
As a training tool for various structures within an organisation.

As a checklist to be used as a board meeting agenda for the whole team to review and

adjust where needed.

To design a timeline to ensure that the outstanding financial policies and procedures are
planned for and in place.

To discuss the fundraising sections with the staff team, as well as with board members to

get everyone on the same page.
To practise the Organisational Grant Assessment template.

To create a grant cycle chart to be hung in the office, making it visible to all staff members

in order to raise awareness of annual deadlines, target dates, and updates.

To review possibilities to gain income, and form other strategies beyond or alongside
donor funding.



FINANCIAL HEALTH -

A FEW BASICS

Good organisational financial management, organisational development, and financial
stability are interrelated. When you are able to demonstrate good accounting practices and
are able to comply with financial standards that are transparent (all expenses are justifiable),
the organisation will be more secure in its financial position, allowing the staff to spend most of
their time and energy on the work they outlined in the vision, mission, and goals. Furthermore,
an organisation that is good at financial management is able to create systems that prevent
fraud, theft, forgery, and other malicious practices. Good financial management also ensures
that the organisation is compliant with the state, donors, and its board or its own standards

and principles, including in accounting.

In the non-profit — Civil Society Organisations (CSOs) and Non-Governmental Organisation
(NGO) - sector, it is important to aspire to financial health, for various reasons. Financial
health and proper financial management, among many other things, ensure organisational
credibility and accountability, effective and informed decision making, more effective strategy
implementation, and building a better image of the organisation in the eyes of prospective

donors, community members, government, and public.

In simple terms, financial health is an evaluation of your organisation’s ability to handle its
financial needs and wants. Organisational sustainability involves a range of different aspects
of organisational life. An organisation needs, amongst other things, human resources, a
functioning board, an annual budget, policies and procedures, a financial manual, auditing,
and all its due diligence* processes in place. All of these elements combined result in good

organisational financial management.

An organisation that is financially healthy aspires to live up to values such as accountability,

transparency, legitimacy*, credibility, and compliance in all its procedures.

We recognise that not all organisations have the same capacity, nor are they at the same
development stage, but throughout the life-cycle of any organisation, at some stage, most
or all of these financial practices (and the knowledge thereof) as laid out in this Toolkit will
be useful. All CSOs should strive to achieve the ideal financial health/management. Good
financial management is not the responsibility of a singular individual in the organisation, but
the organisation as a whole. Every member of staff should be involved in proper financial

management in order to comply with the organisation’s standards, policies, and procedures.

CIVIL SOCIETY FINANCIAL MANAGEMENT AND RESOURCE MOBILISATION

Even organisations that operate without strategies or that lack resources should also strive for
better financial management by introducing some basic procedures and standards that are

achievable and could improve their accountability, transparency, and compliance.

By using the information provided in this Toolkit, you can then take the next step of creating a

financially healthy and sustainable organisation.
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PART 1 Creating policies or a financial manual to guide the staff (employees or volunteers)
and board -

FINANCIAL MANAGEMENT

Putting policies and documents such as financial manuals in place is important because
it will give clear guidance to staff members. It might feel like a time-consuming task

for the financial team, ED and board members serving in committees to develop these

documents, but once they are approved and implemented, they make processes for
staff much more efficient and also reduce financial risks. Such documents can include, for

SYSTEMS AND POLICIES

There are a number of policies, systems and procedures to have in place in order to manage

example, policies on procurement,* per-diems, authorisation and signing off, donations,

cash management and flow, travel, and other procedures.
your organisation financially.

Financial procedures include:

Some organisations will copy or use existing examples of policies and

Recording financial transactions - procedures from other organisations or their fiscal host. It is important

) o ) ) that any policies created from borrowed or copied templates are adjusted
“If you didn’t write it, you didn’t do it.” o : o L ,
to be in line with your own constitution, activities, budgets, and reality. It

To record financial transactions means keeping track of all the various ways in which is important that all the policies that an organisation develops or adopts

your organisation and staff members work with money. This can be petty cash pay-outs, correspond with the needs of the organisation, its principles, capacities,

donations received, and purchases made. All of these transaction types need “proof” and what it stands for. These policies give donors or funders an idea of how

that it took place. This is called a paper trail*. In other words, each cent in and out of the your organisational financial system operates. They also serve as financial

books of your organisation needs to be accounted for. There are various options of where guidance for your organisation, especially in moments when difficult

you can record these transactions. It can be done manually in a book, or on an Excel decisions need to be made as they provide a pre-decided stipulation.

spreadsheet. There is also book-keeping and accounting software available. Recording
all of your financial transactions helps the organisation to be compliant,transparent and

Ensuring timely and accurate reporting to donors -
accountable.

Reporting requirements are specified in the grant contract. These requirements

Monitoring and controlling expenses — include factors such as the required dates by which reports need to be submitted. They

indicate how to move forward if it appears that your organisation is going to over- or

The primary purpose of monitoring expenditure against income is to ensure that
expenditure does not exceed the available income. As when monitoring expenditure
against budget, you need to identify whether there are sources of funds showing
significant surpluses or deficits. It is best to monitor expenditures at regular intervals
and not only at the end of the financial year, or at the end of a project (in case the budget
is in relation to a specific grant). In this way you can keep on top of things and detect early on
if some expenses are heading over the planned budget amount. This will then allow you to
amend elements of the organisational activities to stay within budget, or allow you to make

alternative financial arrangements.

10

under-spend on a certain budget line or project. They also indicate which documents
or templates need to be used during reporting, or which ones need to be attached as
proof along with the report. Some donors also require scanned copies of all invoices/

purchases to be submitted with the report.

11



Ensuring timely and accurate financial board reports (with treasurer) -

Itisimportant to keep board members updated about the organisational finances. The
board members are ultimately responsible for organisational management and play not
only an advising role, but also an oversight role. Board meetings should take place every
quarter. It is usually standard practice that all reports and items (documents), including
financial statements, are disseminated 14 days before the upcoming board meeting so
that they can be added to the agenda for discussion. For the Annual General Meeting
(AGM), the standard time to send these documents before the meeting is between 21
and 30 days. You should consult your organisation’s constitution for stipulations about

these timeframes.

In your organisational calendar, make note of the dates of the meetings,
as well as the dates to submit the documents ahead of the meeting to

ensure that you do not miss these deadlines.

ORGANISATIONAL BUDGET

The organisational budget can be seen as the “main” budget of the organisation and gives

a picture of all expenditures involved in carrying out your work. The budget will usually be
aligned with your organisation’s strategic plan (which can, for example, be for a 2- to 4-year

period).

Importance of an organisational budget: It
2 Shows where you want to go and how you want to get there.

2 Provides a framework for keeping checkpoints about your overall financial status as you go

through the year.
2 Helps to monitor the implementation of the annual work plan.
¢  Allows you to spot trouble areas and devise strategies to address them.

. Provides a benchmark to grade your performance against projections.

While there are many ways to organise a budget, most consist of two main sections: income and
expenses. Income includes all funding sources — grants, donations, the value of in-kind gifts,
the value of volunteer hours, earned income, matching funds, etc. Expenses or expenditures
specify how and where that money will be spent. Expenditures may be itemised, summarised

by category or activity, etc.

The expenses part of the budget is organised in categories that fit together thematically. Usually,
human resources (the various staff positions) will be grouped together, followed by a section

12
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comprising all the other overhead costs of the organisation. This can include, for example,
office rent, utilities, equipment, book-keeping/accounting and the related software, and the
cost of the annual audit, etc. The various activities are then grouped together, depending on

what the organisation’s needs are.

You will find more detailed examples of both an organisational budget and a project-specific

budget in the Resources and Templates section of this Toolkit.

The organisational budget, similar to the strategic plan (if your organisation already has one),
is structured in a way that the first year, and even the second year, of your budget includes
projections and aspirations for the following year, or years, if you have a 3- or 4-year plan, for
example. It is, for example, difficult to know in advance which positions will be filled and what
the respective salaries will be, but these budgetary projections are more realistic in the most
immediate year of the plan/budget. You might know in broad terms what activities or advocacy
goals you have for 3 or 4 years from now, but you might not know the cost implications as yet.

This is why organisations, alongside the organisational budget, also need to develop annual
budgets. The annual budget can be seen as an extension of the organisational budget. An
annual budget helps an organisation keep an eye on the strategic plan (with its goals and
objectives), as well as the organisational budget, because an annual budget is more realistic,
as it considers the bigger picture. Based on this bigger picture perspective, specific project or
activity budgets can be developed. In the case of emerging organisations, younger or smaller
organisations it might be a case of only having an annual budget.

It is important to realise that all of these documents, processes and aspects of financial
management are linked. For example, the annual organisational budget and activity plan
links to the strategic plan. Activities are planned by following the advocacy and fundraising
priorities of the organisation. Using this as a starting point, the organisation reviews and
assesses its budget in terms of available funds and funds required in order to strategise for

fundraising.

13



Organisational budget
(3-5 year, in accordance to strategic plan)

Annual budget Project

(1 year, overall) budget

Project
budget

Other uses for budgets’:

Abudget can tell a community member, board member, donor, and organisational stakeholder

a lot more about the organisation and its work. Costs and spending only tell a very small part

of your financial story.

Questions to ask yourself in your budget preparation:

2

Transparency — Registered organisations have a legal obligation to publish and share
staff salaries, overhead costs, and sources of income with relevant stakeholders such
as your board, donors, community members, the public, and auditors. To benefit from
funding, it is a requirement to provide full disclosure to complete due diligence. While
transparency might have different meanings and implications for different organisations
due to safety issues, finances must always be managed in a way that is transparent —
meaning “open and honest” — or in a way that is justifiable. If you are in a country or
region where a safety issue prevents you from publishing any information that links
yourself, the community, and funding sources to your work, it is still important to uphold
these standards and have financials available once a donor requires to see it.

Value for money — What is the value of your impact compared to your project cost?
When you are planning a new event or project, ask yourself if this is the best way to reach
and benefit the target audience. Will your impact on the community be meaningful and

add value with the plan you have in mind?

"Other uses for budgets” inspired by Wieners, Eva. (n.d.) How to Develop a Project Budget: A Complete Guide 2020.
Proposals for NGOs. https://proposalsforngos.com/how-to-develop-a-project-budget/

14
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Capacity — Do you have enough staff and volunteers to carry out the plans you have, and
to reach the goals you set? Do you have enough staff, staff with the necessary skills, and

do your staff have enough time to deliver the work?

10 Quick tips for writing a great budget:

L 2
*

Make sure you have all the correct figures for available funds from various grants or sources.

Check the accuracy of your formulas — Do this more than once to make sure that your

calculations are accurate.

Calculate realistically — Use actual prices. If you budget for a meeting, don't only calculate
the travel and venue cost — visualise your event and make sure all aspects are accounted
for: the stationery, the beverages and food, venue costs, etc. Take all possible scenarios into
account, including risks and potential problems, so that you don’t end up not having enough

budget to cover everything.

Add a contingency fee to your budget to absorb any unforeseen costs. On average, this fee
is 10% of your budget. If you are in contact with the grant manager of the foundation you are
applying to, ask them for their suggested contingency fee.

Make budget writing a group activity — When writing a budget, it is good practice to
involve staff who will be involved in delivering a project or service, as well as the financial
officer. This ensures that any potential blind spots or risks can be identified and avoided, and
that staff are clear about the resources they have to work with and are able to plan their work

effectively.

Explain extraordinary costs — Next to the last budget column, or as a budget narrative,
write short explanations for costs that are higher than expected. There are times when, with
motivation, it makes sense to select the service or product with a higher cost because of its

value.

Have someone double-check your budget to make sure that your information is correct,
that the calculations or the formulas work, and that important budget lines are not excluded.

Miscalculations can affect your organisation’s ability to carry out your work.

Budget for overheads — Overheads include running costs like rent, utilities, staff, recruitment

costs, an annual audit, computer software and annual licences, etc.

Think about inflation and exchange rates. Inflation rates have an impact on an organisational
budget, for example between the application stage and the time the activities must be
carried out the cost of petrol could change to the point that taxi fares are much higher, or
the country’s price of electricity went up and impact the organisational budget. In the case
of exchange rates, there might be a substantial difference between the time of writing the

budget and when the money is received, which can especially happen with multiyear funding.

