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Instructions for Grantmakers
{{ Grantmakers: delete this page after reading }}

This sample Application Form can be adapted to suit your own grant program’s needs. Non-
Australian grantmakers in particular should note that some questions in this form may not 
be suitable for your circumstances. You may wish to choose the international or NZ sample 
form templates instead.
Note that conditional logic has been applied to this form. If you remove sections/
questions, this logic may be affected. Use 'Preview' mode to view where logic has been 
applied, or click on 'Section' or 'Page' headers to see conditions on the left-hand panel. 
Some questions also have validation applied (e.g., mandatory fields), but in most cases you 
will need to add this yourself.
This is a very comprehensive form - maybe too comprehensive if your program is giving 
out a small amount of money. You should delete, add, edit and adapt the questions 
(including hints, validation and conditional logic) to suit your own program's 
needs and the capacities of your applicant communities. Delete what you don't 
need – as a rule of thumb, don't ask a question if you don't know if or how you will use the 
answers.   
You should consider providing, alongside your guidelines, a checklist of information/
documentation that applicants will need to have on hand in order to complete your form.
We have highlighted, {{ like this }}, areas where you need to delete or add your own 
information before you make the form live.
For more information on good form building practices and other aspects of 
SmartyGrants, visit the Help Hub. The Help Hub is a comprehensive resource 
that contains written documentation and video tutorials. You can also access 
our Grantmaking Toolkit which is designed to walk you through the process of 
building, reviewing or refreshing a grants program. The easy-to-follow stages 
within will provide you with the necessary knowledge and systems to build and 
administer grants programs for maximum impact.
Form builder checklist:

1.Get familiar with this form, including the conditional logic.
2.Amend this form as per the instructions above, paying particular attention to the needs 

of your own program and the capacities of your applicant community.
3.Apply/check logic and validation for each question.
4.Delete this page (and all other grantmaker instructions).
5.Customise confirmation email in Form Settings.
6.Double-check that you have replaced all the instructional material in this form with your 

own information.
7.Test your form (run a test round - see our Help Hub for details).
8.Open your live round.

We want your feedback!
Please provide suggestions for improvements to this form by emailing
service@smartygrants.com.au 
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Eligibility
* indicates a required field

{{ Grantmakers: delete this section after reading }}

The items shown below are some of the more common inclusions and exclusions that are 
applied to community grants, but they should not be used on your form unless they apply 
specifically to your particular situation. 
Try not to rule in or out any types of applicants just because that’s what you’ve always 
done, or just because that’s what others do. Think about why particular exclusions are in 
place, and whether or not they are useful and defensible.

Program
 

This field is read only.

Applicants: please note

Before completing this application form, you should have read the program guidelines:
{{ insert hyperlink }}.
Incomplete applications and/or applications received after the closing date will not be 
considered.
This section of the application form is designed to help you, and us, understand if you are 
eligible for this grant. It is important that you complete these questions before any others to 
ensure you do not waste your time applying for an unsuitable grant.
If you have any questions in regards to these eligibility criteria, please contact {{ insert 
contact details }}.
If you do contact us throughout the application process, please quote the application 
number below.

Application Number
 

This field is read only.

Confirmation of Eligibility

Before proceeding, please confirm the following:

•  you have read and understood the program guidelines 
• you are able to demonstrate alignment between your project and the aims of this 
program

• your organisation is a not-for-profit organisation (includes educational institutions such 
as schools and kindergartens)

• your organisation is incorporated, or is auspiced by an incorporated organisation for the 
purposes of this application

• your organisation is located in (and/or supplies services to) {{ Grantmakers: insert 
geographic location if relevant }}
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• your organisation is an endorsed Deductible Gift Recipient (DGR) {{ Grantmakers: 
most not-for-profit organisations do not have DGR so use this criterion only if 
this is a specific requirement of your funding }}

• your organisation is able to demonstrate financial viability 
• your organisation does not owe any reports or money to {{ insert Grantmaker 
name }} as a result of previous funding or grants

• your organisation has the appropriate type and level of insurance for the activities that 
are the subject of this grant

