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Group Set Up and Project Planning Guidance for 

Voluntary & Community Groups 

One of the most important things an organisation needs to do is Plan. You need to know what you want and how you’re going to achieve it. Some of the questions below are the most common ones funders will ask when you start looking for funding.

When answering some of the questions, it might just be a case of considering the points and as a group discussing this, where as for some you may need to document some work carried out which you can refer back to later.

1) Description of your organisation

What does your group do, where, for whom and what size is it?

Most of this information should be in your constitution under your aims and objectives. But you may want to include number of members and attendees.

List current activities which your organisation runs or is intending to run.

What is your legal structure?

Do you have an adopted constitution; have you a bank account in the name of the organisation with at least 2 signatories. Are you keeping account of all your meetings?

2) Describe the Project

Many organisations run more then one project or activity. Answer these questions per individual  project:

· Description of project – give a specific outline of the activity or service you want to run?

· When will this project start/ end, or is it ongoing?

· Exactly how much you need in order to run this project and exactly what will you spend this money on?

(You can break down these costs into capital or revenue. This could include rent, equipment, volunteers or training etc.)

3) Why is this Project  necessary?

What is the problem or issues you are trying to address

4) How do you know there is a need?

Have you consulted the intended beneficiaries or the community you will be working in?

Is there any other provision for this need in your local area, so you are not duplicating services?

5) What difference are you trying to make?

How will your project meet the need?

How will it benefit people?

How will your project make things improve from what they already are now?

If your group is brand new, how can you demonstrate the experience or expertise you have on the management committee to the carry out and deliver this project, and manage the activities, volunteers?

6) Have you got links with other organisations doing similar things in your area, to make sure there isn’t an overlap?

How would you avoid duplicating services which already exist, or how will you be working in partnership with them?

7) How will you / do you make sure that you are open to everyone?

Are you aware of equal opportunities and what it means, do you have a policy?

 8)  Are you aware of other policies / insurances you will have to have in place when operating and delivering your project? 

E.g. Child protection policy, health and safety, public liability insurance

Monitoring and Evaluation

How will you make sure that the opinions of the people you help feed back into the work you do, how do you know the quality and effectiveness of your services / activities?

· Regular feedback sessions / evaluation forms

· Questionnaires

· Suggestions Book    

· Consultation sessions                  
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