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APPLICATION DRAFTING TOOL TEMPLATE

How to use the Application Drafting Tool
Use this tool to draft your application. Once drafted you can copy and paste your text into the corresponding boxes on the DJPR Grants Portal.
Please use the unique link on the relevant Creative Victoria funding page to access the DJPR Grants portal.
Before starting an application make sure you:
1. have read the program guidelines on the relevant Creative Victoria funding page; and
2. meet all program eligibility criteria.

Getting started on the DJPR Grants Portal
After accessing the DJPR Grants Portal via unique link on the relevant Creative Victoria funding page you will be required to log in or create a new account to continue with your application. 
Once logged in to the DJPR Grants Portal you will be guided though the following sections.  You must complete all sections in order to submit an application.  
Remember to save your draft in the DJPR Grants Portal as you complete each section – your draft will not save automatically.
N.B. The DJPR Grants Portal will accept applications until 3pm on the advertised closing date.

Definitions
· [bookmark: _Hlk74056390]The term Regional refers to the 48 Victorian local government areas classified as regional by the Victorian State Government. You can find the list of these local government areas here.

· For the purposes of this program, outer-metropolitan Melbourne includes the local government areas: Brimbank City Council, Cardinia Shire Council, City of Casey, City of Greater Dandenong, Frankston City Council, Hume City Council, Kingston City Council, Knox City Council, Manningham City Council, Maroondah City Council, Melton City Council, Mitchell Shire Council, Mornington Peninsula Shire Council, Nillumbik Shire Council, City of Whittlesea, Wyndham City Council and Yarra Ranges Shire Council.

· The term First Peoples is used to refer to Traditional Owners of Victoria and all other Aboriginal and Torres Strait Islander peoples who reside in this state.

· The term Deaf and Disabled people may be used. A lived experience of disability can be visible or invisible, including physical, sensory, cognitive, intellectual, developmental, mental illness and/or neurodiversity. We recognise and support the right of the Deaf community to label their experience as one of cultural and linguistic difference. We recognise the diversity within the Deaf and Disabled communities and that the terminology and language used is evolving.

· The acronym CALD is inclusive of people from culturally and linguistically diverse backgrounds, including but not limited to people born overseas, people with one or both parents born overseas and people who speak a language other than English at home.

Refer to the program FAQ document on the relevant Creative Victoria funding page.


DJPR Grants Portal application form
Introduction
The DJPR Grants Portal features an Introduction section which contains key program information, definitions and detail on where to get help using the DJPR Grants Portal.  
Applicant Details 
This section contains key applicant detail questions.
You will be asked Are you applying as an individual or on behalf of an organisation/group?
Depending on your answer you will then be required to provide key contact information (i.e. ABN if relevant, email, address, phone number).
Where you are applying on behalf of an organisation/group you will be asked to provide contact details of the person who would be signing/executing the funding agreement, if successful e.g. CEO, Director, individual.  
If you are applying as an individual and you do not have an ABN you will need to arrange for an auspice organisation to make the application on your behalf – see below. Individuals without an ABN are ineligible. 
Auspice
This section contains questions about any auspice managing your activity.
You will be asked Will you be using an Auspice Organisation to manage the funds?  
(An auspice is a legally constituted organisation taking legal and financial responsibility for administering the grant on your behalf)
If YES, you will be asked to provided key contact information for the auspice organisation including: name of Auspice Organisation, address, ABN, details of Auspice Organisation’s contact person (including name, position/job title, phone number and email address).
NOTE: It is the applicant’s responsibility to ensure the auspicing arrangement is confirmed at the point of application. This means the auspice organisation agrees to receive any funds allocated if your application is successful and the auspice organisation is responsible for the management of the activity and the acquittal of grant funds.


Activity Details
This section contains questions about the activity you are seeking a grant for.

You will be asked:

	Amount applying for ($)
	     

	Activity start date
	     

	Activity end date
	     

	Activity title 

	     



Activity description (500 characters max.)
The Activity Description should be a simple description of the type of activity encompassed by the application and shouldn’t be more than two sentences long. Please use the following description template: Who will do what, with whom. What are the outcomes?
	     




	Location of activity 

You may be asked to provide more detail on where the activity is taking place.  

If your activities are in multiple locations within both metropolitan and regional Victoria, choose Statewide

Applications to the Touring Victoria category will generally have a Location of Activity of ‘Statewide’. Funded tours may travel nationally and internationally, but Touring Victoria funding activity is limited to the Victorian leg.
	Select one
	Is your organisation/business/collective led by First Peoples?

Applications from Victorian First Peoples or First Peoples-led organisations or groups will be assessed in alignment with Aboriginal self-determination by a First Peoples assessment panel.
	Select one

	Is the application led by or involve key participants who identify as Deaf and Disabled?

If you answered yes, your application will be assessed by assessors with lived experience of deafness and disability
	Select one

	Will you be using First Peoples stories, content or material that is not your own?