Don't leave it until the last minute before the budget needs to be presented (regardless of

“10 Quick tips for writing a great budget” inspired by Wieners, Eva. (n.d.) How to Develop a Project Budget: A Complete
Guide 2020. Proposals for NGOs. https://proposalsforngos.com/how-to-develop-a-project-budget/
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whether you are preparing your budget for a board meeting, grant proposal or any situation
that has a deadline). It is always great to “step away” and come back to the budget to ensure
that you did not leave something out. Budgets are very detail-oriented, so taking time to

reflect on the bigger picture will prevent you from overlooking important things.

You will find the templates for an organisational budget and project budget in the Resources

and Templates section of the Toolkit.

ACCOUNTING BASICS

What is a general ledger*?

A general ledger represents the record-keeping system of an organisation’s financial data,
where debit* and credit account* records are validated by a trial balance. * This process is also
called accounting record-keeping*. The general ledger provides a record of each financial
transaction that takes place during the life-span of an operating organisation. The general
ledger contains the accounts used to sort and store an organisation’s transactions. The general
ledger is organised so that the following accounts will appear balance sheet* accounts, assets
(example fixed assets owned by the organisation), income and expenses. Some organisations
can afford accounting software, but accounting can be done manually as well.

Cash accounting is an aspect of record-keeping which reflects cash flow into or out of the
organisation. Accrual accounting records income, (donations received and donor funds), and
expenses incurred, regardless of when money actually changes hands. Cash basis accounting
is easier, but accrual accounting portrays a more accurate portrait of the organisation’s health
by including accounts payable, and accounts receivable. An advantage of the cash method is
its simplicity, as it only accounts for cash paid or received. Tracking the cash flow of a company
is also easier with the cash method. But a disadvantage of the cash method is that it might
overstate the health of the organisation, giving the impression that it is cash rich, when in
reality there might be large sums of money owed. If these outstanding amounts are larger than
the cash in the books, it means that the figures in the books do not give a real indication of the

financial situation.

What is a trial balance?

If you enter transactions manually, you need to create a trial balance by listing all of the ending
debit or credit balances for each account, after which you total the debit and credit columns. If
the totals at the bottom of the two columns are the same, the trial is a success, and your books

are in balance.
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Below is an example of a trial balance:

Trial Balance XYZ Charity Organisation

As on 30 05 2022

Accounts Debit Credit
Petty Cash $1,000.00
Cash in Bank $20,000.00
Membership Fees (Receivable) $3,000.00

Grants (Receivable) $120,000.00

Rent (Payable) $5,000.00
Salaries (Payable) $80,000.00
Accounts Payable $38,000.00
Total $123,000.00 $123,000.00

In accounting, actual cost refers to the amount of money that was paid to acquire a product
or service. This means not only the quoted amount, but the actual amount, as a supplier will
sometimes also charge for delivery and installation. Therefore, the product might cost a certain

amount, but the actual cost includes the delivery, installation, and other relevant charges.

FREQUENCY OF KEY ORGANISATIONAL FINANCIAL
PROCEDURES

Various financial procedures and activities take place throughout the organisational calendar.

The table below outlines examples of frequencies of financial procedures:

Record restricted* expenses (by  Financial reports: Board Government requirements (the

project) annual report to the Governmental
Department that issued the
organisation’s registration)

Record non-restricted* Random checks: Cash, Donor annual reports
expenses (including overheads)  invoice book, (cheque book),
bank statements, etc.

Record funds/income received Reallocate advance payments  Independent financial audit of the

from organisational core organisation
funds
Reconcile all accounts Short-term / Project grants’ Organisational annual report (Annual
financial monitoring General Meeting (AGM), etc.
Record accrued expenses* and Financial reports 90 days after end of
note them along with the actual fiscal year
expense (when the payment is
made)
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CASH MANAGEMENT

Cash management includes:

¢ Accounting for cash in the general ledger so that all payment receipts and expenses
are recorded. This can be done through accounting software, or in an Excel spreadsheet,
or in an accounting book. Each invoice or receipt that is entered needs to record the

following information:

Supplier or vendor name.
Date of purchase or payment.

Amount.

* 6 ¢ o

Invoice/Receipt number.

Below is an example of monthly payment recording on an Excel spreadsheet

Recording: Payments

* 6 & O o o

Month/Year

Supplier/Vendor ‘ Invoice number ‘ Date ‘ Amount
ABC stores 86 3-Feb 1287,00
Bees Knees 101 4-Feb 800,00
HoHo 25 4-Feb 121,00
2 Ensuring that deposited cash is recorded. Record the following information:

. Date deposit was made.

. Amount deposited.

L 4 Name and signature of who deposited the cash.

. Ensuring that cash received, and cash pay-outs are made with a second staff member
present to witness the transaction. This contributes to the organisation’s transparency and
accountability.

2 Making a habit of getting the treasurer, manager, director or any other senior person who

does not handle the cash from day-to-day to carry out random spot checks, keep a log

sheet of such random checks, and ensure that both parties sign the log sheet.
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. Ensuring that payments are verified and approved before disbursement. This is normally
carried out by the senior finance officer, treasurer or director, according to the guidelines in

the financial manual.

* Making sure that vouchers and invoices are marked as paid. Some organisations contribute
to workshop participants’ data or airtime by means of vouchers. Other types of vouchers can
be used for humanitarian support. Because these vouchers have a monetary value, they need
to be treated the same as money and need to be kept safe in, for example, the petty cash

box.

* Ensuring that reconciliations* are carried out at the correct time. Cash reconciliations
are done when the cash withdrawals are reconciled against recorded expenses/receipts/

invoices.

* Draw up a petty cash procedure according to the organisation’s needs and follow it. Some

of these procedures include:

Determining what the maximum amount of cash should be.
Deciding on and following the procedure when checks are done.
Getting at least two signatures when money is entered.
Determining where petty cash is kept.

Deciding on who has access to the key/code.

Ensuring that petty cash pay-outs have accompanying signatures from those who

received the payment.

PROCUREMENT

Running an organisation typically involves procuring equipment, assets, facilities, or products

that help the organisation to operate. Organisations may also need to procure the services of
researchers, trainers, policy experts or other types of external experts to implement some of
the organisation’s activities. There are procedures and steps to be followed before purchasing
any equipment or services from service providers. This includes having policies that enable
decision-making by the authorised staff members as far as organisational finances are involved.
It is important to have a procurement policy and procedures to follow as an organisation
because it promotes fairness and equality. Any vendors providing products and services need

to be evaluated according to the same criteria before their service or product is accepted.

The standard procurement procedure - Consider the following:
. Revisit and adjust the budget if a purchase was not included in the organisational budget.

* Prepare a purchase order or requisition* form when there is the need to purchase products
or book a venue, hotel, etc., and also prepare a Terms of Reference (ToR) form when hiring

consultants, researchers, experts, etc.
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Authorisation of the purchase should be carried out by the appointed staff member (director
or head of finance) or board member (for example treasurer), according to the organisational
policy.

Obtain quotations for the products or services to be purchased — usually three quotations
are sourced from different service providers, and then a decision will be made based on the

value for money and best fit for the organisation.

After having identified the service provider the organisation wishes to purchase from, or
which consultant/researcher/expert’s proposal to accept, an order form is issued to the

selected service provider by the person responsible for purchases.

When the services of a consultant/researcher/expert is needed, the process stipulated
the procurement guideline is followed — an open call for expression of interest followed
by a selection or recruitment process. It is best to ensure that there is a procurement
guide in place that stipulates all the steps in recruitment or the hiring of services before
services are contracted. This ensures a fair process. A fair contracting or employment

process involves a scoring system during the interview or assessment.

After the services of a consultant or any other professional person is procured, the
organisation should draw up a contract to be signed by both parties agreeing to the

terms of service delivery, timeframe, and expected outputs.

Receive a proof of purchase. There should be a receipt to prove that the selected service
provider rendered services. The receipts will be filed along with the financial reconciliation

form. In the case of services that were acquired, the consultant needs to issue an invoice.

A summary of the procurement procedure:

Step 1 — Identify what service or item is needed.
Step 2 — Decide which procurement process best fits this type of procurement.
Step 3 - Issue a call for expression of interest or secure 3 quotes.

Step 4 — Follow the selection/interview process according to the procurement guidelines or

criteria.
Step 5 — Complete order form for purchases or contract for consultants.
Step 6 — Document the invoice or contract.

Following all of these steps will ensure that there is a transparent system that the organisation

follows when purchasing services or goods.
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FIXED ASSETS

Fixed assets are assets that are purchased typically for long-term use, and to produce

income. Examples of fixed assets are:

® & & 6 6 6 o o

Vehicles used to deliver products or services.

Mobile clinics and the equipment they contain.

Furniture and appliances, e.g., desks, chairs, refrigerators, stoves, etc.
ICT equipment, e.g., computers, printers, projectors, phones, etc.
Land.

Buildings.

Machinery.

Cooking equipment and kitchenware.

It is important to keep a fixed assets register. Also note that you will need to ensure that

each fixed asset is recorded in the balance sheet.

A few reasons to keep a fixed assets register up to date:

2

To record donations of products, such as an office desk or fridge, for transparency reasons

to ensure that it was used for the purpose it was donated for.

If there is an up-to-date assets register, and the office building is damaged — for example
water damage due to flooding, or fire damage — or there is a burglary, the assets register
serves as proof of the listed furniture or equipment. This is especially important for

insurance purposes.
In preparation for the organisation’s first independent financial audit, it is best to have
a fixed-assets register ready. This will save the organisation the additional cost of the

hourly fee of the auditing firm if they have to create a fixed-assets register.

The easiest way to keep arecord of all assets is to create an Excel spreadsheet that functions like

a "stock sheet” (a record of the stock of products a business sells). The following information

needs to be captured in the fixed assets register:

Date Purchased | Price / Serial . .
Acquired |/ Donated | Value Amount Number Discontinued New Total
Laptop 5 Feb Purchased  $500 USD 1 Dell, Depreciated 1
2016 AFgH1287 value (2021) $200
Office Oct 2015  Donated $100 ea. 5 1x broke 4
chairs
Projector 12 Nov Purchased  $150 1 HP, Lost, report 0
2020 XXXP1348  submitted

21



A few points to note when creating a fixed assets register:

*

It is a great practise to include donated assets, for a number of reasons:

L 4
2

It creates transparency as it acknowledges all donations received.

In the price/value column of donated items, you can determine the value of an item
by researching the current value of the item. This research can be carried out online
or in a store. Recording these non-cash donations allows an organisation to accurately

present the types and value of contributions it receives to support its mission.

All electric equipment (office and otherwise) needs to be included in the register with its

serial number so that if the item is lost, damaged or stolen, it will indicate whether the item

is still under warranty, and in some cases can help to identify and return lost or stolen items.

The serial number can also help determine the current value of the item. A good practice

is to keep the invoice, manual, and all documents — including warranties and guarantees

- received when purchasing equipment in a central and secure place, such as the finance

officer’s office or cabinet. In the case of a smaller organisation, these documents are often

kept by the director. The organisation’s financial policy should, therefore, make mention of

where important documents should be kept.

Assets get discontinued (written off) when:

2
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They break or are damaged and are no longer usable due to a flood, fire or
any other cause. Make sure to familiarise yourself with the safety guidelines of
equipment in the accompanying manual so that you do not continue to use the

equipment once it becomes unsafe to do so.

They are not used according to the instructions in the manual and in the
documents explaining the warranty and guarantee and end up breaking. Misusing
assets such as appliances or machinery would mean that you lose your warranty or

guarantee and can no longer return it to the manufacturer to be fixed or replaced.

They are lost/stolen. If something was stolen and you reported it to the police,
note down the police case number as this will be needed when claiming from
insurance. If the equipment was purchased with a donor's grant and is lost or
stolen, be aware that some donors stipulate in the contract that this loss or theft
needs to be declared to the donor in the upcoming report [or sooner]. The lost
or stolen items will not need to be included in the asset register of the following

financial year.

The item depreciates (loses value). When an organisation is larger and has a book-
keeper or accountant, they will know how to calculate the annual depreciation of
fixed assets, such as electrical equipment, computers, and vehicles according to
a formula. The most common way to calculate depreciation is the Straight Line

Method. This method simply means applying an assumed lifetime to an asset and
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reducing (depreciate) its value over time until it reaches the end of its life-cycle. For
example, if you bought a laptop in 2016, that laptop will not have the same value
if it needs to be replaced this year, because the laptop gets older, slower, will have
less memory available, or lose functionality, etc. If the organisation has a vehicle,

that will also need to be depreciated.

