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GUIDANCE NOTES 
 
These guidance notes accompany the Southall Trust Funding Application Form (FAF), which is the 
main part of our grant application process. We hope that these notes will give you a clear 
understanding of what it is we’re looking for from each question. However, if you have any trouble 
with the FAF, do contact us on 0300 111 1937 or via southalltrust.org/contact.  
 
The FAF is best completed using the latest version of Adobe Acrobat Reader DC, which is available 
free of charge from the following weblink: https://get.adobe.com/uk/reader  
 
There are four parts to the FAF, as follows:  
 

I. Your Details  
II. Charity Overview 

III. The Charity’s Need  
IV. Financial Information 

 
The FAF must be completed in full and submitted to us via: https://southalltrust.org/apply  
Upon submission, you will also be asked to upload the following: 
 

• A ONE-PAGE COVERING LETTER 
This should be written on your charity’s headed paper, to demonstrate that you are acting in an 
authorised capacity, on behalf of the registered charity that is applying for funding.  
If relevant, please also use this letter to state: 

• whether your charity has a connection with a trustee of the Southall Trust 

• whether your charity has been supported by the Southall Trust in the past 

• whether your charity has any significant Quaker links or connections 
We no longer publicise a postal address, so please simply address the letter to ‘The Trustees’. 
Please do not treat the covering letter as an additional application form. 
 

• A COPY OF YOUR MOST RECENT ANNUAL ACCOUNTS.  
Accounts should be no older than 18 months from your charity’s financial year end. If these are 
available on the Charity Commission website, then there is no need to send your accounts to us. 
If your charity’s latest accounts are in a draft/unapproved format, then we will accept them; 
but, please ensure that it is clear to us that they are in draft format (e.g. with a watermark on 
the accounts, or via a note in your covering letter) and please provide the date that they are 
due to be signed by your charity’s trustees. 

 
The notes in the following pages correspond with each of the four sections of the FAF. 

https://get.adobe.com/uk/reader
https://southalltrust.org/apply
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PART I: YOUR DETAILS 

 
If we have a query about an application, we will phone or email the charity. Therefore, please 
ensure that these are the details of someone who is able and authorised to answer questions about 
the application. This person does not need to be a senior representative from your charity and the 
name does not need to be the same as the person writing the covering letter. 

PART II: CHARITY OVERVIEW 
 
The charity name and number should match what is registered with the Charity Commission of 
England and Wales, the Charity Commission of Northern Ireland, or the Scottish Charity Regulator.  
 
If you are applying using the charity number of an umbrella or conduit charity, then we require 
confirmation that the umbrella/conduit charity is aware and supportive of the application. You 
should not apply for funds in the name of a charity without their consent. Our preference is for the 
charity number to be the same on both the application form and the covering letter.  
 
The year established should be the year the charity started, which may be different from the year 
that it was registered with the charity commission or regulator. 
 
We will look at your charity’s website. If you have a webpage dedicated to the project for which you 
are applying for funding, then feel free to use the direct link here.  
 
TIP: We often use websites to look for things like stories, testimonials and/or impact statistics, 
because these help us to understand the difference that the charity is having on lives and 
communities. Consider having these in an obvious place on your website, if they are not already. 
 
The number of employees should be your current full-time equivalent (FTE). For example: if three 
people are employed for 20 hours per week and the charity’s working week is 35 hours, then this 
would be 3 x 20 / 35 = 1.7. Therefore, the charity’s FTE number of employees is 1.7 people. 
 
Dedicated volunteers are those with a longer-term commitment to the cause, e.g. trustees; or 
those who regularly give their time to the cause; and/or those who have a specific role within it. We 
would expect this number to be accurate and current. 
 