• your organisation is not {{ insert exclusions - e.g., a political party / seeking 
capital funding / etc. }}

You must confirm that all statements above are true and correct. *
☐   Yes

 
Contact Details
* indicates a required field

Privacy Notice

We pledge to respect and uphold your rights to privacy protection under the Australian 
Privacy Principles (APPs) as established under the Privacy Act 1988 and amended by 
the Privacy Amendment (Enhancing Privacy Protection) Act 2012. To view our privacy 
statement, go to {{ Grantmakers: insert hyperlink to your privacy statement }}

Applicant Details

Applicant *
○ Individual ○ Organisation
Organisation Name

 
Title   First Name   Last Name
         
Make sure you provide the same name that is listed in official documentation.

{{ Grantmakers: if only individuals are applying to this program, or only 
organisations are applying to this program, change the layout option for the 
question above using the drop-down menu in the control panel to the left. Delete 
this general content question after reading. }}

Department/Branch/Faculty *
 
{{ Grantmakers: you can create a custom contact field to collect information like 
Department/Branch/Faculty here provided you have appropriate user access to 
the account settings. This means that this information will appear in the contact 
directory along with all of the other contact information you collect. You can read 
more about contact fields on our Help Hub. Delete this general content question 
after reading. }}
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Applicant primary address
Address
 
 

Applicant postal address
Address
 
 
Applicant primary phone number *

 
Must be an Australian phone number.

Applicant email address *
 

Must be an email address.

Applicant website
 

Must be a URL.

Primary Contact Details

{{ Grantmakers: if only individuals are applying to this program, you could 
consider deleting this section. Delete this general content question after 
reading. }}

Primary contact *
Title   First Name   Last Name
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This is the person we will correspond with about this grant.

Position held in organisation *
 

e.g., Manager, Director or Fundraising Coordinator.

Primary contact primary phone number *
 

Must be an Australian phone number.

Primary contact office phone number
 

Must be an Australian phone number.

{{ Grantmakers: other phone number types are available via the "Add Question" 
menu. Delete this general content question after reading. }}

Primary contact email address *
 

This is the address we will use to correspond with you about this grant.

 
Organisation Details
* indicates a required field

{{ Grantmakers: you may wish to set word limits for long text answers, such as 
the one below, to avoid lengthy answers from applicants. Delete this general 
content question after reading. }}

What is your organisation's purpose or mission? *

 
{{ Grantmakers: you should include questions here that allow you to collect 
reportable information about the type of organisations you are funding such as 
size, type, etc. The examples included below may or may not be suitable. Delete 
this general content question after reading. }}

What type of not-for-profit organisation are you? *
○   Educational institution (includes pre-schools, schools, universities & higher education 
providers)
○   Religious or faith-based institution
○   Philanthropic organisation
○   Peak body
○   Social enterprise
○   International NGO
○   Professional association
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○   Healthcare not-for-profit
○   Community group
○   Political party / lobby group
○   Research body
○   General not-for-profit (i.e. none of the sub-types listed above)
Please choose the option that best applies to your organisation.

What is your organisation's annual revenue? *
○   Less than $50,000
○   $50,000 or more, but less than $250,000
○   $250,000 or more, but less than $1 million
○   $1 million or more, but less than $10 million
○   $10 million or more, but less than $100 million
○   $100 million or more
Your revenue includes grants, donations, and other fundraising activities, fees for services, sale of 
goods, interest, royalties and in-kind donations that have been included in your accounts as 'revenue'. 
The Australian Charities and Not-for-profits Commission (ACNC) has more detailed information here:
https://www.acnc.gov.au/tools/topic-guides/revenue

What is your organisation's legal structure? *
○   Unincorporated association
○   Incorporated association
○   Cooperative
○   Company limited by guarantee
○   Indigenous corporation, association or cooperative
○   Organisation established through specific legislation
○   Trust
○   Unknown
○ Other:

 
If your organisation is unincorporated. it must have an auspice organisation.