Applications from non- First Peoples applicants that contain First Peoples content may also be reviewed by a First Peoples assessment panel.
	Select one



NOTE: Applicants must follow correct protocols when working with First Peoples’ artists, content and/or communities. Please refer to Australia Council’s Protocols For Using First Nations Cultural And Intellectual Property In The Arts. In particular, the project checklist (pp. 168-172) can be used as a resource to guide considerations when engaging with First People’s content, creatives/artists and cultural heritage.
One of the key guiding principles of the Creative State 2025 strategy is First Peoples First. The Victorian Government is committed to the United Nations Declaration of the Rights of Indigenous Peoples, and the 11 guiding principles of Aboriginal Self-Determination as identified in the Victorian Aboriginal Affairs Framework 2018-23.


Is your or your organisations postcode in one of the 48 local government areas classified as regional by the Victorian State Government?
  |_| Yes   |_| No
_________________________________________________________________________
  Is your or your organisations postcode in one of the local government areas classified 
  outer metropolitan? 
  |_| Yes   |_| No

Application Questions
For the questions below, it is important to provide a clear and comprehensive description of your activity and what you are proposing to do. Each response can have a maximum of 2000 characters, including spaces. Revisit the guidelines to make sure your application addresses the assessment criteria and aims of the program.
	Assessment Criterion 1 – Quality

a) Describe the production, performance, exhibition or program that is touring or being developed to tour.
     

b) Provide credentials of performers, artists, curatorial or other key creative personnel involved in the tour, including touring history highlights as ‘Artistic support material’. (See the ‘Application supporting documents’ section of the program guidelines.)
     

c) Provide credentials of the personnel, agent or organisation responsible for managing and coordinating the tour and tour partnerships as ‘Artistic support material’. (See the ‘Application supporting documents’ section of the program guidelines.)
     

d) Explain the benefits or beneficiaries of the tour.  
     


	
Assessment Criterion 2 – Viability
a) Number in touring party: 
     

b) Explain the itinerary. If you are applying for multiple touring activities, explain each itinerary.  Please note: If you are also applying to Australian Federal Government national touring programs for this tour you must upload your itinerary and budget forms as support material for your Touring Victoria application. (See Application Documents and Supporting Material in the program guidelines for further details on itinerary information requirements)
     

c) Have you completed a COVIDSafe plan for your tour? (See Application Documents and Supporting Material section below for further details on support for developing a COVIDSafe plan)
|_| Yes   |_| No

d) Have costs associated with COVIDSafe development and delivery of the tour been clearly indicated in the Project Budget?
|_| Yes   |_| No

Note: The application budget will be considered as part of the Viability Assessment Criterion


	
Assessment Criterion 3 – Engagement
a) Provide details on audience development opportunities through the show(s) - i.e. community engagement and professional development opportunities such as post-show talks, workshops and masterclasses, artists/curator talks, and skills exchange activities.  
Note: This is mandatory for tours to one destination.
     

b) Describe any professional development opportunities the tour activity may offer for creative practitioners and other tour presentation professionals. 
     

c) Describe the type and level of partnerships with presenters including marketing, publicity, audience development and community engagement.
     

d) How you have engaged with presenters to achieve audience goals that align with your COVIDSafe plan, and activities that respond to a need or contribute to coronavirus recovery.
     


	
Assessment Criterion 4 – Demand
a) How many unique destinations do you expect the tour to reach? 
     

b) How many presentations / performances do you expect to deliver during this touring activity? (This includes community engagement activities)
     

c) How many audience members to you expect to reach during the tour?
     

Note: You must also upload a completed Tour Itinerary Template and COVIDSafe plan in the Application Documents and Supporting Material section



Activity Area
	What is the primary creative discipline of your activity? (Select one)
	|_|Dance 
|_|Circus and physical theatre
|_|Theatre (incl. comedy and cabaret)
|_|Opera and musical theatre
|_|Music (contemporary and classical)
|_|Literature (and publishing)
|_|Visual arts
|_|Multi-practice (incl. multi-arts cross platform and multi-practice festivals)
|_|Film
|_|TV
|_|Interactive media incl. digital games
|_|Design
|_|Fashion
|_|Heritage (incl. museums libraries and archives)
|_|Other culture

	Do you or any creative practitioners involved with this application identify as (tick as many as apply)
	|_|First Peoples
|_|Children (0 to 11)
|_|Young People (12-25)
|_|Culturally & linguistically diverse (CALD)
|_|Seniors (60+)
|_|LGBTIQ+
|_|Women
|_|Deaf and/or disabled
|_|People living in regional communities
|_|Not Applicable
|_|Prefer not to say

	Does the activity outlined in your application target any of the following groups? (tick as many as apply)


	|_| First Peoples
|_| Children (0 to 11)       
|_| Young People (12-25)	
|_| Culturally & linguistically diverse (CALD)
|_| Seniors (60+)	     
|_| LGBTIQ+
|_| Women             
|_| Deaf and/or disabled
|_| People living in regional communities	    
|_| Not Applicable
|_| Prefer not to say



When responding to the above questions you will need to confirm that you have consent to provide personal or health information from any individual who can reasonably be identified (e.g. responses relating to a small group, etc).