Reflect any changes in the fixed assets register as soon as they happen. Don’t wait until
the time for the annual audit to update it. Update the register immediately with every

new item purchased or donated, and with every item lost or stolen.
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PART 2 RESOURCE MOBILISATION

AND SUSTAINABILITY

HOW TO RAISE FUNDS

In this part of the Toolkit, we will look at various ways in which funds can be sourced. We

will firstly look at donor fundraising, which includes once-off donations/grants and recurring
grants (also called multi-year grants), and the components these include. We will then look at
alternative fundraising.

Donor fundraising sources:

* Trusts, foundations, private donors.

2 Governments, embassies, and high commissions.
2 Inter-governmental donor agencies.
L 4

Sub-grants from consortiums, or network-driven projects.

Alternative fundraising sources:

. Individuals (direct giving, tax benefits, bequests, in-kind support).
Events.

Corporate and business support.

Online, including through crowdfunding, social media, advertising, and donation banners.

* & o o

Income generation through selling expert services and goods, membership fees, and

entrepreneurial activities.

DEVELOP A FUNDRAISING STRATEGY AND APPROACH

Each organisation is unique in its character, country context, and many other factors — it is

therefore impossible to suggest the same fundraising strategies for all organisations. A great
idea would be to get a few team members together, discuss aspects of your organisation, and

review the fundraising options once you have worked through all the information in this Toolkit.

A few questions to ask yourself when discussing aspects of your organisation in
order to determine your fundraising options:

¢ Isthe organisation registered or not? If not, — and this is important, as it forms part of the
context — is it not registered because it is legally impossible in your country, or because
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you submitted your registration application and are waiting for the outcome, or because

you choose to not register in a formal way at this moment?

¢  What s it that you want to achieve in the community you work for? Does it require large

sums of money, or are you able to manage with limited income for a while?

¢ Do you have enough staff members, community members and volunteers who can help

in various fundraising activities, such as hosting an event, etc.?
¢  Areyou in a city that is close to embassies and high commissions?

¢ Do you have sufficient internet access and enough bandwidth to run online fundraising
campaigns?

¢  If you are registered, are you able to register in your country at the Revenue/Taxation
Department for Public Benefit Organisation (PBO) status? This can be an incentive for

corporate donors or individuals if they donate money to the organisation.
¢ Do you have an organisational bank account?

* Do you have the ability to link your bank account to PayPal, or receive payments from
PayPal?
¢ Are there any other money pay-out services that you can make use of, like MoneyGram,

Western Union or any other services to receive online donations from?

This list of guiding questions is not extensive, but it kicks off the conversation about your
organisational realities in order to decide which fundraising methods might be the best fit for

your organisation.

Regardless of which type of sources your organisation wants to use to access funds, it is
important to develop a strategy. Consider an approach that makes use of a diverse range
of funding sources, as one is not restricted to either donor-based fundraising or any of the
alternative sources. As part of your strategy development, there are some essential things to

have in place.

What does the organisation need to have in place before fundraising?

(The last three points mentioned in the strategy below are more donor focused, however it is
a good idea to have knowledge of these points even if donor-based fundraising is not your
first approach).

¢ A message — Mission, vision, values, and goals: Nearly all donor grant application
forms or online portals will require this information. Usually, these elements make up
part of the founding documents of organisations, as they communicate the purpose and
goals of your organisation to the public, stakeholders, and service users. This information
is also essential to keep projects and services aligned and relevant to the values and
purposes of the organisation. Having a clear mission, vision, set of values, and goals can

help your organisation to build a consistent and trusted brand, which will help to attract
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investment, and support, as you will have a clear message you want to communicate.
Once you have determined your message, it is essential that some thought is given as
to how this will be communicated to others (prospective donors, decision makers, and
influencers at any other funding sources). Instead of “marketing” your services, think of
it as “championing the cause.” With a message in place, you will be able to develop
physical and digital materials that promote your services and raise the profile of your

organisation to prospective funders.

Strategic plan: The strategic plan does not only give details of work plans and activities
for the organisation, it also makes it easier to focus on fundraising, as it is always better

to raise funds for high-priority activities first.

Constitution: This is a founding organisational document that reflects the mission, vision,
values, and goals of your organisation. Most organisations will have a constitution, even
if the organisation is based in a country where LGBTIQ+ groups cannot legally register
for an organisation status. The constitution can be seen as the governance document,
or a "handbook” that guides the organisation in dealing with and responding to
situations that cause conflict between staff members, and between the organisation
and stakeholders. For example, the constitution will provide answers to questions such
as how many board members need to attend the board meeting in order to pass a
decision, or are decisions made by voting or by consensus. This and related information
as clarified by the constitution gives your stakeholders and prospective donors an idea
of how decisions will be made, and how the organisation will manage itself.

Annual and organisational budget: Having a budget helps you to focus on which issues
you want to fundraise for. Firstly, the budget will indicate which activities you already have
funds secured for, which will clarify which activities you need to fundraise for. Secondly, a
budget gives insight into the decision-making process about which kinds of fundraising
you want to pursue. It is important to note that you will need funds in order to fundraise.
Your organisation therefore needs to allocate funds towards fundraising. The amount of
money needed may vary, depending on the type of fundraising actions you decide to

follow.

Registration status: Make sure to include your organisations’ registration status on any
fundraising materials (if you plan to develop these). Some donors will specifically only
give grants to organisations that are registered. There are donors who will give grants
to organisations that are not registered — these are normally smaller grants or specific
project-related grants. Donors will often fund unregistered organisations through a
fiscal host (see the point on fiscal hosts below). There are also donors who will fund
unregistered organisations because they have an interest in working with the organisation
over a longer term, and will therefore give technical support during the process it takes

to register the organisation (if this is possible).

Due diligence: Before a donor awards the grant to your organisation, they will perform

a due diligence analysis. The donor wants to establish if your organisation is stable,
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responsible, reliable and has the capacity to do the work that your organisation
proposes to do. Some foundational organisational documents, such as the annual
financial statements by a book-keeper, as well as your constitution, and list of staff and
board members are usually requested as part of the due diligence. If the organisation
is registered they will request to see the recent annual audit. The donor also sometimes
requests to show organisational policies and documents that are not related to financial
stability, such as values, so that they can determine whether your values align with theirs.
There is also a possibility that you might be requested to submit some of the following

policies or documents:

Code of Conduct.

Gender Policy.

Sexual Harassment Policy.

Safeguarding Policy.

Equal Opportunities in the Workplace Policy.
Gift Acceptance Policy.

Recycle / Climate Change and other ecological policies and procedures.

® & 6 6 6 o 0 o

Declaration or certificate of Public Benefit Organisation (PBO) tax status, if this

applies in your country.

Fiscal hosts and fundraising for unregistered organisations: A fiscal host is a registered
organisation that acts as a guarantor for groups that are not formalised (registered) as a legal
entity. In acting as a guarantor, fiscal hosts provide funders with legal assurance that the
money will be spent according to the funding terms agreed upon. This means that a fiscal
host will help an organisation get into a position to receive funds. This help also includes
drawing up the contract/s between your organisation, the fiscal host, and the funder. The
fiscal host will account for all financial steps with regard to the funds in their own book-
keeping, keep track of funds with separate (from their own organisational) allocations, and
enter these in the general ledger. At the time of the annual audit, your organisation’s finances

will be included with the fiscal host's audit.

There are different arrangements between organisations and their fiscal hosts. Some
fiscal hosts agree to only help with the receipt of funds and abstain from doing anything
related to financial reporting and accounting. Other fiscal hosts take on a role as a mentor
and give guidance. They will also assist with your financial reporting to your funders. You
have to keep in mind that this means that their whole finance department will dedicate
time to working with your organisation at all financial levels. This means that when you
receive your grant, the MoU (Memorandum of Understanding) that is usually drawn up
between a funder and an organisation will now be drawn up to include the fiscal host.

This MoU will be agreed upon and signed by all parties, and the host will negotiate with
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you for a certain percentage of the grant to be paid to them as an administration fee
(cost for their time spent on your behalf, as well as for the international bank transfer

fees, the independent audit inclusion, etc.)

DONOR-BASED FUNDRAISING

5-Step donor-based fundraising strategy::

Fundraising can be daunting and a challenge to emerging, new, or grassroots organisations.
Although there is never a guaranteed, secure route to receive funding, there are some steps
to put in place and follow that will definitely make the job easier, and lead to a higher rate of

successful applications.

Know your
organization’s
needs

Research
donars that
are a match

for your org.

Follow up and
persist

Network and

Develop reach out

a great
application

before sending
a proposal

Step 1: Know your organisation’s needs

In order to develop a fundraising strategy, it is important to understand the environment and

3 "5-Step donor-based fundraising strategy” inspired by Detiger, Erik. (n.d.) 5 Steps to Fundraising Success for Small and
Grassroots NGOs. https://www?2.fundsforngos.org/featured/5-steps-fundraising-success-small-grassroots-ngos/
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context you are working in, the people you will be reaching out to for funding, the priorities of
the organisation, and the capacity and resources you have available to fundraise. The following

questions can help guide this planning and research:

¢ Where are you going to work? Which country, region, city or town?
¢  What area of work are you engaged in, and who else is working in this space?

¢  What is the immediate need of your community that you are trying to address and how
do you plan to address it — what is the impact/change you are trying to achieve? Do you

need to consult with your community first before making these decisions?
¢  Does the need you have identified fit the strategic purpose of the organisation?

¢  What are your top priorities in going about achieving your goal? Which activities do you

need to prioritise?
¢ What s your current budget? How much more do you need?

¢ When and for how long do you need the funding?

Raising funds for activities that are not top priorities or were not part
of the strategic plan or work plan most often leads to:

¢  Burn-out and disappointment because already overworked staff will feel that they
are not accomplishing what your organisation set out to do.

* Staff that express the feeling that, “we had to accommodate/fulfil the donor’s
agenda and put our own work aside.”

¢ Mistrust from the community when you end up carrying out activities that were not
prioritised, as well when you put aside prioritised activities to make time and space
for other activities.

¢  Difficulty in explaining to donors, auditors, and the community the imbalance

between the organisation’s purpose and the activities undertaken.

Step 2: Research donors that are a match for your organisation

It is important to focus your grant application strategy on donors whose own purpose aligns
with that of your organisation’s strategy, as this will increase the likelihood of being awarded
funding and will ensure that you don't waste staff time and resources. Your strategy will also
prevent you from approaching donors whose values and goals do not align with your own,

which would result in not achieving your goal.

Conducting donor research and a donor-mapping exercise will help you to identify the most
appropriate donors to approach, and will give you an idea about the size and frequency of
the grants they provide. This information will help you in tailoring your grant proposal and in

adapting your organisational and project timelines to accommodate their funding cycles.
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Key considerations to look for when conducting research about a grant or donor:
. Do they receive applications from anyone (open call) or by invite only?

What focus areas do they work on?

Is the grant limited to a specific geographic region or thematic area?

Who have they funded before?

* & o o

What are the conditions of the grant, and are they attainable or appropriate for your
organisation?
¢ Do they specify which specific documents, charitable status or other evidence they

require from applicants?

¢ Do they have a budget threshold for organisations they are willing to fund? For example,

do they specify an organisational income less or more than a specific amount?

Create an Excel spreadsheet or other document with all of the information you have learned

about the prospective donor. Keep updating it as you learn new information.

You will find the Donor Mapping template in the Resources and Template section of the Toolkit.

Step 3: Network and reach out before sending a proposal

Now that you have researched a new donor, or even a few, plan how you will reach out to them.
Include these plans in your networking strategies. A great first step is to request a meeting.
This will most likely be a virtual one, but other in-person options are at a conference, if you
happen to travel to the city where their offices are based, or attending a public civil society or
governmental event where donors are present. There are many situations where you may meet
prospective donors in person. When meeting them in person, do not ask for money or come
with a proposal in hand. Networking and introducing yourself to a new donor is like dating.
Take time to get to know them and their strategies, and make use of this first meeting to ask
questions you could not get answers to on their website or from peer organisations. Once you
take the next step and email them, be prepared for the possibility that you might not receive
a reply, or at least not immediately. Donors have their own timeframes and may only respond
to you once their funding processes begin. When their process begins, they will follow up with

the following:

¢  Letter of Interest (Lol) — Some donors will follow up after those first few meetings or
emails by indicating that you can submit an Lol. This is the first formal step in writing, and

not a guarantee that it will lead to funding.