Does your organisation have an ABN? *
○  Yes ○  No

Applicant ABN *
 
The ABN provided will be used to look up the following information. Click Lookup above to 
check that you have entered the ABN correctly.

Information from the Australian Business Register

ABN

Entity Name

ABN Status

Entity Type

Goods & Services Tax (GST)

DGR Endorsed

ATO Charity Type More information

ACNC Registration
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Tax Concessions

Main Business Location

As you do not have an ABN, please submit a completed ATO Statement by a Supplier Form 
with your application, otherwise 48.5% of any approved grant may be withheld. Download 
the form from the ATO website.

Please upload completed Statement of Supplier Form. *
Attach a file:

 
Max 25mb per file uploaded

What is your incorporation number? *
 

Incorporated Association or Australian Company Number

 
Auspice Information
* indicates a required field

Is your organisation auspiced by another organisation for the purpose of this 
grant? *
○  Yes ○  No
Unincorporated organisations applying for a grant must be auspiced by an incorporated organisation. 
If you do not have an auspice you should not apply for this grant.

Auspice Organisation Details

Auspice organisation name *
Organisation Name

 
Please use the organisation's full name. Make sure you provide the same name that is listed in official 
documentation such as that with the ABR, ACNC or ATO.

Auspice primary address
Address
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Auspice postal address
Address
 
 
Auspice primary phone number *

 
Must be an Australian phone number.

Auspice email address *
 

Must be an email address.

Auspice website
 

Must be a URL.

Primary contact person at auspice organisation *
Title   First Name   Last Name
         
We may contact this person to verify that the auspice arrangement is valid and current.

Position held in organisation *
 

e.g., Manager, Board Member or Fundraising Coordinator.

Auspice primary contact primary phone number *
 

Must be an Australian phone number.

Auspice primary contact office phone number
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Must be an Australian phone number.

Auspice primary contact email address *
 

Must be an email address

Please attach a letter from the auspice organisation confirming that the auspice 
arrangement is valid and current. *
Attach a file:

 
The letter must be signed by an authorised person (e.g., Manager, CEO or Board Chair) and must 
include: name, position, signature and date.

Does the auspice organisation have an ABN? *
○  Yes ○  No

Auspice ABN *
 
The ABN provided will be used to look up the following information. Click Lookup above to 
check that you have entered the ABN correctly.

Information from the Australian Business Register

ABN

Entity Name

ABN Status

Entity Type

Goods & Services Tax (GST)

DGR Endorsed

ATO Charity Type More information

ACNC Registration

Tax Concessions

Main Business Location
Must be an ABN.

As the auspice organisation does not have an ABN, please submit a completed ATO 
Statement by a Supplier Form with your application, otherwise 48.5% of any approved grant 
may be withheld. Download the form from the ATO website.

Please upload completed Statement of Supplier Form: *
Attach a file:

 
Max 25mb per file uploaded
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Project Details
* indicates a required field

{{ Grantmakers: you may wish to make some of the questions below optional, 
rather than mandatory. Be aware that optional fields can cause incomplete 
applications. Delete this general content question after reading. }}

Project title *
 

Word count:
Must be no more than 25 words.
Provide a name for your project/program/initiative. Your title should be short but descriptive

Anticipated start date *

 
Anticipated end date *

 

Please provide a short summary of your initiative *

 
Be descriptive, but succinct. Include a brief summary of who this project is for (i.e. beneficiaries), 
what you will do (i.e. the activities you will perform), and what effects you expect to result from your 
activities (outcomes). Go to the SmartyGrants Answers Bank if you need some ideas about how to 
frame your response.

Rationale / Theory of Change: What is the need and how will you address it? *

 
Tell us why your initiative is needed, and why you believe the activities you propose will produce 
the outcomes you seek. Provide statistics/evidence (where available) of both the need and the link 
between the work you will do and the outcomes you seek. Go to the SmartyGrants Answers Bank if 
you need some ideas about how to frame your response.