Occasional volunteers are those providing shorter-term commitment to the cause, e.g. those who 
offer one-off help at events, Duke of Edinburgh interns or occasional fundraisers. We appreciate 
that counting occasional volunteers isn’t always straightforward, so this figure can be a rough 
anticipated average over the course of the year.  
Please try not to double-count dedicated and occasional volunteers. 
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PART III: THE CHARITY’S NEED 
 
If you cannot see drop-down options for category and geographical area questions, please make 
sure you are using the correct software to complete this form (see above). 
 
If your geographical area covers more than one, please select a primary area of focus.  
 
When summarising your request please bear in mind that, if your application is successful, we may 
share this summary publicly, to give examples of the projects we have supported. 
 
When elaborating upon your charity’s need, please avoid the use of jargon and be succinct. 
Consider the following:  
 

• Tell us about the needs of your charity’s beneficiaries and how the charity is improving their 
lives (short case studies and/or stories are good) 

• How can you be confident that the need for your charity and the proposed project exists?  

• How will your proposed project satisfy these needs?  

• Why is your charity best-placed to conduct this project?  

• Why are you approaching the Southall Trust and how will our funding make a difference?  
 

TIP: Before submitting your project proposal to us, consider asking someone who is not connected 
to your project to read the proposal, to see if it makes sense to them.  
 

PART IV: FINANCIAL INFORMATION 
 
We ask that you provide a simple budget for your project. We have provided a template so that you 
know exactly how we would like the budget presented – with projected expenditure as well as 
anticipated income. We have suggested some common items; however, if these are not relevant to 
your project, please ignore these. A few very important things to consider: 

• All amounts must be stated in £GBP 

• Wherever possible, group items together in your budget. For example, if your project 
involves construction, don’t itemise individual building materials, but use one heading such 
as ‘construction materials’ 

• The total target income should match the total project cost 

• While we will consider being the sole funder of small project one-off projects, we often 
prefer to see an attempt to raise income from a variety of sources other than trusts to 
achieve your project, for the sake of the project’s sustainability. 

• In the ‘Raised to Date’ column please include any income that is pledged 
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FUNDING REQUEST 
 
Please be reminded that most of our grants are for one year and between £1,000 and £3,000. 
However, we will consider multi-year funding, up to three years. In the case of a multi-year request, 
please bear in mind that we usually give the same amount each year, so the total amount will be 
divided by the number of years that you select from the length of time drop down list.  
 
Regarding the type of funding, capital costs refer to equipment, furnishings, premises or other 
tangible items. Core costs refer to ‘overhead’ or general running costs, such as staff costs, 
insurance, rent etc. 
 
ACCOUNTING QUESTIONS 
 
We expect every charity to know roughly how much it intends to spend and raise in its current 
financial year.  
 
Unrestricted reserves should include any funds that are not restricted (i.e. restricted funds are 
usually restricted by a funder, for a specific use). Unrestricted funds should also include designated 
funds, because these are not the same as restricted funds. If designated funds exist, please tell us 
the reason for the designation and when your charity expects to have spent the funds. 
 
Total net assets are stated on the ‘Balance Sheet’ of most annual accounts. These are the economic 
value of the charity’s assets (i.e. cash, property, land, goods etc.) minus the charity’s liabilities (e.g. 
debts and amounts owed). Therefore, we would expect this amount to be at least the value of the 
charity’s unrestricted reserves.  
 
When explaining your reserves, we are looking for transparency and a sense that your charity has 
understood the importance of a considered reserves policy. A statement like “we aim to hold six 
months in reserve, because that is our policy” is not the sort of answer we are looking for. In this 
instance we would want to understand why such a policy has been set. A good example would be a 
charity housing vulnerable people, which might state that – should it face unplanned closure – it 
would need 6 months’ running costs to help its tenants find alternative accommodation and to 
communicate its closure and wind down its activities. 

 
We endorse the Charity Commission’s recommendation that every charity should have a reserves 
policy. If you do not have one, please search online for ‘CC19 Building Resilience’.  
 
 

END OF GUIDANCE NOTES 


