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Applicant Guide

A clear, step-by-step guide to completing your online grant application
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[bookmark: _Toc1742649830][bookmark: _Toc343203129]1. About the MDM Open Grants Programme
Museum Development Midlands (MDM) offers Open Grants to support museums in delivering projects that strengthen their organisations, enhance the visitor experience, and contribute to long‑term sustainability. These grants are designed to help museums address strategic priorities, improve practice, and build resilience, whether through environmental responsibility and/or collections care, audience development, skills improvement, or operational enhancements.
This guide provides a step-by-step walkthrough of the online application form, explaining the purpose of each question and offering practical tips on how to prepare clear, well evidenced answers. It is intended to help you plan your project effectively and submit a strong, complete application.
The application form is hosted on Smart Survey, allowing you to save your progress and return to the form at any stage before final submission. Full grant guidance is available on our website, and we strongly recommend reading this before beginning your application to ensure your project is eligible and to understand the assessment criteria. An offline copy of the application form is also available to help you draft and refine your answers; however, this cannot be submitted. All applications must be completed and submitted through the online form.



[bookmark: _Toc430859673]2. Before You Start Your Application
A note on the use of AI: Applicants may use AI tools to help draft their applications, but we advise doing so cautiously. You remain fully responsible for all submitted content and must ensure it reflects your own original ideas and complies with data protection and organisational values. Arts Council England's full statement on AI use can be found here: https://www.artscouncil.org.uk/ai-arts-council-england-public-position-statement-writing-and-assessment-funding-applications

You will need the following information ready:

Essential museum details
• Museum name and address
• Main contact details
• Governing body (e.g., CIO, Trust, Local Authority)
• Accreditation status and Accreditation number
• Annual visitor numbers
• Whether your museum is part of an ACE National Portfolio Organisation (NPO)

Contacts
A secondary contact (senior staff member or trustee) who can discuss the application if needed. This is to ensure that there is permission from a senior member of staff or a trustee. They will also be copied into correspondence regarding the application outcome.

Project information
• Project title
• Summary of what you want to do
• Why the project is needed
• Who will benefit
• How you will deliver it
• How you will measure success
• Project budget (income and expenditure)
• Quotes or cost estimates (if applicable)


[bookmark: _Toc1792565418][bookmark: _Toc1714345481]3. Section by Section Walkthrough
Below is a full breakdown of every section of the online form and what you need to provide.

Firstly, select from the dropdown box which grant* you are applying for.
* please note that, in exceptional circumstances, we may be able to enable grant awards outside of the usual grant timescales.

SECTION 1 — Applicant Details

1. Main Applicant Information
You will be asked for:
• Your name
• Museum name
• Museum address and postcode
• Email address
• Telephone number
• Governing body

Tip: Use a monitored inbox, not a personal email, so nothing gets missed.

1.1 Secondary Contact
Provide details for a senior colleague or trustee who can speak about the project if required.
You will need:
• Name
• Role
• Email address

This person should be aware they may be contacted.

1.2 Museum Accreditation Status
Select one:
• Accredited (Full or Provisional)
• Working Towards Accreditation

You must provide your Accreditation number. (If you are unsure how to find this information, please contact grants@mdmidlands.org.uk and we will be able to assist you with this)

1.3 Museum Size (Visitor Numbers)
Choose the category that matches your most recent annual visitor figures:
• Micro: fewer than 10,000
• Small: 10,000–20,000
• Medium: 20,000–50,000
• Large: 50,000–100,000
• Largest: more than 100,000

1.4 ACE NPO Status
You will be asked:
• Whether your museum is part of a museum service that receives ACE NPO funding
• If yes, the name of the NPO‑funded service

1.5 Eligibility Confirmation
You must confirm that your museum site does not directly receive ACE NPO funding, as museums in receipt of this funding are not eligible for MDM grant funding.

SECTION 2 — Your Project

This is where you explain what you want to do and why it matters.

2 Project Overview
Choose a short, clear title that describes the project.
Examples:
• “Improving Collections Storage for Long‑Term Care”
• “Developing a New Family Trail”
Add project start and end dates (format DD/MM/YYYY) and list any partners that will be involved.

2.1  Summary of Project Activity
A brief overview of what you want to achieve. Aim for 2–3 sentences (a maximum of 50 words).