* Request for Proposal (RfP)-if your Lol was successful, the donor will follow up by inviting

you to submit a full proposal.

¢  Grant proposals sometimes come in the form of Call for Proposals (CfP). These are
sometimes disseminated online to various networks. It is likely that you will find this CfP

via a Listserv, online networking groups, and email lists in their database. It is therefore
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essential that you get onto these lists and groups. Some of these emails may come from
donors that you don't know, or don’t know much about. Even if there is a short turn-
around time, research their website and learn what they are really about. Just remember:

not all donors are the right match for your organisation.

Most donors have templates for the various steps above on their website. In some cases, you
need to apply for whichever approach via an online form. (Make sure to copy all the pages
you complete, before submitting, so that all of your input is saved and not lost due to internet
issues. There are also often a few months’ waiting period between the steps and you cannot
always remember exactly what you wrote. Many proposals will also ask similar questions, so it's
good to have your answers saved somewhere as a template to deviate from for each donor). If
a donor progresses you to the next step, it is because they found a match between what you
proposed and their goals. Therefore, unless they give you additional guidance, you need to
continue to the next phase with the same activities you proposed.

Most donor agencies provide templates to complete. The table below explains what kind of
information you will need to prepare. You can use this same format to approach donors if they

do not provide a template.

Letter of Interest ‘ Full Proposal

Subject line: It should stand out and use the right Cover page
words. Keep it short and honest.

Par. 1: Express your Interest. Introduce yourself, Executive summary
show that you know them. Talk about why you want

Project rationale
to work with them. J

Background
Par. 2: State the 3 Ps: Problem, Position, Project goals and objectives
Possibilities Project strategies and activities
Par. 3: Project introduction Project results

Monitoring and Evaluation Plan
Par. 4: Evaluation plan Sustainability plan

Work plan or timeline

Par. 5: Assurance and summary. Say what you want  Budget
to happen next, and assure them that their funds

: Logical framework
will be well spent.

Appendix

4 “Letter of Interest” inspired by Thapa, Priti. (n.d.) Letter of Inquiry (Lol): Everything You Need to Know. https://
proposalsforngos.com/letter-inquiry/
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Step 4: Develop a project proposal

Many organisations use a SMART approach in the process of project proposal writing. This

acronym stands for Specific, Measurable, Attainable, Relevant, and Timely.

Making sure that your goals are relevant and attainable

Ask yourself whether your goals are:

¢  Specific — Make sure the project proposal is specific, clear and detailed. See if your

project proposal can answer the five “W" questions: what, why, who, where, when.

* Measurable — Measurable aims within the project proposal make it easy to know
when you've reached your target. State the specific units of measurement you'll use to
determine if you've reached your goal, such as the number of workshop participants, the
number of nurses trained, the number of news articles published, the number of care

packages disseminated, and the number of people impacted, etc.

¢  Achievable - While a big project plan can be a driving motivation to do great things, your
project should be realistic and achievable. Consider the time and resources required to
reach each goal or activity in the project so that you can set reasonable expectations.
Think about the number of staff and volunteers, as well as the other projects in your

organisation.

* Relevant - It's best when your project is aligned with your organisation’s overall mission
and objectives (your message). If your annual objective is to train healthcare workers,
then perhaps you don't need to apply for a grant that focuses on writing CEDAW reports,
unless you feel that you need to conduct trainings that sensitise stakeholders on CEDAW

before writing reports.

¢  Timely - It's important to make your project time sensitive. Look at your organisational
strategic plan, your annual year plan, and your project/activity work plans, and consider
the turnaround time from proposal deadline through to receiving the funds. Establish

how much time is left to do the work you set out to do.

Regardless of whether a donor's website has templates, there are a few basic principles to
follow when developing a grant proposal. In the grant writing section of this Toolkit, we will
discuss the other types of templates to expect as part of the proposal, and we will also share a

few other strategies to include in your grant proposal to make it stand out.

Step 5: Follow up and persist

Be patient. It takes time to secure a successful grant. Do not give up if your application does
not succeed the first time. It is a lot of work, but sometimes you might have success after
the third application to the same funder. Because applications are not always successful, it is

important to diversify and apply to a number of funders.
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Remember that similarly to your organisation, donors also have a certain budget and
oftentimes they receive three to four times more applications than they budgeted for in any
given funding cycle. If they only have a budget to fund 15 organisations and your application
was 16th out of 180, this doesn’t mean your application/proposal wasn't what they wanted.

They literally just did not have enough funds to support you this year. Try again next year.

DONOR MAPPING

There are two categories of donors to map:

* Past donors, or those who funded your organisation before (for organisations that have

already received funding).

. Prospective (or future) donors.

Never disregard or forget about those funders who supported you in the past,
even if it was only a small community project or a once-off event. These donors already
know you, so there is already a relationship and track record between you and them.
Also remember: if they indicated in the past that it was the end of the funding cycle or
the end of their support, donors operate the same as organisations — they also have
strategic plans, M&E, and reviews, and therefore changes in direction. That might mean
that their direction moves further away from your organisation’s goal, but other times it
might mean that they have received a new stream of income and can rethink funding
your work. It is therefore worth your while to set up a meeting with them again, or to

send them an email.

Map past donors

This mapping helps with evaluating the possibility of raising funds in the short-term category, as
there is already a relationship between you and them, which then makes it easier to approach
them again. Some donors will also support the organisation in the long-term, so it is best to
evaluate once-off grants and donors who supported you for a short period in order to establish
if there is a possibility for the funding relationship to continue. Mapping of past donors is
essential in this evaluation as it helps to reflect honestly on what went well (the wins), and what
the stumbling blocks were (the losses) so that you can build on the wins and approach the
losses differently going forward. Essentially, don't make the assumption that if a donor funded

you once off for a small project that they cannot fund you again, or continuously.

You will find the Map Past Donors template in the Resources and Template section of the
Toolkit.
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Map prospective (or future) donors

You will find this template in the Resources and Templates section of the Toolkit.

This Template has a number of possible donors to approach. Please note that this list is not

extensive, and each organisation can add other possibilities in the blank spaces at the end.

ORGANISATIONAL GRANT ASSESSMENT

A great exercise to implement in your organisation is to assess an open Call for Proposal (CfP)

and its funder in a chart, with one column with all the information about your own organisation
and in the column next to it, information about the donor or the call. In the third column you
can write your own opinion/review of comments on how you evaluate each line of the call to
see how strongly this grant call matches your organisation’s goal. This will help to highlight to
your team if there is a good match between your organisation’s goals, mission, vision, values,

and strategic plan and that of the donor or the specific call.

You will find this template in the Resources and Template section of the Toolkit.

DONOR GUIDELINES®

What are guidelines?

The guidelines are a catalogue of rules and regulations that the donor develops and publishes
on their website or attaches to their CfP to help you write a proposal. The guidelines can be
any length, from a couple of sentences up to several pages. Some are very basic, while others

can be incredibly technical.

Why do donors have guidelines?
¢  Toreceive a specific type of proposal from a specific type of applicant.
¢  To make sure that they only receive projects that they can actually consider.

* If there were no guidelines, everybody would apply, and no one would know exactly
which documents to send.

¢  To make sure that everybody is on the same page, and that the applications they receive
will be comparable.

¢  Sometimes the guidelines are also a way to see if applicants are willing to do the extra
legwork, and properly read the accompanying documents.

¢  When an organisation cannot adhere to guidelines, this might be a hint that they will also

not follow through with their proposal in the future.

¢  Guidelines are a way to cut down on the number of applications a donor gets, as each

donor has a limited budget.

5 Wieners, Eva. (n.d.) Guidelines for a Project Proposal — Why are they so important? Proposals for NGOs. https://
proposalsforngos.com/guidelines-for-a-project-proposal-why-are-they-so-important/
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Why should you pay attention to guidelines?
* Some donors use this as a test, as explained above.

¢  Evenifitsoundsunimportantto you, follow every step, from the content to the formatting,
as it helps them to determine how effective your organisation is.

¢  Evenif you write a great proposal that would fit perfectly, the donor will not accept it if

you do not follow the guidelines, so always follow the guidelines meticulously.
¢  They can give you very important hints about what is important to the donor.

¢  They tell you exactly what donors want to see and will consider.

PROJECT PROPOSAL WRITING

Earlier in the Toolkit, we mentioned that when writing a grant proposal or developing any

organisational plans and projects, you should consider approaching it with SMART in mind:
Specific, Measurable, Attainable, Relevant, and Timely. Develop each project budget specific
for the project that is planned, to ensure the project budget is in line with the project proposal.
This also avoid overlapping of budget lines which will make reporting more complex. Use
the same tips in the budget section, earlier in the Toolkit to develop the budget. There are
other considerations when developing and writing a project proposal that we will list below.
Increasingly, donors have templates to follow (both for the narrative description of the project
in text, and for the budget) on their website. If possible, it is valuable to have a look at these
before you start writing the proposal to see which information is required so that you can
prepare in advance. Do not leave the proposal writing to the last minute as sometimes there
is information that you might not have on hand and have to get from your team. Some donors
have templates besides the narrative and budget, such as log frames or logic models. Some

of these will have sections in the table divided as follows:

A | Impact Outcome Output Activities

B | Goal Objective Result Activities

There are various approaches, and it may be difficult for you to know in advance which of those
types of logic models they might or might not include. Be aware of this possibility and allocate
enough time in advance of the deadline to ensure you are able to sufficiently complete
these additional templates. Usually, the template will describe what you need to fill in in each
section and provide definitions or examples of the expected outcome, objective, indicators,
among other things. The aim of these templates is to get a better idea of the project or
work of your organisation, and it also provides at the end of the period to reflect back on the

information and use it in the Monitor, Evaluation and Learning (MEL) process.
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Strategies you can employ to make your grant proposal stand out:
. S In the Case Study below, we looked at 3 different ways a regional organisation in the
¢ Include storytelling—Not only do stories give a face, a human aspect, to grant proposals,

. Caribbean, (UCTRANS) used organisational research to bring the same message across
they also help to demonstrate how the problem you are trying to solve relates to or . .
. : : in grant proposals. In grant proposal templates, or as the set of questions donors ask,
affects the communities you are working with. _ _ )
there is usually a standard question: “Describe the problem you want to solve” or,

* Realistic proposal — Make your proposal realistic in terms of timeframe and doability. . . -
prop your prop Y alternatively, “What is the context of your community in your country?”

If this is an ongoing project, what happens after the grant period comes to an end if
the grant request was only for a limited number of months? How can you ensure the As a standard answer to these questions, the organisation would write something like:

proposal narrative or budget narrative shows that you thought this through, and that

there is a plan in place? No funder wants a situation where a few months after the grant Another challenge we face is in the region is employment, employers whether in the

comes to an end, the project collapses and discontinues, as this might not reflect so private or public sectors will not hire trans person due to ignorance of gender and gender

well on them either. Another note to ensure that the proposal is realistic is to look at the identity which stems from prejudice, religion, lack of education and lack of legislation

amount of work the project will require from the staff, board, and volunteers, keeping and policies to recognize and validate our existence as people who also have the same

in mind the overall total of projects underway in your organisation. Inasmuch as it is not basic rights as other cisgender people that help to make up the rest of the national

doable for an organisation to over-commit, your project is less likely to get funded if population

you do not include the general workload of staff, as donors have a clear sense, due to . : : N
In the case study below, we offer 3 different ways this regional organisation can use

their experience, of what is possible for a team, both big and small, in a given amount of . . . . .
research as part of their answer in order to substantiate the point they are making.

time. In the developing sector, it is becoming more and more common to give serious

consideration to burn-out and to decline support for projects that will cause it. To summarise the 3 examples:

* Make use of data from your own research (and other in-country, regional research) _ _ - .
) . . . ) 1. Quote the sentence from their research report (use this method if it is an online
— In the early sections of grant proposals, such as “Background” and “Describe the o . . . .
P N application form that does not allow graphics or if there is a strict word count).
problem”, it is very powerful to use research data generated by your organisation, or

even a peer organisation in the same country or region, that provides statistics about the 2. Since it is a regional organisation, they can also quote a research finding from a
exact point you are making and thereby supports (validates) the description or problem member organisation that demonstrates the situation.
statement. ) . ) o

3.  Compare their own research with another recent regional research finding, and

include the statistics from the UN as a further comparative.