Alignment - How will your initiative help {{ insert grantmaker's name }} achieve 
our goals? *

 
Please consult the program guidelines for more information about our program and organisational 
goals - see {{ Grantmakers: list program goals above this question, or insert website address here }}. 
Go to the SmartyGrants Answers Bank if you need some ideas about how to frame your response.

Intermediaries

Intermediaries
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One per row. You may add extra rows if required. In order to induce changes in your target group, 
you may need to work through one or more layers of intermediaries. If you wanted to reduce ethnic 
prejudice, for example, you might want to work through teachers to change students, or even 
through teacher training colleges to change teachers.

Milestones

What are the major steps / stages (i.e. milestones) involved in delivering your initiative? 

Milestone Start Date End Date Notes
       

One per row. e.g. 
Planning; recruitment; 
evaluation. Add more 
rows if you want to list 
additional milestones.

Leave blank if date 
is unknown or not 
relevant.
Must be a date.

Leave blank if date 
is unknown or not 
relevant.
Must be a date.

Add notes if you 
need to provide more 
context.

Community Support

Does this initiative have community support? In particular, do the beneficiary 
and/or geographic communities affected by this project/program support the 
activities you are proposing? *
○  Yes ○  No ○  Don't know
Evidence of community support is generally highly regarded as projects with community buy-in tend to 
be more successful.

What evidence do you have that this project/program has community support? *

 
Go to the SmartyGrants Answers Bank if you need some ideas about how to frame your response.

Please upload letters of support (if available/relevant)
Attach a file:

 
A maximum of 5 files can be attached

 
Project Outcomes
* indicates a required field

{{ Grantmakers: You can adjust the choice list for these CLASSIE questions 
below in the Program and Round Settings screens. Delete this section text after 
reading. }}

What are the primary areas of focus for this project/program? *
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You may select up to five items. You can select items from any area of the list – all have equal value. 
Only select sub-categories if you want to be more specific. In this question we want to know about the 
field of work (e.g. arts, sport, health), rather than the types of people it will affect (e.g. young people, 
refugees).

Who are the expected primary beneficiaries of this project/program? *
 

Please choose only the group/s that are at the very core of this project/program. If your initiative is 
open to everyone, choose the first item, 'Universal – no particularly targeted beneficiaries'

Theory of Change

A theory of change describes how one activity (or a series of activities), when carried out in 
a certain way, will or may lead to a particular outcome. A theory of change can be provided 
in written or diagrammatic form.
By outlining your theory of change – why you believe the activities you carry out will 
produce the outcomes you seek – you can help us understand why funding the work you do 
may contribute to producing a social, economic or environmental change.

Theory of Change Evidence Explanatory notes
Please explain why you believe 
the activities you propose 
will create a shift towards the 
outcomes you seek.

Provide evidence (where 
relevant) of the link between 
the work you will do and the 
outcomes you seek.

Add notes if you need to provide 
more context.

     

Project Outcomes

Please tell us about the outcomes you expect to result from your project. Outcomes are the 
changes you expect to occur for the beneficiaries (direct, indirect and/or intermediaries) of 
your project. Generally, outcomes can be framed as an increase or decrease in one or more 
of the following:

• Skills, knowledge, confidence, aspiration, motivation (these are generally immediate or 
short-term outcomes)

• Actions, behaviour, change in policy (these are generally intermediate or medium-term 
outcomes)

• Social, financial, environmental, physical conditions (these are generally long-term 
outcomes)

Immediate outcomes occur directly following an activity (e.g. within 1 month); medium-term 
outcomes are those that fall between the short and long-term outcomes (e.g. between 1 
month and 2 years); and long-term outcomes are those we expect to see years later (e.g. 2, 
5, 10 or 50 years after the activity).

Your outcomes Timeframe Explanatory notes
What changes do you expect 
will occur as a result of your 
project (e.g. Enhanced physical 
fitness)? Please be brief. One 
per row.

When do you expect this 
outcome to emerge?

Add notes if you need to provide 
more context.
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Please list any indirect beneficiaries you anticipate will or may be affected by 
your initiative.