2.2 Project aims and measurable outcomes 
List up to 5, specific and measurable outcomes

2.3 Detailed Project description
Describe your project in detail. Your response should outline the project’s aims and objectives, the main activities involved, how these activities will be delivered and managed, the timescale for delivery, and the individuals or organisations who will be involved. (max 300 words)


2.4 What is the rationale / need for this project?
Explain:
• The challenge or opportunity
• Why it matters now
• Any evidence (visitor feedback, Accreditation requirements, consultant recommendations)

Tell us why this project is needed and what issues or opportunities it responds to. Where appropriate, include evidence of urgency or risk. Explain how the project fits with your organisation’s strategy and remit, and how it connects to any current or previous funding, including Museum Development funding. Keep it focused and specific.

2.5 Link with MDM training, development programmes, support or recommendations
Tell us whether this project has been developed in response to any MDM training, support or recommendations. 

2.6 Capacity to deliver
Outline:
• Who will lead the work
• Any partners or contractors
• Key steps and timeline

SECTION 3 — Impact
This section explores how your project supports wider museum development.

3 Impact
Demonstrate how your project links to one or more of Arts Council England’s Investment Principles: https://www.artscouncil.org.uk/lets-create/strategy-2020-2030/investment-principles 

3.1 Expected impact
Describe how the project will contribute to the above area/s of impact and benefit your organisation, audiences, workforce, environmental responsibility and/or collections. (max 200 words)

3.2 Measuring success
Explain how you will know if the project has been successful. Include any targets, milestones, or evaluation methods.   (max 200 words)
3.3 Project timescale and key milestones
List the main stages of your project, including dates or approximate timings.  (max 200 words)

3.4 Freelance and workforce engagement
How will you ensure fair, transparent and inclusive recruitment and working practices? (max 150 words)

SECTION 4 — Finance

4.1 VAT Status
Tick to say whether your organisation is VAT registered.

4.2 Project Costs
Download the Project Cost Breakdown form and use it to list all goods and services to be purchased for the project, showing the total cost, the amount requested from MDM, and any match funding contribution. Also indicate the source of any match funding (e.g. museum funds, volunteer time, other grants).  

The grant can only cover VAT that you cannot recover from HM Revenue and Customs:  
· VAT Registered Museums: Exclude VAT from costs.  
· Non-VAT Registered Museums: Include VAT in costs. 
You must send in all appropriate invoices and receipts (with VAT or without VAT) when submitting your final accounts.  
Use the ‘choose file’ button to upload the Project Cost Breakdown form.

4.3 Total Amount Requested
This will self-populate based on the inputs for Project Costs and Match Funding listed above.
4.4 Ensuring that costs are appropriate
Here you need to provide evidence that your costs are appropriate. Ensure you provide supporting evidence for costs, such as quotes for freelance/consultant support or evidence of material costs.
4.5 Cap of £10,000 per annum, per organisation
You will need to confirm that your organisation has not been awarded more than £10,000 in MDM‑funded grants within a single financial year (April to March).  If you are unsure, contact grants@mdmidlands.org.uk to be given a breakdown of grant amounts awarded from MDM to date.

SECTION 5 — Agreement and Declaration

The final section asks you to confirm that:
• All information is accurate
• You have authority to submit the application
• You agree to MDM’s grant conditions



[bookmark: _Toc1155158619][bookmark: _Toc114968131][bookmark: _Toc2006433098]4. Final Submission Checklist
Before submitting, make sure you have:
☐  Completed all required fields
☐  Provided accurate contact details
☐  Confirmed Accreditation status and number
☐  Confirmed NPO eligibility
☐  Provided a clear project summary
☐  Explained need, activities, beneficiaries, and impact
☐  Attached or referenced quotes
☐  Completed the budget, ensuring totals match
☐  Read the grant guidance on the MDM website
☐  Double check that you are happy with everything you have written

You can then submit the form.
You should shortly receive an email confirming that you have submitted your application, with a PDF attachment of the completed application form. Please take the time to check this and advise grants@mdmidlands.org.uk as soon as possible if there are any errors that you wish to amend.

Tips for a Strong Application

- Keep answers clear, concise, and specific to the project
- Avoid jargon
- Use evidence where possible
- Make sure your project aligns with your Forward Plan
- Ensure your budget is realistic and clearly explained
- Double-check eligibility before submitting
- Ask a colleague to proofread your application
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