Case Study: 3 Examples of how to include your research in grant proposals:

1. For example, in describing the economic situation of trans people in the Caribbean,
stating that unemployment rates are high can be substantiated with the following

evidence:

“A recent UCTRANS survey (2021) found that 42% of respondents have no income at all,
while a further 21% earn between $1 — $300 USD monthly”.

2. The same problem statement can alternatively be supported by quoting text from
research. This can be your own organisation’s research or another organisation in the same
country or region, or relevant recent research by a scholar. Consider using a quote from

an international source or a well-known and respected media publication in your country.
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Support this:

"Another challenge we face is in the region is employ-
ment, employers whether in the private or public sectors
will not hire trans person due to ignorance of gender and
gender identity which stems from prejudice, religion, lack
of education and lack of legislation and policies to recog-
nize and validate our existence as people who also have
the same basic rights as other cisgender people that help
to make up the rest of the national population".

TransWave, Jamaica embarked on a project in 2019;
Workplace Conversation Series with the purpose to reach
out to the corporate sector creating a platform that
provides space for employers and members of the

with: gender nonconforming and trans communities to engage
in dialogue. They reached out to 17 businesses and
companies, aiming to attract at least 10 businesses. Only
4 businesses participated and will ONLY employ trans
people "with education”

The following example, taken from the UCTRANS survey, “Over-policed, Under-

protected”’ earlier in 2021, is to compare different research to emphasise the point:

“Taking a closer look at unemployment of trans and gender diverse people in the
Caribbean, our research findings reveal that 42% of the [trans] participants are
unemployed. In comparison, there are wide discrepancies between the national
unemployment rate and the unemployment rate among the LBTQ community, however
when comparing this research data (trans and gender diverse, with 46% trans women) to
the data of “From Fringes to Focus” (lesbian, bisexual, queer and trans masculine) next
to the United ‘Nations’ ILO statistics, which represents general citizens (with assumption
that the majority are heterosexual and cisgender), there is a clear indication that trans

and gender diverse people face a bigger chance of unemployment.”

If the grant application form allows for space, or if graphics are allowed or possible to upload,

your point can also be demonstrated through these methods. For example:

TransWave, Jamaica. Workplace Conversation Series report. https://transwaveja.org/publications/Workplace %20
Conversation%20Series%20Report.pdf

Theron, L. Over-policed, Under-protected: Experiences of Trans and Gender Diverse Communities in the
Caribbean. OutRight Action International and UCTrans. 2021. https://outrightinternational.org/sites/default/files/
UTRANSOutRightDraft.pdf
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Further considerations when approaching grant writing:

L 2

Demonstrate how your activities or proposed project links to an issue that is
important for the donor you are approaching — By formally assessing all grant call
proposals (CfPs) in advance using the Organisational Grant Assessment form we
mentioned earlier, you will learn and understand what the priority areas of the donor are.
This assessment is valuable in determining whether your organisation’s values and work

align with that of the donor.

Another important point is to familiarise yourself with the Sustainable Development
Goals (SDGs), which 178 countries adopted in Agenda 21. These goals need to be
reached by 2030 collectively between all signatories. Do this research regardless
of whether you are applying for a grant to a call from your government or any other
institutional donor, as there is great awareness about these goals. If donors indicate
that they support advocacy that is linked to the Sustainable Development Goals (SDGs),
you are then one step ahead. Remember that even if the donors do not mention SDGs
specifically, most of them are aware of them, so your ability to reference or speak about
these goals and how your organisational aims align with one or more of the SDG goals

is a huge bonus in attracting the attention of funders.

Logical budget — Make use of budget narratives or explain in a side note why certain
amounts are requested, as well as the accompanying period it is requested for. It does
not need to be a disqualifying factor if you choose a higher amount/cost for a certain
item, as long as there is logic behind it and it is well explained. Don't shy away from
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mentioning that another donor covers the shortfall of a certain project, if this is the case.
Disclosing this is more favourable to you in the eyes of the donor as it shows them that
you have thought through the total cost. They will be more likely to fund your project if

you show that there is already a plan in place to get the total project funded.

¢  Consider a realistic timeline — Pay attention to the timeframe outlined by the donor
for this specific grant and take a realistic look at the organisation’s capacity to complete
the project in that timeframe. Assess whether your plan will be affected by changing
political and social environments that will affect the community’s needs and therefore
impact the timeframe of your project. Think about different options, such as structuring
the project in such a way that it can be done in phases, and request the funding for a
certain phase. Or you can consider collaborating with other organisations to generate

more skills/capacity.

You can find the Project Timeline template in the Resources and Templates section of
the Toolkit.

REPORTING

Keep track of important dates:

Solicit information of your current and potential donors’ funding cycles. This includes
dates and information beyond the dates/months in which they release annual calls, as well
as the deadlines. Also find out if they expect mid-term reports, monthly reports (narrative
and financial), etc. Seeing the details from your different funders in one document will
help you to plan better. Consider these dates when making organisational decisions about
the number of projects, which staff members are responsible for them, and plan your board
meeting dates and your key staff's vacation dates according to these dates. Schedule the dates
ahead of time in the annual calendar. With the larger/longer grants, also schedule a meeting
between everyone involved in the report (for example, the executive director, treasurer, project
manager, etc.) a month before the final report, and make everyone aware of this meeting well

in advance.
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Satisfying reporting requirements:

Some donors will be very specific about the templates or type of information they need
together with the report. It is best to review these long before the reporting date is
due, as it might require more time than you anticipate. They might want to know exact
numbers (e.g. how many participants attended each workshop) or details like serial
numbers of equipment, etc. Or they might stipulate certain documents that need to
be in duplicate, or they might require that participants sign the attendance sheets. It
is important to supply financial supporting documents that reconcile with the reported
figures, for example if the budget you report on indicated that there were 50 participants
in the workshop, however the invoice from the caterer only indicate 20 meals were
provided - it will lead to questions, as the documents you supplied, don't support (does
not reconcile) with the budget in your report. When the report submitted to the donor
does not reconcile or the financial supporting documents do not sufficiently explain the
expenses the consequences can be far reaching. It might take up additional time, as
the donor will request the organisation to prove the workshop took place, and with the
number of participants attended. With the additional time, there might be delays in the
next payment from the donor. If the inaccurate reporting was an error it can be corrected,
however it had a delay in time. If the inaccurate reporting seems to be more than a small
error, it might happen that the donor will do a thorough inspection on all your finances
or request an additional independent audit of the funds received from them. This might
freeze your income for the period until they are satisfied, but worse case is that your

organisation will be seen as not reputable, transparent or honest.

Open and trustworthy communication with the donor or your contact person, managing
the grant is very important. It indicates your willingness to take all the aspects in the
contract seriously and that your organisation aims to implement the project according
to your proposal, but with acknowledgement of their guidance. Whenever you have
doubts, or need clarification never hesitate to ask for your donor’s further assistance
or explanation. It is always better to communicate those challenges and attempt
to address them with the donor’s help than fail the reporting and not provide all the
requested information and documentation as it will affect the current grant and potential
future granting perspective with that donor. Building a great relationship with open
communication with your donor is an indication of how your organisation works in
general, with transparency in mind, and donors tend to ask each other for referrals or
comments about granted organisations (sometimes in their due diligence process) —

therefore your organisation’s good standing with one donor might lead to new donors.
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DONOR CYCLES

A great activity to engage in in your organisation is to list all of your current funders, as
well as your pending or very likely possible funders. You can use the template below to
do this. This will help organise and create a visual map of deadlines to ensure that no
reporting date is overlooked. Consider this: In the same way that activities like workshops,
community outreach, etc. are part of the programme staff's calendar, all donor-related

reporting and deadlines are part of the finance staff's activities.

. Expected Mid-term
Donor | Announce | Period Call . P Cycle
Deadline | Announcement . Report
Name Call Opens Period
Date Date

BUILDING, MAINTAINING, AND GROWING RELATIONSHIPS
WITH YOUR DONOR

Stewardship: Ensure ongoing donor relationships through communication

Once you have secured a grant, signed the contract and implemented the work, remember that
these are not the only action points and communications with your donor. Continue building
on the relationship. In the case of unforeseen circumstances, project a few months ahead and
if this projection indicates that you might not be able to complete the project or the work by
the given date, communicate this with the donor. Do not wait until a week before the grant is

supposed to close to let them know. Request a no-cost extension well in advance.

Keep your funder and the contact person updated with all organisational progress, even for
projects not covered by the specific grant. This creates a better idea — in practice — of all of the
work you are doing and gives a donor a very clear idea of how well you are progressing given
all of the other work that you are involved in. This kind of communication will go a long way to

ensuring that the donor will work with you again.
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Update them
in what you
are doing

Involve you
donor in what
you are doing

Invite them
to meetings

Share your
success

Other grant-related administration:

Keep in mind that besides reporting (mid-term and/or at the closure of the grant period)
administration, there is administration involved, so make sure to allocate time for it. In order
to make sure that you are aware of all documentation and correspondence. It is therefore
important to read every point of the contract, line by line. Make sure that you understand and

agree to the stipulations and implications of every part of the contract.

Grant contracts have stipulations beyond deadlines and dates. For example, expenses might
only be outlined according to the request in the grant proposal. Most of the time, there is a
small allowance of a certain percentage (which will be indicated) of the amount each budget
line might be over or under. This small allowance is to allow for discrepancies in price between
the time the budget and grant proposal were written, and the actual price at the time of
procurement (purchasing/hiring). This allowance also caters for changes in the exchange rate.
If something changes from your side that demands a difference in price beyond that allowed
percentage, then the donor should be informed. Many funders accept this change if you
simply write a short paragraph in an email indicating that X item was previously quoted and
budgeted for at $YYY, and now the price is actually $XXX. They will most likely reply that you
can go ahead and change the total amount in the budget line, but you need to indicate which
other budget line will absorb the change or explain that you will buy one less item or indicate

how the project will continue if you no longer continue as planned.
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Keep in mind: Funders award grants according to the proposals they reviewed and
according to what you indicated you intend to do with the money. Remember that your
organisation’s grant was selected from one of many other applicants based on your
proposal. Another consideration is that the funder, especially if it is an institutional donor
or an intermediary who functions in giving sub-grants, has their own set of restrictions
for what the money should be used for. It is therefore always best to check with the

donor before you make project changes. It is less complicated if it is just a change in cost.

It is sometimes inevitable that due to some or other circumstance your organisation may need
more time than was agreed to in the contract. This is often something that donors plan for
and indicate in the contract, so you can make an official request for extension. Do not wait to
request an extension the week of the report deadline. Send through the request well ahead of
time. Depending on your relationship with the funder, you might start this process by email, or
you can request a meeting (in-person or online) to discuss the reason for the request and your

new proposed date of completion.

You will find a template for the request for extension in the Resources and Templates section
of the Toolkit.

Diligent and good quality reporting contributes to a trust-based relationship between donors
and the organisation. Donors appreciate organisations who practise proactive communication
throughout the project implementation. Honesty and transparency are often a determining

factor in a donor's interest in continuing to support and collaborate with an organisation.

DIVERSIFYING FUNDING STREAMS:
STRATEGIES FOR SUSTAINABILITY BEYOND
DONOR FUNDING

Apart from donors, there are a variety of other ways to bring in funds. Some of these include:

1 Embassies and high commissions

Funding through embassies is offered mostly under themes such as advocacy, human rights,
programme support, and general operations. Once a relationship is built with an embassy,
there is an opportunity for awareness raising, sensitisation, and workshops highlighting the
issues that LGBTQI+ people face in receiving support from various embassies. There are
additional motivational points to work on a strategy to engage embassies. Embassies have

more flexible funding, and while their grants might be somewhat smaller, they are ideal to
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assist with general costs for young and emerging organisations. This in turn helps to build a
great track record of your organisation’s ability to manage funds, and you will therefore attract
larger donors’ interests. Embassies tend to be of great support in hostile environments, and

can play a role in facilitating dialogues that, ultimately, support organisations.