Indirect beneficiaries
 

One per row. You may add extra rows if required. Indirect beneficiaries are those who may not be 
targeted by your initiative but are nonetheless expected to be affected by it. For example, a country 
sports program might be expected to improve the health of the participants (‘rural children and 
youth'), but also to contribute to strengthened community cohesion and capacity building through 
greater involvement in sports clubs (‘rural adults’).

 
Project Outputs
Your metrics

A metric is a measurement designed to indicate whether or not progress towards an 
outcome is occurring, and quantify the extent to which it is occurring.
You may add your own metrics here.
Metrics work best when they:

•  Are quantifiable/numeric
• Are clearly defined and succinct
• Contain all the context needed to gauge and compare the result (e.g. unit [e.g. cm, 
metres, people, people-days, %, etc]; direction of change [increase; decrease; etc.]; 
timeframe [e.g. per month; per year; etc])

• Have been tested, and/or are in common use, and/or are commonly understood as a 
relevant and useful indicator of performance in a particular arena

• Are used sparingly - you are much better off to ""ask one good question and answer it 
reliably"" than try to track many things at once

• Relate to a clearly articulated outcome or activity.

Metric Target Collection method Explanatory notes
One per row. Add more 
rows if you want to list 
additional metrics.

Identify a target for the 
metric you have chosen 
- an estimated total for 
your project.
Must be a number.

How will you collect and 
verify the data? E.g. 
survey, interviews/case 
studies, focus groups, 
administrative data 
(e.g. case management 
data), observation/
estimation, government 
or public dataset 
(e.g. Census), other 
datasets.

Add notes if you 
need to provide more 
context.
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Qualitative evidence

Qualitative evidence is a descriptive rather than numeric form of evidence designed to 
indicate whether or not progress towards an outcome is occurring.
Examples of qualitative data sources include interviews, testimonials, focus group 
transcripts/summaries, social media posts, media appearances/mentions, and artistic or 
multimedia depictions such as photographs, videos and audio/podcasts.

Qualitative evidence Explanatory notes
Select the type of qualitative evidence you will 
use to help track your progress. One per row. Add 
more rows if you want to list additional types of 
qualitative evidence.

Add notes if you need to provide more context.

   

 
Project Budget
* indicates a required field

Total Amount Requested *

 
What is the total financial support you are 
requesting in this application?

Total Project/Program Cost *

 
What is the total budgeted cost (dollars) of your 
project?

Project Budget (Income)

Please outline your project income in the budget table below, including details of other 
income or funding that you have applied for, whether it has been confirmed or not. 
{{Grantmakers should be clear here whether they want all amounts to be GST Inclusive or 
Exclusive}}
Your budget MUST balance (TOTAL INCOME AMOUNT = TOTAL EXPENDITURE AMOUNT)
{{Hint: Grantmakers can utilise their own set of 'income types' by going to Settings> Choice 
Lists> Income Types> Options> Edit, and entering new choices.}}
{{ Optional: Grantmakers may wish to link here to a sample budget. }}

Income descript 
ion

Income type Is this funding c 
onfirmed?

Income amount 
(budgeted)

Notes

         

Provide a clear 
description for 
each budget 
item. Examples 
of income could 
include 'council 
community grant', 
'trivia fundraising 

Please select the 
type of income

Enter the total 
amount expected 
to be received.
Must be a dollar 
amount.

Add notes if you 
need to provide 
more context
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night', 'company X 
sponsorship'.

Project Budget (Expenditure)

Please outline your project expenses in the expenditure table below. {{Grantmakers should 
be clear here whether they want all amounts to be GST Inclusive or Exclusive.}}
{{Grantmakers: Link to the any specific requirements or exclusions as specified in your 
program guidelines - e.g. limits on administration budgets versus project activity budgets.
{{The expenses grid contains additional questions to establish the proportion of grant funds 
expended on each budget item. Grantmakers should be conscious of placing excessive 
administrative burden on grantees. It is recommended that grantmakers consider the size, 
risk and complexity of their grant (and grantee) and take a proportionate approach when 
deciding whether to apply these questions to the grid}}
{{Hint: Grantmakers can utilise their own set of 'expenditure types' by going to Settings> 
Choice Lists> Expense Types> Options> Edit, and entering new choices.}}
{{ Grantmakers: refer here to your own expenses quotation policy - e.g. "For expense items 
over $500, quotes will need to be provided in the file upload area below the tables." }}
{{ Optional: Grantmakers may wish to link here to a sample budget. }}

