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FAQs
QQ Why do I need to consider ‘other options or

alternative approaches’ in the business case/
project plan? I already know what my project
needs to be.

AA The purpose of looking at different ways of doing
your project is to prove to the Assessors that you
have chosen the best way to meet your objectives.
As Assessors read your business case or project
plan they may begin to think there is a better way
of achieving your objective, so you need to explain
why your way is the best way. It may be because
it’s the best value for money, it might deliver
the best outcomes, there may be reasons why
other options are not possible or there may be an
example that is specific to your project/region.

QQ Is it mandatory for applicants to use the Business
Case Template?
Yes, but only for projects with Estimated Total
Cost above $250K. This makes it easy for the
Assessment Panel to navigate and locate the
information relevant to each assessment criteria.
NOTE: the completed Business Case template is
the document upon which the Panel makes its
assessment.
If you have your own business case already,
information from this should be transferred into
the Template and the budget must be inputted
into the Smartygrants application form budget
tables. You may also submit your own business
case as a support document.

QQ Most sections of the Business Case template

do not provide a suggested format to present
information. Is there a recommended format for
sections of the Business Case?
Applicants completing the Business Case (projects
with Estimated Total Cost above $250K only) can
present information in any way they think best
represents their project. However, in the Project
Plan template, there are some tables provided
to help present information, which applicants
completing the Business Case template may also
use. Please refer to the table over page to find
them in the Project Plan and copy them across.
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This document provides potential applicants
with answers to frequently asked questions
about applying. We have also included
some ‘Top Tips’ based on Assessment
Panel feedback from Round One.

QQ Is there a standard rate for volunteer/in-kind

Business Case template
2.5 Stakeholder and Community Support
4.1 Program Milestones
4.2 Governance
Matching Project Plan template section
4.1 Communication Plan
2.1 Project Milestones
2.5 Governance

QQ What does ‘operational expenditure’ refer to?
AA Operational expenditure refers to what it will
cost to run your organisation/facility beyond the
completion of your RCF funded project. When
completing the Operational Budget, consider and
include any increased and ongoing costs arising
from the completion of your project.
Completing this section in full will give the
Panel Assessors confidence that your facility is
operationally viable into the future

QQ What does Estimated Total Cost (ETC) mean and
how does this relate to my project?
Estimated Total Cost (ETC) refers to the total
budget for your project. It does not mean the
amount you have requested from the Regional
Cultural Fund.
Regional Cultural
Fund request

Own
contribution

$500,000

+ $250,000

Estimated
total cost (ETC)
=

$750,000

ETC is the most accurate financial representation
of the size, risk and complexity of your project as it
considers the project as a whole.

QQ Do I need to add a contingency amount to my

budget? Is it OK to add this to my budget in the
application even though it would increase the
total cost of the project?

AA Yes, you do. All applicants must include a
sufficient contingency amount in their budget
to allow for risks such as construction delays or
changes in quotes. Applicants should consider the
accuracy of their costings. This will then determine
the level of contingency that should be available.
Riskier projects, such as new builds should allow
for more. An explanation of how you calculated
your contingency amount should be detailed in
the budget section of your application.
An appropriate amount will differ between
projects.
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labour?

No, there is no standard rate. The cost of
volunteer labour is dependent on the type of work
being undertaken and should reflect the cost if
you were to otherwise pay someone to do that
work. For example, if a carpenter donated their
time to your project that would be a higher value
than if a volunteer was used to clean an area.
Any claim of volunteer labour should be backed
up by evidence of the cost. This may be a quote of
what the works would have cost, or in the case of a
cleaner, a reasonable hourly rate multiplied by the
hours worked. This evidence should by referenced
in the comments section in your Budget.

QQ Do costs need to be verified?
Absolutely! Having costs verified by evidence such
as quotes, quantity surveyors reports or even a
well-supported estimate is crucial to making the
Assessors confident of the accuracy of your costs.
If your costs are not accurate, it will put your
project at risk of not being completed on time and
to budget. For this reason, an appropriate amount
should be allocated to your contingency in order
to cover any unexpected increase in your costs.

QQ What should letters of support say?
AA Letters of support should be specific to your
project, not just general support for the
organisation. They should clearly identify the
supporter and their relationship to the project.

QQ How do I properly reference my attachments?
AA Referencing attachments will make it much easier
for Assessors to find exactly what document you
are referring to in your Business Case or Project
Plan. Here is an example of how to reference
attachments. Ensure that you are consistent with
how you reference throughout your Business Case
or Project Plan.
Attached documents:
Attachment A – Letters of support
Attachment B – Quotes from ABC Building
Services Inc.
References in your SmartyGrants application
form, business case or project plan:
The full budget for our project can be found at
Attachment A. The budget assesses all project
costs associated with delivering this new piece
of infrastructure along with the costs associated
with running the organisation. To ensure costs
are accurate, we obtained a construction quote
from ABC Building Services that can be found at
Attachment B.
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QQ What is a Vendor Creation Form
AA The Vendor Creation Form will be sent to all
applicants via email. This form will allow us to
set up your organisation in our payment system
now, saving time following the announcement of
successful applicants.
Applicants only need to complete the section
highlighted in ‘light blue’ titled Vendor Details and
return the form to regional@arts.nsw.gov.au.
Please note: not all applicants will be successful,
filling out the form is just to save time in the event
that you are.