Start your embassy outreach strategy by setting up introductory meetings. Follow up with
awareness raising more focused on LGBTIQ+ issues or the specific cause you are focusing
your work on, and follow up with them. Also include them in your email database. Keep them
informed. Embassies and consulates might not always have large budgets, but they can
become powerful allies. Developing a working relationship and holding awareness workshops
are a great start. If they do not have the budget to help directly with an award or grant, they
can often sponsor meetings or contribute in a variety of different ways. Politically, they might
not have the mandate from their country to interact with a specific advocacy project, but they
might become supportive allies in various ways. They can introduce you to various stakeholders,
provide free and safe venues for your activities, be speakers at CSOs, and connect you to

various international networks and experts that you might not have access to.

Case study: British High Commissioner in Trinidad

Brandy Rodriquez was recommended for the Point of Life Award for IDAHOT, 17 May
2021, by Queen Elizabeth. She was given the 118th Commonwealth Award for Human
Rights work, and the recommendation was made through the British High Commissioner
in Trinidad, last year. This came about after a 4-year working relationship between the
trans community and the High Commissioner in Trinidad through sensitisation workshops,
networking, workshops and education with them in terms of support and to highlight the

issues.

“We highlighted issues, and we shared information about key populations, who are key
populations and how they can best facilitate them, and what is needed for the disabled,
trans, or non-binary people. | think honestly for every trans organisation to be a part and
to be connected with embassies in different ways, because there are always opportunities
for us to make recommendations to them in terms of addressing human rights and
challenges... * ‘It's just an award, but it can open doors. Especially in fundraising efforts
when the organisation might still be slightly unknown. It gives credibility and it assures
prospective funders that our work is authentic, visible and important — because a certain

country’s Embassy or High Commissioner awarded us”.

2  Crowdfunding

Crowdfunding, utilising the internet as a platform, is a more recent avenue for raising small
amounts of funds from a large number of people, hence the name crowdfunding. The ever-

growing access to social media platforms gave a boost to the popularity of crowdfunding. There
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are a variety of crowdfunding websites to choose from to help select the most appropriate one.
Some crowdfunding websites support fundraising in the traditional way — where one creates
the profile, states the problem/purpose and uploads images, videos or other materials to give
a greater idea of why the funds are needed. Other types of crowdfunding websites specialise,
for example, in providing T-shirt design and printing services that can be utilised as part of a
campaign plan. In the process of researching and selecting which crowdfunding website is most

ideal, it is important to also consider the fees they potentially might charge, which can range
from between 5% and 12%. This percentage is separate to the additional credit card or PayPal
charges. Some of the online fundraiser efforts might, in combination with the increased need

for online visibility, require the salary cost of a person devoted to focusing on this area of work.

Case study: 52 LGBT+ in people ‘Block 13’ at Kakuma refugee camp in Kenya

In 2021 crowdfunding was created for 52 LGBTI+ refugees In Block 13 Kakuma camp
in Kenya. The fundraising effort is to assist them with essentials. Simultaneously the
JustGiving page shares information and updates to ensure people read about the

situation and realities.

3  Match funding

A variation from online crowdfunding is to approach a match funding strategy. Match funding
is when a donor agency or even corporate sponsors double, or match, the amount of money
you raise. Similar to crowdfunding, the fundraiser can be online, relying on the snowball effect
of social media and all other internet spaces. As with crowdfunding, it needs a lot of work to
draw attention to your cause. Donations are most likely derived from people with whom the
organisation might not have any prior relationship with, including international sponsors. A

great example of such a platform can be found here.

4  Social enterprising

One of the most well-known ways to raise funds, and often the starting point for many
organisations, is trade products. These can either be branded materials such as water flasks,
peak caps, and T-shirts at events such as a marathon or other community events, or it can be
in the form of supporting community members who have skills to make products, ranging
from clothes to gifts, crafts, and home-baked goods, and selling those. These sales can
either be at in-person events, or as a standing range of products that are well advertised via
posters, directories, and online on the website. It is important to take note that these types
of entrepreneurial initiatives cant be donor funded and you will need to raise the start-up
funds through alternative sources. It might be worthwhile to look into your city or municipality
(district) office notice board, as the local business chamber often awards small grants or

supports entrepreneurial enterprise in some way.
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5 Event hosting

This can be in the form of video/movie screenings, pageants, talent shows, open-mic nights,
theatre events, sport events, dances, galas or business network breakfast meetings with a
keynote speaker. Hosting any type of event requires expenditures such as venue and equipment
hire, additional volunteer meals or related costs, so these events need to be planned carefully
in order to minimise expenditure so that a profit is made from the event. Even a “break-even”
situation where all costs are covered is not a good enough benchmark, as staff time and effort

will still be utilised.

6 Expert services and consultancies

Create a list of topic areas and skills among your organisation’s staff, board members, and
allies, with a price range to charge for those services. Be on the lookout for RfPs suitable to
their skills and develop a strategy to apply in order to build up income-generating strategies.
For example, if a university invites you to do a presentation, it never hurts to ask them if they
have funds in their budget to pay you an honorarium. Most departments at universities do, and
if you don't ask, they might not offer.

7 Taxation

While not necessarily a direct source of income, a good strategy to employ in your fundraising
efforts would be to investigate the status of your organisation with regards to taxation
according to your country’s Department of Inland Revenue. Countries often have incentives in
the form of tax-deductible benefits for individuals or companies who donate to charities. And
in some cases, registered NGOs have different benefits with regards to VAT /GST, so it would
benefit you to explore whether there is additional documentation to complete and submit
to qualify for a Public Benefit Organisation (PBO) status. This means that private funders and
individuals who donate can list donations made in their own tax filing as an incentive. Make
this information available on the website, and other printed organisational documents. This
will also be particularly helpful if there is a decision to explore social entrepreneurship. Make

all other tax-related information that holds benefits for those who donate available. Also make

sure that your organisation knows how taxation for paid staff works in order to advise staff. This

might also be something to mention in the recruitment process as an incentive.

8 Individual givers and bequests

Alongside creating a campaign to attract individual givers (online, crowdfunding, at events
or any other strategies), consider developing an appeal to members of the community and
society at large to make a bequest to your organisation in their will. A bequest is a financial
term describing the act of giving assets such as stocks, bonds, jewellery, and cash to individuals
or organisations, through the provisions of a will or an estate plan. Bequests can be made to
family members, friends, institutions or charities. Try to establish the regulations in your country

and how to go about it in a legal manner in order to prevent disputes at the time of the will.
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https://www.oecd-ilibrary.org/sites/cfac7a8c-en/index.html?itemId=/content/component/cfac7a8c-en
https://doublethedonation.com/tips/gofundme-alternatives/
https://doublethedonation.com/tips/gofundme-alternatives/
https://www.justgiving.com/crowdfunding/kakumarefugeecampkenyablock13
https://360matchpro.com/how-it-works/

9 Social media and donate banners

Many organisations include a donate banner on their website and social media platforms,
which visitors can click, and they will be directed to payment platforms such as PayPal, Visa/
Mastercard, and other banking facilities as a form of payment. You should make it visible to
the people who visit your website or page so that they can easily locate it and donate an
amount towards your cause. Make sure that the button or banner stands out. This can be done
by either making it bright, colourful or bold. Use a catchy image and a powerful story that
describes the context, and motivates people to donate. Raise awareness and give information.
Give the cause or the story a human aspect — speak from the heart, make it real. Make sure
to always send a thank you message to acknowledge their donation. While having a website
designed to include donate banners requires funding, remember that part of fundraising is

spending money to make money.

Final points to remember when creating a fundraising strategy:

* Maintain a balance between the amount of time, human resources and money needed
to implement fundraisers, and ensure that these do not outweigh what you gain.

¢ Improveyourorganisational profile and credibility through better external communication
with donors, the community and the public.

¢ Maintain a healthy relationship with all your donors, supporters and allies by updating your
database of email contacts after each event and meeting, and send out correspondence
and newsletters to this database regularly.

¢  Increase networking with embassies and/or corporate givers.

¢  Ensure that the platforms you select are reputable so that you don't discredit your
organisation or donors, supporters, allies, community and other stakeholders.

¢  Undergo due diligence with donors to ensure that an alternative funding source aligns
to your and the donor's organisational purposes and values. In this way you can prevent

putting your and the donor's reputation at risk.

If some of these strategies are considered on a scale that really makes a financial impact,
the ideal is to bring this discussion to a board meeting and explore all angles. Aside from
organisational awareness about tax status, all other possible fundraising activities need
to be investigated to see if it is a viable option for your organisation in your community
and country. What might be an advantage in one community or country might be a
disadvantage in the next. The most important point to take away from this fundraising
section of the Toolkit is to think out of the box and let your team be creative about

alternative and innovative ways of sourcing income streams.
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TEMPLATE 1 - ORGANISATIONAL BUDGET

TOTAL Total

S——
INCOME

Fundraiser $ 6000,00

Event $ 15000,00

Social Media income $ 1800,00

Donor A $ 60000,00

Donor B $ 40 000,00

Donor C $ 5000,00

TOTAL INCOME $227 800,00

EXPENCES

STAFF - SALARIES & BENEFITS - THESE ARE

EXAMPLE DESCRIPTIONS AND COSTS

Executive Director $ 250000| 12 |$ 30000,00|% -1$ 10 000,00 $ 30000,00(%
Adminstration & Programmes Officer $ 150000 12 |$ 18000,00|% - $ 18000,00 (%

Policy & Advocacy Officer § 200000| 12 |$ 24000,00|% - $ 24000,00($

Finance Officer $ 2400,00( 12 |$ 28800,00(% -1$ 20 000,00 | $ 8 800,00 $ 28800,00(%

Office Clerk $ 150000| 12 |$ 18000,00|% -1$ 18 000,00 $ -|$ 18000,00|% -
Community mobiliser $ -1 121% -1$ - $ -1$ -
Media & IT Coordinator $ 150000| 12 | $ 18000,00|$% - $ -|$ 18 000,00
Salaries & Wages $ -1 12 )% -1$ - $ -1$ -
Fringe benefits $ -l 12 1% -1$ - $ -19% -
Organisational Costs $ -

Rent $ 100000| 12 |$ 12000,00(% -1$ 10 000,00 $ 2000,00($ 12000,00|% -
Utilities: water, electricity/ gas, rates and taxes etc. | $ 350,00 12 |$ 4200,00|% -1$ 2000,00| $ 2200,00| % -1$ 4200,00|% -
Telecommunication (Including internet) $ 350,00 12 |$ 4200,00| % - $ 4200,00($ 4200,00($% -
Telecom vouchers (quarterly) supoport $ 300,00 4 |$ 1200,00|% - $ 1200,00($ 1200,00|$% -
Annual Audit $ 100000 1 |$ 1 000,00 |$ - $ 1 000,00 $ 1000,00(% -
Bank Charges & Wire Transfer fees (quaterly) $ 300,001 4 |$ 1200,00|$ - $ 1040,000$ 1040,00|$ 160,00
Postage & Courier $ 200,00 4 |$ 800,00 $ - $ 200,00 % 200,00($ 600,00
Printing & Stationary - General $ 100,00 12 |$ 1 200,00 $ - $ 500,00 $ 500,00($ 700,00
Security (ADT and CCTV) $ 100,00 12 |$ 1200,00$ - $ -|$ 1200,00
Insurance $ 100,00 12 [$  1200,00($% - $ -1$ 1 200,00
V?iiﬁe“zf dpgtei ()RefreShme”ts’ toiletpaper, dish ¢ 4000 12 [$  480,00($ - $ 400,00 $ 40000($ 80,00
Social Media advertising fees $ 150,00 12 |$ 1800,00|$ - $ 1 800,00 $ 1800,00|% -
Microsoft annual fees $ 100,001 1 |[$ 100,00| $ - $ 100,00 | $ 100,00 | $ -
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TOTAL Total
o Funds raised through alternative Need/ |NOTES - COSTS, AMOUNTS AND DESCRIPTIONS ONLY