Expenditure descrip 
tion

Expenditure type Expenditure amount 
(budgeted)

Notes

       

Provide clear 
descriptions for each 
budget item. Examples 
of expenses could 
include 'onsite power 
& water for 6 months', 
'office supplies', 'part-
time staffer x 40 hours'.

Please select the type 
of expenditure.

Enter the total amount 
to be expended on this 
budget item.
Must be a dollar 
amount.

Add notes if you 
need to provide more 
context.

Budget Totals

Total Income Amount

 
This number/amount is 
calculated.

Total Expenditure Amount

 
This number/amount is 
calculated.

Income - Expenditure

 
This number/amount is 
calculated.

{{ Grantmakers: Change this question and hint to ensure it is proportionate with 
the size of the grant and it accords your own organisation's policies. Delete this 
section text after reading. }}

Please attach quotes for those expenditure (cost) items over {{ $500 }}
Attach a file:

 
{{ Grantmakers: Add your own hint to reflect your policy on obtaining quotes }}
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What other inputs will you need in order to successfully carry out this project?

Input Confirmed?
   

Non-financial inputs could include staff/volunteers 
time/expertise, equipment, facilities, pro bono or 
in-kind contributions, advocacy, and other types 
of support.

 
Applicant Capacity
* indicates a required field

Now that we know about your project/program, we want to find out more about 
your organisation's ability to undertake the work you propose. Please provide 
some information about your organisation that will give us confidence that you 
can complete the work you've described in this application. *

 
Include in this section information about your strategies for providing the inputs (money, staff/
volunteers time/expertise, equipment, facilities, pro bono or in-kind contributions, advocacy, etc.) 
and how you will complete this project/program within the proposed timelines. Provide information 
also about any past work that may demonstrate your organisation’s capacity to undertake this work. 
Provide links to further explanatory material if available/relevant. Go to the SmartyGrants Answers 
Bank if you need some ideas about how to frame your response.

Please provide a link to or attach a copy of your most recent Annual Report. *
○  Upload ○  Link
If you do not produce an annual report, please provide us with your most recent financial statements 
(may include a Profit and Loss Statement / Statement of Financial Performance and a Balance Sheet / 
Statement of Financial Position).

Please upload a copy of your most recent Annual Report. *
Attach a file:

 

Link *
 

Must be a URL.

 
Certification and Feedback
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* indicates a required field

Certification

This section must be completed by an appropriately authorised person on behalf of 
the applicant organisation (may be different to the contact person listed earlier in this 
application form).
I certify that to the best of my knowledge the statements made within this 
application are true and correct, and I understand that if the applicant 
organisation is approved for this grant, we will be required to accept the terms 
and conditions of the grant as outlined in the letter of approval.

I agree * ☐   Yes

Name of authorised 
person *

Title   First Name   Last Name
         
Must be a senior staff member, trustee or appropriately 
authorised volunteer

Position *  
Position held in applicant organisation (e.g. CEO, Treasurer)

Phone number *  
Must be an Australian phone number.
We may contact you to verify that this application is authorised 
by the applicant organisation

Email *  
Must be an email address.

Applicant Feedback

You are nearing the end of the application process. Before you review your application and 
click the SUBMIT button please take a few moments to provide some feedback. (If you 
would rather provide anonymous feedback, please go to {{ Grantmakers: provide a link 
to an anonymous survey or delete this sentence }} ).

Please indicate how you found the online application process.
○  Very easy ○  Easy ○  Neutral ○  Difficult ○  Very difficult

How many minutes in total did it take you to complete this application?
 

Estimate in minutes i.e. 1 hour = 60

Please provide us with your suggestions about any improvements and/or 
additions to the application process/form that you think we need to consider.
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