Provide information on how your tour/touring program will reached/include the audience or participants indicated.
     

	Will the funded activity include the supervision of, or authority over, a child (under 18yrs)?
This is the provision of care, education, services, or activities to children WITHOUT parental/guardian supervision. Refer to the “General Eligibility” section of the Creative Victoria web page for further details at Creative Victoria

	Select one

	How many creative practitioners are involved in the proposed activity?
	     

	How many non-creatives are directly involved in the proposed activity? (e.g., technicians, publicist etc)?

	     

	How many paid opportunities will be created through this activity?
	     





Budget Requirements
To apply, you will need to include a complete budget online. 
To draft your budget, download and complete the Excel Creative Victoria Budget Tool, available from the relevant Creative Victoria funding program page.
You need to itemise the expenditure. 
The total income and total expenditure must balance.

Budget Income and Expenditure
As part of your application budget, you will need to identify how the Creative Victoria grant will be spent.  
You will be asked:
	Which of the following expenses will be assisted by this grant? (Tick all that apply):

	|_| Fees/on-cost for Victorian creatives
|_| Fees/on-costs for Victorian non-creative personnel
|_| Fees/on-costs for non-Victorian creatives or non-creative personnel
|_| Marketing and promotion
|_| Touring/ travel costs
|_| Administration (including auspicing/auditing fees)
|_| Access cost
|_| COVIDSafe costs
|_| Other. Please explain (500 characters)
     




Support Material
Your application should include uploaded supporting documents where appropriate. A full description of Application Documents and Supporting Material is available in the guidelines, on the relevant Creative Victoria funding page.
You must upload a completed Tour Itinerary Template.

If you are applying for multiple touring activities this information should be made clear in the itinerary template. A separate template can be used for each touring show/activity if needed.

The Touring Itinerary template is available on the Touring Victoria funding page. Your itinerary must be submitted using the Excel file provided only.

If you are also applying to Federal Government national touring programs for this tour you must upload your itinerary and budget forms as support material for your Touring Victoria application.

Tour Itinerary (mandatory) - You must include a tour itinerary with your application, using the template available at the Touring Victoria webpage. The performance or exhibition fees in your itinerary must match the information included in your budget.

If you are also applying to Australian Federal Government national touring programs for this tour you must upload your national itinerary as support material for your Touring Victoria application.

Additional Detailed Budget or Notes to the Budget (optional) - You must complete the budget form online, but you may also provide a more detailed budget, or notes to the budget, as a separate upload.

If you are also applying to Australian Federal Government national touring programs for this tour you must upload both the full national tour budget submitted as part of that application.

Letters of support from presenting venues and communities - Letters of support from presenters/venues explaining the nature of your working relationship and their contribution are useful and can be combined into one PDF.

Artistic support material - This may include biographies of the creative professionals involved, details of community engagement activities, existing marketing material, media coverage, scripts, education materials and testimonials. You may include brief notes with your uploads, explaining the relevance of this material to the tour (e.g. material from previous production or images of works you are planning to present). This material can be combined into one PDF. 

Documentation supporting activity involving First Peoples engagement and/or program content - Appropriate documentation must be submitted if you propose to work with First Peoples stories/cultural material that is not your own and/or a First Peoples creative and/or community, such as letters of confirmation and or support from the relevant First Peoples.

COVIDSafe Plan(mandatory) - COVIDSafe approaches and practices will be considered as an Assessment Criteria in the Viability section. We encourage you to look at the range of resources including templates, a webinar recording, and safe touring guidelines have been collated by Regional Arts Victoria and are available here http://www.rav.net.au/performing-arts-touring/covid-safe-plan-for-touring/

Other support material - Other documents or material providing information to strengthen your application.

Weblinks and URLs - When providing URLs, only use links to publicly available (not membership-based) sites. Link must directly open to the material you want to submit. If you are linking to a private video on a site such as Vimeo, you must provide password requirements to your video.

Do not provide links to Google Drive, Drop Box or other online hosting platforms that require viewers to enter personal identification to gain access. Materials provided using these platforms will not be assessed by the peer advisory panel.

Notes on submitting support documents and material:

• You can upload and submit up to 10 files and/or 4 URLs (external links).
• Attached files can be no more than 5MB in size each.
• Attached file names can be no longer than 80 characters
• It may be necessary to combine supporting material into one document in some instances, ie multiple images or letters of support may be compiled into one PDF or PowerPoint file.

Where to get help
To find out more or to discuss your application, please find the appropriate Creative Victoria staff member to contact by visiting the relevant Creative Victoria funding page.  
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