XYZ Organizational Budget 2022 - 2023 Qty CUUEBCY /| O Donor A Donor B sources (un-restrcited) SI::;’::: Over |ENTERED AS EXAMPLES. NOTE THAT FORMULAS ARE ADDED
Zoom annual fees $ 260,001 1 |$ 260,00|$ 260,00 | $ 260,00 $ -
Survey software fees (e.g. Survey Monkey) $ 300,000 1 |$ 300,00|$ 300,00 $ 300,00 | $ -
Accounting & Payroll Software (e.g. Quickbooks) >> $ $ $ s $
as from 2023 i i i i
Computer Expences $ 100000 3 |$ 300000|% 2000,00($ 2000,00({$ 1000,00|3x laptops at $1000 each
Furniture and Equipment (Desks & chairs x 4, kettle,
fridge) $ 400000 1 |$% 4000,00(% 4000,00[$ 4000,00|% -
Repairs & Maintenance $ 200,001 1 |$ 200,00 $ $ -1$ 200,00
Stipends / honorariums / per diems $ -85,00( 10 |$ 850,00 $ 850,00|$  850,00|% -| These are not project specific.
Travel and Accommodation (Staff to attend $ 1000000 1 |$ 10000,00|$ $ -|$ 10000,00| Average of 4 regional/ international trips at $5000 per trip
important conferences/ meetings)
Staff Visa Fees - *if not funded by Host (US visa $160
ea, Eu visa $94 ea) $ IR -|$ $ "% )
Fiscal Host fee - (3% per year of total XYZ grant) $ 1500001 1 |$ 1500,00|% $ -1$ 1500,00

$ $ -1$ -
Board Meetings and AGM $
Board meeting - (1st meeting of the year) $ $ $
Flights (5 per meeting, regional) $  80000| 5 |$ 400000|$ $ $ 4000,00 ;é%%eseﬁ%itemi: $400 - $1200 with an (up-rounded) average of
Accomodation, 3 nights x 5 ppl. Fee incl acc, b/fast) Average of 5 hotels = $190 p/n. (Courtyard $170, Hilton $237,
($190 x 5 ppl = $950, C column = nights) $ 950001 3 |$ 2850001 $ $ 285000 Marriott $160, Holiday Inn Exp $160, Warwick $220)
Airport Transfers & Ground transportation. Both
cities, both directions. 5 ppl $ 8500 5 |$ 425001% $ $ 425,00
Venue/catering (8 ppl x 3 day) § 90000 1 |$ 900,00 | $ $ $ 900,00
Minute taker/ rapporteur + deliver report $ 450,00 1 |$ 450,00| $ $ $ 450,00
Facilitator $ 350,000 1 |$ 350,00 | $ $ -1$ 350,00

$ $ 9000,00|$ (9000,00)
Board meeting - (2nd meeting of the year) $ $ -1$ -
Flights (5 per meeting, regional) $  80000| 5 |$ 400000|$ $ -|$ 4000,00 ;é%%esevjlré:temiz: $400 - $1200 with an (up-rounded) average of
Accomodation, 3 nights x 5 ppl. Fee incl acc, b/fast) Average of 5 hotels = $190 p/n. (Courtyard $170, Hilton $237,
($190 x 5 ppl = $950, C column = nights) $ 95000 3 % 285000 $ -|$ 285000 Marriott $160, Holiday Inn Exp $160, Warwick $220)
Airport Transfers & Ground transportation. Both $ 8500| 5 |$ 425,00 $ $ s 42500
cities, both directions. 5 ppl
Venue/catering (8 ppl x 3 day) $ 900,001 1 |$ 900,00 | $ $ -1$ 900,00
Minute taker/ rapporteur + deliver report $ 450001 1 |$ 450,00 $ $ -1$ 450,00
Facilitator $ 35000 1 |$ 350,00 (% $ -1$ 350,00

$ $ 9000,00 |$ (9000,00)
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TOTAL UeE]
— Funds raised through alternative Need/ |NOTES - COSTS, AMOUNTS AND DESCRIPTIONS ONLY
XYZ Organizational Budget 2022 - 2023 Qty CUUEBCV /| Own currency Denor A Donor B sources (un-restrcited) SI:E::: Over |ENTERED AS EXAMPLES. NOTE THAT FORMULAS ARE ADDED
Board meeting - (3rd meeting of the year) $ - $ -1$ =
. . . Tickets vary between $500 - $1000 with an (up-rounded) average of
Flights (5 per meeting, regional) $ 800,000 5 [$  4000,00($% - $ -1$ 4000,00 $800 per flight ticket
Accomodation, 3 nights x 5 ppl. Fee incl acc, b/fast) Average of 5 hotels = $190 p/n. (Courtyard $170, Hilton $237,
($190 x 5 ppl = $950, C column = nights) $ 95000 3 |$  285000|% ) $ "|$ 285000 Marriott $160, Holiday Inn Exp $160, Warwick $220)
Antport Transfers & Ground transportation. Both $ 8500 5 |$ 42500 ) $ |s 42500
cities, both directions. 5 ppl
Venue/catering (8 ppl x 3 day) § 90000 1 |$ 900,00 | $ - $ -|$ 900,00
Minute taker/ rapporteur + deliver report § 450001 1 |$ 450,00 | $ - $ -1$ 450,00
Facilitator $ 350,000 1 |$ 350,00 | $ - $ -1$ 350,00
$ -1% - $ 9000,00|$ (9000,00)
Annual General Meeting (AGM) $ -1$ - $ -1$ -
: : : Tickets vary between $400 - $1200 with an (up-rounded) average of
Flights (5 per meeting, regional) $ 800,000 5 [$  4000,00|$% - $ -|$ 4000,00 $800 per flight ticket
Accomodation, 3 nights x 5 ppl. Fee incl acc, b/fast) Average of 5 hotels = $190 p/n. (Courtyard $170, Hilton $237,
($190 x 5 ppl = $950, C column = nights) $ 950001 3 |$  285000% ) $ "|$ 285000 Marriott $160, Holiday Inn Exp $160, Warwick $220)
Antport Transfers & Ground transportation. Both $ 8500 5 |$ 42500|$ ) $ |s 42500
cities, both directions. 5 ppl
Venue/catering (8 ppl x 3 day) § 90000 1 |$ 900,00 | $ - $ -|$ 900,00
Minute taker/ rapporteur + deliver report $ 450,00 1 |$ 450,00 % - $ -1$ 450,00
Facilitator $ 350,000 1 |[$ 350,00 % - $ -1$ 350,00
$ - $ 9000,00|$ (9000,00)
Organisational Development $ -
A'ccountmg'tralmng., 6 mnt course - evening classes. s 40000| 6 |§ 2400003 i $ 2 400,00 $ 2400,00|$ i
Finance Officer Assistant
Self care workshop, all staff - 8 members $ 150,000 8 |[$ 1200,00(% - 1200,00($% 1200,00($% -
$ -l 0 |$ -9 - $ -1% -
Activity Costs $ - $ -1$ -
Meeting expenses $ 800000 1 |$ 8 000,00 | $ - $ 4.000,00 2000,00($ 6000,00($ 2000,00
Consultant - Advocacy expert $ 15000001 1 |$ 15000,00|% - $ 3 000,00 2000,00($ 12000,00($ 3000,00
Consultant - Decriminalization Campaign $ 800000 1 |$% 8000,00| % - $ 8 000,00 -|$ 8000,00|$% -
Travel expenses $ 500000 1 |$ 5000,00(% - $ 4.000,00 $ 4000,00($ 1000,00
Catering $ 800000 1 |$ 8 000,00 | $ - $ 3900,00 $ 3900,00(% 4100,00
$ -1$ - $ -1$ -
0 |$ -1$ - $ -1$ -
TOTAL $ 270990,00($ -1$ 60000,00 | $ 40 000,00 21 350,00 | $226 350,00 | $ 44 640,00
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TEMPLATE 2 - PROJECT BUDGET

CIVIL SOCIETY FINANCIAL MANAGEMENT AND RESOURCE MOBILISATION

PROJECT ACTIVITY BUDGET - 2022
[ORGANIZATION NAME]

Project: Access for LGBTQ inclusion in Health Services

usb

Grant Total

$35 000,00

Date grant received:

Exchange Rate used:

Local Currecy

$

ACTIVITY EXPENSES

Description

Local currency

Use in Colunm D the currency the funder works

Calculate exchange rate from the date the grant was received. If the donor don't specify, source which currency convertor website,

example XE.COM you are using, and always use the same site, same date

Budget notes

Meeting venue $1 000,00 1 $1 000,00
Transport - participants $20,00 50 $1 000,00
Catering 1500 1 $1 500,00
Facilitator $800,00 1 $800,00
Minute taker $450,00 1 $450,00

Consultant - researcher $2 500,00 1 $2 500,00
Interview stipends $20,00 100 $2 000,00
Report edit, design $600,00 1 $600,00

Flight to X city $1 300,00 3 $3 900,00
Ground transport $400,00 1 $400,00
Meals $50,00 3 $150,00

Consultant - graphic designer $2 500,00 1 $2 500,00
Prinitng: posters $3,00 1000 $3 000,00
Dissemination $1 000,00 1 $1 000,00

Travelling (1 staff, 1 peer educator, 2 volunteer) $2 000,00 1 $2 000,00

Accommodation, 2 nights, 5 towns, 4 persons) $2 000,00 1 $2 000,00 $50 per night x 2 nights x 5 (different towns) x 4 persons

Admin

Printed materials $600,00 1 $600,00

Per diem, while out of office/ city $1 600,00 1 $1 600,00 $40 per 4 persons x 10 days out of office

Salary contribution Advocacy officer $5 000,00 1 $5 000,00 This is calculated at an estimated % of time work on this project at the salary of position
Salary contribution Peer educator $3 000,00 1 $3 000,00 This is calculated at an estimated % of time work on this project at the salary of position
Total Expense $35 000,00

o
o




CIVIL SOCIETY FINANCIAL MANAGEMENT AND RESOURCE MOBILISATION

TEMPLATE 3 - MAP AND REFLECT: PAST DONORS

The first part of this Template demonstrates examples, and the next part of the Template is completely blank, to easily copy and use. (Use the following colour key, to mark your reflections in categories)

| Definitely possible | Maybe, with effort

Funder Details

‘ [Organisation Name] Realities and Reflections

If it was by grant call, when July 2019
Year/s grant was active 2020 - 2021
Grant type — method/approach Applied
Grant size/amount $5,000 USD

Purpose

Project — workshops

Reflect on exit/closure/relationship

Likeliness to approach again

Suggested action point (who, when)

If it was by grant call, when

It was a great working relationship

February 2021

Year/s grant was active

2021 (April — Oct)

Grant type

Emergency grant

Grant size/amount

$4,000 USD

Purpose

Project/ Covid-19 Relieve

Reflect on exit/closure/relationship

Have a good working, collaborative relation, they were flexible and had understandable reporting templates

Likeliness to approach again

Yes, we will maintain this working relationship

Suggested action point (who, when)

If it was by grant call, when

Director to continue communication and efforts, reach out and explore possibilities for future grants

Mid 2016, deadline was Dec 2016

Year/s grant was active

2017 - 2018

Grant type

Applied

Grant size/amount

$40,000 USD ($20,000 each year)

Purpose

Salary & project. Advocacy Gender Identity recognition

Reflect on exit/closure/relationship

Good relationship, will like to continue advocacy collaborations with them

Likeliness to approach again

Yes, we will maintain this working relationship

Suggested action point (who, when)

Continue communication and efforts

If it was by grant call, when

Approached through networking

Year/s grant was active

2019

Grant type

Meeting sponsorship, partially

Grant size/amount

Supported with some meeting costs. Indirectly (i.e., paid directly to the hotel)

Purpose

Strategic plan, meeting costs sponsored accommodation and meeting venue cost.

Reflect on exit/closure/relationship

It was a good collaboration, but not sure — it was a sponsorship that paid to our meeting venue

Likeliness to approach again

Actually, a great idea to contact them and explore possibilities

Suggested action point (who, when)

Draft email to request a meeting, and attach latest newsletter and organisational updates
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Funder Details

[Organisation Name] Realities and Reflections

CIVIL SOCIETY FINANCIAL MANAGEMENT AND RESOURCE MOBILISATION

If it was by grant call, when

Year/s grant was active

Grant type — method/approach

Grant size/amount

Purpose

Reflect on exit/closure/relationship

Likeliness to approach again

Suggested action point (who, when)

If it was by grant call, when

Year/s grant was active

Grant type

Grant size/amount

Purpose

Reflect on exit/closure/relationship

Likeliness to approach again

Suggested action point (who, when)

If it was by grant call, when

Year/s grant was active

Grant type

Grant size/amount

Purpose

Reflect on exit/closure/relationship

Likeliness to approach again

Suggested action point (who, when)

If it was by grant call, when

Year/s grant was active

Grant type

Grant size/amount

Purpose

Reflect on exit/closure/relationship

Likeliness to approach again

Suggested action point (who, when)
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TEMPLATE 4 - MAP PROSPECTIVE (NEW) DONORS

Financial support

Non-financial support

Thematic focus

Target
groups

Who can |How to
apply

apply

Examples

of previous
grantees (Trans /
Caribbean)

CIVIL SOCIETY FINANCIAL MANAGEMENT AND RESOURCE MOBILISATION

Intersectional
links

Notes

Contacts

More work, time and networking needed to access them

Equality and Justice Alliance

catalyse and connect leadership
from governments, the private
sector and communities to
deliver life-saving HIV services.
Without UNAIDS, there would be
no strategic vision for the AIDS
response.

is connecting people
to potential source
channels, but also
providing support in
putting together grant
proposals, and having
negotiations with
donors”.

on analysis, data gathering,

we are the entity that collects
data on HIV every year from
every country. That is not just
epidemiological data, but a lot
of legal and policy frameworks
that are quite helpful when
you're doing an analysis. The
third thing is advocacy. UNAIDS
supports lobbying with the

politicians and governments and

looking out for people’s safety,
and making sure that people
can organise and advocate in a
safe way, even though it comes
with pressures and intense
intimidations.

in Jamaica] with
the Partnership
To Eliminate

All Forms of
Stigma and
Discrimination:
UNAIDS, started
to negotiate with
the government
of Jamaica to
get them to

participate in this.

