	
	
	



Development & Operations Grant Application Checklist
You are eligible to apply to the Development & Operations Grant Program if you are:
· A recognised community media organisation (radio and TV) OR
· A Remote Indigenous Media Organisation or Remote Indigenous Broadcasting Service

The below tables show what information you need to source to complete the application form and what documentation you need to upload to support your application. 
You should prepare this information ahead of time.
	Area in form
	Information Required
	Answer

	Contact Details
	Trading Name
	

	
	Australian Business Number
	

	Activity and Organisation Details
	Website address
	

	
	Number of financial members or subscribers
	

	
	Number of paid staff
	

	
	Number of volunteers
	

	
	Annual income last financial year
	

	
	Annual sponsorship income last financial year
	

	
	Annual expenditure last financial year
	

	
	Current cash balance
	

	Impact
	Who are your target groups for this project – who will most benefit
	Drop down selection box



	Area in form
	Documentation Required
	Sourced

	Activity and Organisation Details
	Latest Annual Financial Statements
	☐
	Idea – 
Activity specific documentation 
	Training – quote or partnership agreement with (non CMTO) Registered Training Organisation 
	☐
	
	Marketing – detailed marketing plan
Transmission equipment: transmission block chain diagram and ACMA client number
	☐
☐

	
	Equipment replacement: fault logs, photos of damaged/ageing equipment, independent technical report
	☐
	
	Capital works: designs, plans or layouts
	☐
	
	Salaries: Position Descriptions for each role
	☐
	
	Transmission operational costs: evidence of costs such as supplier invoices or agreements
	☐
	
	Collaborative projects/partnerships: confirmation letter of involvement, annual reports, financial statements and strategic plans of all partners
	☐
	Impact – Relevant Policies
	E.g. Diversity Inclusion and Accessibility Policies, Volunteer Policy, Consultation Policy, Reconciliation Action Plan, Diversity Action Plan
	☐
	Capacity
	Strategic Plan
	☐
	
	Latest Annual Report with financial statements
	☐
	
	Organisational Chart
	☐
	Planning and Budget
	Project plan or timeline
	☐
	
	Quotations for equipment costs
	☐
	
	Calculations for salary expenses
	☐


Outcomes and Measures
We ask you to consider what outcomes the grant will help you to achieve, how they align with CBF objectives and how you will measure the success of these outcomes. Consider the below ahead of completing your application:
	What will be the outcomes of your grant? What will change or improve?
For Who? How?

You need to identify 2-4 outcomes depending on the scale of your application

	







	Which of the CBF’s grant objectives do your outcomes most align with?

	Drop down selection box



	How will your project activities make these outcomes happen?

	




	How will you measure these outcomes – what data or evidence will you use to see whether the changes are occurring (these must be numeric – something you can count or quantify)
	

	What’s the current starting point for these measures and what is your target at the end of the project?
	



	Where will you get the data from to report on these figures (e.g. volunteer database, online survey, membership registry)
	



	
	
	



