C-AIM PROJECT PLANNING TOOL:

To assist you with planning your project we have created this tool.  Complete each section and note as much information as you can.  This will help you consider all the resources you need, who will be involved and most importantly how your project can be developed to meet the programme grant aid objectives.
	Project name
	

	Dates and duration
	
	Art forms
	

	Type of group involved

	
	Location or venue
	


	Project overview:            
What you want to do


	

	Outputs:
What is created e.g. costumes, books, performance, DVD
	

	Outcomes:

What you achieved e.g. increased confidence, new participants
	

	Artists:
	

	Partners:


	


Project Budgeting Tool:

C-AIM need to see a realistic project budget for the project you propose.  Think carefully about each area and give costs using the rates outlined below.

Example budget is shown below, this shows how we cost out a Creative Writing project:

	Project Name
	Creative Writing Project

	

	Artists Fees


	7 days x £135 pd

This will equate to 12 sessions with the group and includes the Artists preparation and research time
	945

	Expenses


	Travel costs
	350

	Materials

(if applicable)
	Paper, photocopying, photo development
	150

	Printing costs

	Print of 500 30 page hard cover  book & invite postcard 
	1500

	Misc


	Community centre hire & Refreshments
	100

	
	TOTAL
	£ 3045


As a guide to budgeting if you are unsure what the exact cost are please give an estimate and a description of the costs.
INCOME:

	Funder
	£

	CAIM
	1445

	Group
	100

	Other: please name
	1500

	TOTAL
	3045


Budgeting template:
This template gives you a guide to budgeting for the costs you might incur through your project.  If you have other costs not detailed below add a line to the budget with a description.
	Project Name
	
	

	
	Description & breakdown
	£

	Artists Fees


	
	

	Travel & Expenses


	
	

	Accommodation


	
	

	Print & marketing


	
	

	Materials 


	
	

	Equipment/ resources


	
	

	Groups costs e.g. travel, hospitality, room hire etc
	
	

	
	TOTAL
	


Useful additional information for budgeting rates and allowances:
	Daily Rate for Artists
	£135

	Hourly Rate for Artists
	Visual £25 - £35
Dance/drama £50

	Travel
	39p per mile

	Accommodation
	Estimate in nights when visiting for limited days

	Expenses
	As needed per project


If you require advice about planning your project do not hesitate to contact the Arts Team on 028 3831 1679