The Equality & Justice Alliance was | N/A Explore advocacy support Their 2020-2025 Strategic Network/ [t might be a great strategy | Onika Stellenburg. | https://www.
formed to provide this support, especially with regard to Gender | Plan outlines how they will outreach to explore possible caribbean@ royalcwsociety.org/
with funding of £5.6m from the Identity Recognition work. Their |focus on four impactful overlaps, areas of support | royalcwsociety.org | Pages/Category/
UK Foreign and Commonwealth Equality & Inclusion focus is a areas. Their alliance partners and collaboration, especially equality-and-
Office. Between 2018 and 2020 great fit for UCTRANS Strategic | are the Kaleidoscope Trust, with longerstanding inclusion

the RCS will be working with Priority 1: Violence, Stigma, Human Dignity Trust, and strategies in the various

our Alliance partners from the Discrimination and Exclusion. Sisters For Change. In the countries in the Caribbean

Kaleidoscope Trust, Human Dignity “working with champions” to advocate for Gender

Trust, and Sisters For Change, programme they support Identity Recognition

on an ambitious programme of the work of Commonwealth

work to support Commonwealth leaders who advocate

governments and civil society for the rights of women,

organisations to reform unjust LGBT+ people. In another

laws. We are co-leading work in a programme “Inclusive

range of Commonwealth countries, tourism in the Caribbean”

supporting civil society coalitions they are working with

to advocate for reform and working businesses and civil society

with high-level Champions who to use tourism to advance

are leading the call for change. equality for LGBT+ people

The EJA will also be delivering a in the Caribbean.

programme of technical support to

Commonwealth government that

request assistance to deliver legal

reform.

UNAIDS

UNAIDS provides the strategic N/A, however on They can provide technical Network/ [Example Ruben Pages: https://www.unaids.
direction, advocacy, coordination resource mobilisatio: support, as technitians. They outreach of support pagesr@unaids.org | org/en/whoweare/
and technical support needed to "The way that we do it | have a strong mandate on data, UNAIDS gave about
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https://www.royalcwsociety.org/Pages/Category/equality-and-inclusion
https://www.royalcwsociety.org/Pages/Category/equality-and-inclusion
https://www.royalcwsociety.org/Pages/Category/equality-and-inclusion
https://www.royalcwsociety.org/Pages/Category/equality-and-inclusion
https://www.royalcwsociety.org/Pages/Category/equality-and-inclusion
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Financial support

Non-financial support
groups | apply

Thematic focus Target Who can |How to

apply

CIVIL SOCIETY FINANCIAL MANAGEMENT AND RESOURCE MOBILISATION

Examples Intersectional
of previous links
grantees (Trans /

Caribbean)

Contacts

Website

Human Dignity Trust

The Human Dignity Trust is the
only organisation working globally
to support strategic litigation to
challenge laws that persecute
people on the basis of their

sexual orientation and/or gender
identity. They provide technical
legal, communications and security
assistance to lawyers and activists
who are defending human rights

in countries where private, same-
sex, consensual sexual activity is
criminalised. Local activists and
lawyers always lead and inform their
work. They set the pace, to ensure
that legal interventions are timely,
and complement wider calls for
change.

Working with their Legal and
Bar Panels, a network of 25 of
the world's leading law firms and
eminent barristers, they have
helped local activists and civil
society organisations across five
continents access more than
£16million of pro bono technical
legal assistance since 2011.

N/A

The Human Dignity Trust is a
charitable organisation that
supports local human rights
defenders to challenge laws
criminalising LGBT people,
wherever such laws exist in
the world, through the courts.
Laws that criminalise LGBT
people foster and perpetuate
serious and systematic human
rights violations and violate
international human rights law.

Network/
outreach

Examples of
Human Dignity
Trust and

civil society
organisations:
assisted with
strategic litigation
in both, the

case in Belize: A
Constitutional
Challenge to the
Laws Criminalising
Homosexuality;
and Jamaica:
Petition before
the Inter-American
Commission on
Human Rights. In
Guyana Human
Dignity Trust
supported the
case when the
Caribbean Court
of Justice (CCJ)
strikes down
Guyana'’s law
targeting trans
people.

Emma Eastwood,
Head of Strategic
Communications,
T: +44 (0)207 242
2248 / Email:
emmaeastwood@

humandignitytrust.

org / Twitter: @
HumanDignityT
— Or —Téa Braun,
Director, T: +44
(0207419 3773/
Email: teabraun@

humandignitytrust.

org / Twitter: @
teabraun

https://www.
humandignitytrust.
org/

Donor name

Donor name

Donor name
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TEMPLATE 5 — ORGANISATIONAL GRANT ASSESSMENT

Organisational grant assessment — Replace the guiding/ prompting information with the

specific donor you are assessing as well as your own organisational information

[Name of Donor/ Funder] | Funder/Call
and the Specific Call

CIVIL SOCIETY FINANCIAL MANAGEMENT AND RESOURCE MOBILISATION

[Organisation name] Implications (whether this is a good match or not)

Donor background

Do they usually fund LGBTIQA+, or people of colour, or youth, or gender? Look on their
website for the previous year's grantees. Is there a correlation to your organisation?

An implication can be that they are looking to fund youth projects, but your organisation’s youth project in the strategic
plan is only for Year 3. The implication will be to take this to your board and decide if it is worth the effort to change your
plans and approach, because you have already put thinking into what must happen in Year 1 and 2 before you reach Year
3. Most of the time it is not worth changing your own plans for the purpose of a grant.

Objectives of call

What is the objective of the funder with this call? Type it out here.

Does that match the objectives of your organisation?

Geographic scope of call

The call might specifically mention only East Africa or Latin America, and the Caribbean.
Sometimes they list specific countries. Or they can mention Global South, Commonwealth.

X —here you fill out if your organisation matches this criterion

Underlying assumptions
of call

The call can specify a focus on advocacy, policy reform, etc.

For example, there is usually something like the following in the first few paragraphs of the
call:

“While constitutional rights are tools in the struggle against poverty and inequality and can
be used to build a new society in which all citizens are empowered to live their lives in dignity,
this requires that vulnerable and marginalised groups are not only made aware of their rights
but are also informed of how to access these rights.”

X — here you fill out whether your organisation does advocacy work, or whether you instead focus on service delivery, etc.

Underlying values

A funder can ask you to demonstrate exactly how your organisation aligns itself with social
justice.

For example: democracy, citizen participation, access to justice, human rights, reaching 2030
SDGs.

X — here you need to write exactly what your organisation’s standpoint on or decisions are with regards to these underlying
values

Target group

Example: Trans-led, LBQ-led, youth-led or POC communities or people who are HIV+.

Or there may not be a narrow/specific target group, but may refer broadly to human rights.

X — here you indicate if your organisation falls into this category or not. If not, no need to “quickly adapt” to these. These
are crucial decisions and underscore your constitution and community expectations.

Decide if you want to take a chance on such a broad target group.

Qualifying criteria

Stipulate here the geography, budget, and other relevant criteria the call indicates

X — here you write all the “answers” about your organisation

Requirements for
activities/outcomes

The call might be specific to events such as 16 days of Activism, or to write a CEDAW shadow
report, or to develop a research based on the grant theme

Although the grant's broad interest was human rights, this requirement might lead your organisation to a “no” decision if
you did not plan to engage and write a CEDAW report

Additional requirements,
if applicable
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[Name of Donor/ Funder] | Funder/Call [Organisation name] Implications (whether this is a good match or not)
and the Specific Call

Is this call and its target/ | X — here you write the information of the donor, which you find in the call, or on their website | X —here you write all the “answers” about your organisation
purpose in line with
[Organisation name]’s
strategic plan, mission,
vision, goals?

Trans/LGBT [your mission/ X — here you write about your organisation’s specific target population
goals] specific aspects?

Timeframe of activities From receiving the funds to delivering the end report Is this a doable timeframe for your organisation?

Scope The maximum amount that can be requested Is that sufficient for the project you want to apply for, or will you need to apply to more than one funder to complete the
project? What is your plan B if you do not get more grants — will you scale the project down or make another decision?

Deadline Deadline to submit the proposal (and secondary, to complete the project, or alternatively if it
is organisational support for a year, etc.)

Method of submission These days most funders accept online applications (by email or their online platform).
However, be alert to whether they mention that originals should be couriered.
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TEMPLATE 6 — PROJECT TIMELINE

Template - Project Timeline

[Name of organisation]

[Name of project]

Timeline

Activity Action person/s ‘ Jan-22 ‘ Feb-22 ‘ Mar-22 ‘ Apr-22 ‘ May-22 ‘ Jun-22 ‘ Jul-22 ‘ Aug-22 ‘ Sep-22 ‘ Oct-22 ‘ Nov-22 ‘ Dec-22

Conclude contract with [Donor name] — Bank details etc. [Donor], [Org name] Target 1
Draft and refine the Timeline and Plan XYZ, ABC Target 2
Blah blah and also blah XYZ, ABC Target 3
Blah blah and also blah XYZ, ABC Target 4
Blah blah and also blah XYZ, ABC Target 5
Blah blah and also blah XYZ, ABC Admin
Blah blah and also blah XYZ, ABC

Blah blah and also blah XYZ, ABC

Blah blah and also blah XYZ, ABC

Blah blah and also blah XYZ, ABC

Blah blah and also blah XYZ, ABC

Blah blah and also blah XYZ, ABC

Blah blah and also blah XYZ, ABC

Blah blah and also blah XYZ, ABC

Blah blah and also blah XYZ, ABC

Blah blah and also blah XYZ, ABC

Blah blah and also blah XYZ, ABC

Blah blah and also blah XYZ, ABC

Blah blah and also blah XYZ, ABC

Blah blah and also blah XYZ, ABC

Blah blah and also blah XYZ, ABC

Blah blah and also blah XYZ, ABC

Blah blah and also blah XYZ, ABC

Blah blah and also blah XYZ, ABC

Blah blah and also blah XYZ, ABC
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TEMPLATE 7 - REQUEST FOR EXTENSION LETTER

[Organisation Logo]

[Date]

Title] [Name of Donor Contact]

Donor Contact Position]

[

[

[Donor Name]
[Donor Address Line 1]

[Donor Address Line 2]

[Donor Address Line 3]
REGARDING: [NGO Name] Grant
[Project Title or Grant Number]

Dear [Name of Donor Contact],

| am writing to request an extension of [grant number and/or name] until [date of requested

extension]. The current end date of the grant is [current grant end date].
The primary reason for the extension concerns [detailed main reason for extension].
Additionally, the grant extension will allow us to [additional reasons to extend the grant].

The grant has been enormously successful, and the contribution made thus far in this project
has had a noticeable and positive impact on our community [provide an example of the positive
impact]. Our challenge now is to move forward into the next stage, seeking to strengthen

existing impacts and further consolidate the usefulness and effectiveness of our strategy.

Towards this end, we soon plan to submit to you the final financial and narrative reports outlining
what we have learned from the grant thus far. We then hope to include with that a supplemental
proposal for activities and budget going forward. We anticipate the supplemental proposal

would be roughly proportional in size to the original one.

Please let us know if this approach makes sense.

| look forward to hearing from you soon.
Best regards,

[Name]
[Position]
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