The Theatres Trust
Theatres Protection Fund: Small Grants Scheme

Preparing your Application Form
We require a digital submission of your Application Form and scanned supporting documents.  Please index your supporting documents using the associated question numbers. Please do not post your application. 
Please ensure you answer all the questions following word limit guidance in the Application Form Guide. Using Ariel 10pt, and A4 portrait layout. Please provide in .doc format. 

You may additionally include a scanned signed pdf of the application form or you will be asked to submit a signed copy if your application if successful. 
Please provide your budget in windows xls or xlsx format. Please provide other attachments in PDF format (or JPG where images).

Please send your digital application to: advice@theatrestrust.org.uk. Applications will be acknowledged when received and logged. If you do not receive a confirmation within 2 working days of submission please call 020 7836 8591 to confirm. 
Please note
We welcome pre-application discussions. 

Applications towards specific items within capital projects or capital projects under £250,000 will be prioritised.

Capital projects are expected to have reached the equivalent of RIBA Stage 3 / beginning of stage 4 (2007 Stage E) in their design process at the time of application.

Equipment and fittings are low priority for the Small Grants Scheme.

Checklist

Please ensure your digital submission includes the following attachments to the email provided.  
Application Form (in word .doc, .docx format)

Scanned signed copy of application form (in PDF format

Question 3.5 Signed copy of your current lease (if applicable) (in PDF format)

Question 3.11. Last two year of accounts (if available) (in PDF format) 

Question 4.4. Quotes for goods or services (if available) (in PDF format)

Question 4.6 Digital images related to your theatre and your project (in JPG format)

Question 6. Budget (in .xlx, .xlsx format)
1. Name of Project
1.1 Please give the name of your Project:
2. Contact details

2.1 Name of individual making this application on behalf of the organisation: 
2.2 Name of organisation:
(Please note individuals are not eligible to apply.
)

2.3 Your position in the organisation:
2.4 Address:
2.5 Town:
2.6 County:
2.7 Postcode:

2.8 Country:
(Note that eligible applicants must be based in England, Scotland, Wales or Northern Ireland.)
2.9 Telephone(s):
2.10 Mobile(s)

2.11 Email(s):
2.12 Website (If applicable):
2.13 Twitter (If applicable):
2.14 Facebook (If applicable):

3. Your theatre
3.1 Name of theatre and its address, postcode and contact details if different to organisation contact details above:

3.2 Legal status of your organisation:

3.3 How long have you owned or leased your theatre:

3.4 Please give the legal name of the freeholder of your theatre:

3.5 If you lease your theatre, what is the remaining term of the lease: Please provide a copy of your current lease. (Note that eligible applicants are required to have leases of 5 years or more.)

3.6 If you lease your theatre, please give the contact details of the freeholder and/or any head lease holder:

3.7 Does your theatre building have an energy rating (DEC Certificate)? Yes/No

3.7 If yes, please provide your last rating and reference number:

3.8 Your Company Number (if applicable):
3.9 Your Registered Charity Number (if applicable):
3.10 Your VAT Registration Number (if applicable):
3.11 Do you have audited or certified accounts for the last two years: Yes/No
(If yes, please provide PDF copies with your application.)
3.12 Please provide the current seating/standing capacities of your theatre (please differentiate between theatre spaces (providing any names of theatre auditoria) if you have more than one auditorium):

3.13 The name of the architect who originally built your theatre (if known) and the year it officially opened.:

3.14 Is your theatre/building listed for its heritage or architectural value: Yes/No
3.15 If yes, please provide the Grade or Category.
3.16 Is your theatre/building listed as a community asset: Yes/No

4. Project Proposal

4.1 Please describe your Project, the capital works involved, and how you would use a grant from the Small Grants Scheme (Please include the names of any professional architects/contractors involved): (500 word limit)
(Note that small capital building projects that address urgent building repairs, improve operational viability, introduce environmental improvements, and which enhance physical accessibility will be prioritised.)

4.2 Who are the beneficiaries of your Project and what difference will your Project make to their lives: (500 word limit)
4.3 Have you already secured quotes for the goods/services related to this application: Yes/No

4.4 If yes, please provide details and include PDF copies of these quotes as attachments to your application. 
4.5 Please provide details of your annual performance programme providing URL link to any online programme information you publish: (500 word limit)
(Note that eligible applicants should run theatres that offer a programme of no less than 30 performances a year.)

4.6 Please provide a digital image (JPG) of the exterior of your theatre, the main auditorium of your theatre, and up to three images which illustrate where the works relating to your project will take place. (Please note that the total size of the images provided should not exceed 4MB.)

5. Project management and delivery
5.1 Please give details of who will manage the Project: (200 word limit)
5.2 If the owner of your theatre is different to the leaseholder of your theatre please describe if you already have the permission you need to undertake your Project or when you intend to secure this permission:
(If you have permission please attach a letter confirming this from the building owner)

5.3 Will your Project require planning permission/listed building consent/conservation area consent? Yes/No. Please give details (200 word limit)
5.4 What is the timetable for implementation of your Project? (200 word limit)
5.5 If you are applying for a contribution to your Project when do you anticipate spending a grant from the Small Grants Scheme? (200 word limit)
(Note that a grant from the Small Grants Scheme must be spent within one year.)

5.6 What are the risks associated with completion of your Project? (200 word limit)
6. Project cost

6.1 What is the total net cost of your Project (i.e. excluding VAT)?
6.2 How much funding have you already secured?
(Note that match funding is not required.)
6.3 How much are you applying for from the Small Grants Scheme?

6.4 Please provide a budget with net figures and an analysis of VAT expenditure as an attachment in Windows .xls or xlxs format for your Project indicating the allocation of a grant from the Small Grants Scheme. Please explain clearly if you are including or not including the VAT component in the amount you are requesting as a small grant and the VAT position of the project:
I have read and agree to the Terms and Conditions of The Theatres Protection Fund Small Grants Scheme.

Print Name:
(Note: The individual described in question 2.1 should sign this form)
On behalf of (Organisation):

Date:

What happens next

Please note that you may be asked to provide further details on your Project for The Theatres Trust to make a decision on your application. 

If successful we will contact you with an Offer letter, Grant Agreement and Terms and Conditions and you will be required to prepare Activity Reports on project as set out in your Grant Agreement.