QQ The Vendor Creation Form asks for a formal
letter to be attached. What does the formal
letter need to say?

AA The formal letter, preferably on your organisations’
letterhead, needs to state that the bank details
provided are true and correct and that they are
registered to the organisation receiving the grant
funds. If you have already sent in your completed
Vendor Creation Form without attaching a
formal letter, you must email the letter as soon as
possible.

QQ What does ‘Employee (Withholding tax exempt)’
mean on the Vendor Creation Form?

AA This question is simply asking if your organisation
is exempt from paying GST.

QQ How many quotes do we need per line item?
AA At least have one quote for each line item.
However, do your research to demonstrate you are
getting value for money. The more evidence the
better to assist you in demonstrating that you have
budgeted your project correctly.

QQ We’re looking to build a new facility. Does
purchasing land count as a co-contribution?

AA es it does. If the land is donated, you will require
evidence of the donation, and the land value.

FAQs – Libraries
QQ Are there separate guidelines for the $5 million
set aside for libraries?

AA A. No, all applicants must respond to the Regional
Cultural Fund aims and objectives, State and Local
priorities, as well as your sector’s best practice.

QQ Are mobile libraries eligible in Round Two of the
Regional Cultural Fund?

AA Yes, they are. You can apply for the vehicle itself
and infrastructure fit out, however stocking the
vehicle with books and computers is not eligible.
Funding cannot be used for leasing a vehicle.

QQ Can I buy equipment for our library?
AA A. The Regional Cultural Fund is for infrastructure.
You must be able to demonstrate that the
equipment is critical and permanent party of your
facility and will assist in providing a distinctive,
cultural experience in line with the Regional
Cultural Fund Guidelines.

FAQs – Public Art
QQ Do I have to have an artist selected to apply?
AA No. However, you must demonstrate that you
will follow best practice in the methodology to
commission your public art piece and have the
resources to maintain it into the future.

QQ Are digital projectors counted as public art?
AA Yes, again you must be able to demonstrate
ongoing operational funds to commission
projections in future years, as well as maintaining
the infrastructure.

QQ Is the commissioning of murals considered public
art?

AA You can apply for murals under the Regional
Cultural Fund.

QQ Can I apply for the refurbishment of existing
public art?

AA Yes you can, but you must be able to
demonstrate that once the work is refurbished,
your organisation has a maintenance program
and policy in place to ensure the standard is
maintained. You should also demonstrate support
from the original artist who created the work in
your refurbishment program.
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Top tips

Top Tip: Reviewing your application

Top TIp: Addressing Regional Cultural
Fund objectives

Allow enough time to properly review your
application before submitting. When submitting
your application through SmartyGrants, you
will be prompted to review your application.

Make sure your application addresses the RCF
objectives. These objectives outline what the RCF
is set out to achieve, and will guide assessors when
scoring your application. The objectives are available
on the Assessment Guidelines on the RCF website.
Top TIp: Presenting the project budget
The use of amalgamated quotes (costing multiple
work items inside one budget line item) makes it
difficult for the Assessment Panel to clearly identify
costs applicable to the project. Where applicants
choose to use amalgamated quotes then commentary
should be given that clearly explains the relevance
of each line item that is contained within the
amalgamated quote as it relates to the budget.
Applicants should check that enough detail
is provided for each item and that the total
income and expenditure balance.
Top TIp: Project delivery

Things to double check when reviewing:

• Contact details are correct
• Project description properly reflects your project’s
aims (this will be used to promote your project if
you are successful in receiving funding)

• Amount requested and total project cost match the
budget you are submitting

• All attachments have been uploaded and the files
are the correct ones

• You have addressed the mandatory templates for
your category and uploaded them

• Attachments are correctly referenced
• The final sign off is made by the head of your
organisation such as the CEO, Board President or
General Manager who has appropriate financial and
legal delegation.

Some previous applications demonstrated limited
consideration and planning for how the project would
be delivered (governance, management, milestones,
timeframes, evaluation). Applicants are encouraged
to provide evidence of who will manage (expertise of
staff) how the project will be managed and delivered
and the steps taken to achieve to completion.
Top TIp: Viability
Applicants should consider how the facility
will be run after the RCF funded activities have
been completed and demonstrate their ability
to operate the facility into the future without the
requirement of further NSW Government support.
Applicants should avoid over extension of capital
reserves (own cash) to the point where it may
endanger the organisation’s ongoing viability.

Applicants should consider this general advice in the context of their own projects and apply as appropriate.

FOR MORE INFORMATION

www.nsw.gov.au/regionalculturalfund
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