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Ask yourself these key questions when developing your activity:

e How does the project respond to and align with the RADF Key Performance Outcomes?
e  Which activity do | want to do?

e Whydolwanttodoit?

e  Which people will be involved?

e Do they have the skills to make it happen?

e Who in the community will benefit?

e How much will it cost?

o  Where will | get the money and support from in addition to a RADF grant?

e Are other individuals being employed? If so, think of using employment contracts.

e Research thoroughly and prepare your proposal accurately and honestly
e Provide all information on the official RADF grant application form
e Describe your activity in terms that relate to Council’'s RADF Program.

Brief and clear support material strengthens your application. Include only relevant support
material, such as:

o Letters of support from community groups who will benefit

e Letters of acceptance from a community elder, workshop leader, project partner, gallery
owner etc

e Quotes from tradespeople, publishers or other businesses cited in your budget

e Cvs of all professional arts and cultural workers employed in the activity with RADF funding.

Please note — support material will not be returned, so:

e Provide online links to videos or music files or provide a Dropbox link for larger files
e Provide copies of all support material if you mail your application (and keep the original).

Sign your application.

e Unsigned applications are not eligible for funding.
o Keep a copy of your completed application. If your application is successful, you will use it
when you prepare your outcome report at the end of the activity.

RADF committees may want more information or support material if they are uncertain about an
application. If this is the case, you will usually have a short time to respond.

Your CV or résumé is a summary of your career that you send to an employer when applying for a job
or to a funding body as part of your application for funding.

Your CV should:

e Be up-to-date in all personal and professional details

e Show the important information on the first page

e Start at the current year and work backwards to build a history of your employment or
experience

o Preferably be no longer than one A4 page.



Include the following information:

e Your contact details

e Education and qualifications
e Current employment status
e Recent employment history

e Community involvement

e Awards, grants, achievements, exhibitions, performances, screenings, publications,
committee and professional memberships (don’t use abbreviations or acronyms)
e The name and contact details of at least two referees.

4. WHAT ARE SOME EXAMPLES OF ACTIVITIES THAT COULD BE FUNDED BY RADF?

RADF activities must have a strong development or participatory focus and fall into one of the

following activity types:

Professional skills or career
development

For emerging and established artists and arts workers living in
the Shire to attend professional development seminars, master
classes, mentorships, networking activities or participate in new
collaborations to expand their practice

Consultation and planning,
policy development and
organisational capacity
building

Development of not-for-profit arts and cultural organisation
policies and plans, event planning activities, community
consultation, development of arts volunteer skills

Creative workshops

to support the planning and delivery of creative skill
development workshops for either artists and arts and cultural
workers or for the general public

Development and promotion
of new work

To support individuals or groups to develop, promote or exhibit
new works of art

Performances

To support community groups to develop or deliver arts and
cultural performances across the Shire

Events and festivals

To support community groups to plan or deliver arts and cultural
events throughout the Shire

Exhibitions and collections

To develop, preserve and provide access to locally held
collections of significance.

Heritage protection and
promotion

To support activities that facilitate the protection and promotion
of artefacts and sites that have historical significance to

community
Publications To support the development and publication of works across
various art forms
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Cultural tourism To develop and promote a community's locally distinct arts,
culture and heritage both for members of that community and
for visitors.

Place-making To support activities that seek to reinvent and reimagine public
spaces to maximise shared value and strengthen the connection
between people and places.

5.  WHAT ARE THE LOCAL COMMUNITY PRIORITIES FOR RADF 2026-27?

A detailed description for each local priority and example projects is provided below:

1. Development of live events, particularly music and theatre

e Initiatives that develop or expand opportunities for the community to attend live events
particularly music festivals and concerts and theatre performances.

e Initiatives that expand performance opportunities for local musicians and performers.
Initiatives that support the capacity of not-for-profit organisations who deliver live events.

e Music activities that cater for young people will be highly regarded.

2. Development of creative skill development workshops and activities

e |Initiatives that develop or expand opportunities for the community to participate in creative
skill development workshops in a range of artforms, particularly in the visual arts, for example
painting, drawing, photography, film making, ceramics, printmaking, mixed media and crafts.

e Initiatives that engage local artists and enhance accessibility by catering to people of different
ages, abilities, places of residence, that are affordable, offered at different times of day or in
varying formats and in welcoming locations will be highly regarded.

3. Increase use of existing facilities and non-traditional spaces for arts activities

Initiatives that develop or expand the use of existing facilities and spaces through:

e Planning for facility upgrades;

e Assessing and trialling the viability of alternative and complementary uses of existing spaces;

e Reducing participation costs by supporting activity expenses such as transport, hire fees,
insurance and permits, for new activities.

4. Support the development, expansion and sustainability of existing arts activities

e Initiatives that develop or expand existing arts activities that results in increased participation
opportunities for the community.

e Initiatives that develop and strengthen the capacity and sustainability of existing arts, heritage
and cultural organisations to deliver outcomes and offerings.

e Initiatives that support artists access to professional “arts business” advice.

Partnerships and collaborations that grow arts initiatives and increase community
participation

e |nitiatives that support networking, partnerships and collaboration within the arts sector.

e Initiatives that support the development of partnerships between the arts and other sectors,
including business, education, community services.

e Partnerships serve many purposes including: growing arts participation and development
opportunities, increasing employment opportunities for artists, making art more accessible
and non-intimidating, encouraging use of shared resources, facilitating collaborative creative
development, enhancing sustainability of organisations and social and wellbeing outcomes.




6. Improve access to information about arts activities, groups and assets

e Initiatives that support the capacity of artists, and arts and cultural groups to communicate
their activities and offerings and result in increased audience, participation, use of facilities
and positive promotion of the Shire’s arts and cultural sector.

6. HOW DO | COMPLETE A BUDGET?
Applicants are required to provide a project budget.

Instructions on how to complete the project budget is below. An example of a completed budget is
included on the next page.

It is often easiest to start by listing out all project expenses and then determine income sources
required to pay for these expenses.

If you ARE reqistered for GST

e Income and expense amounts listed in your budget must be EXCLUSIVE of GST.
e Council will pay the grant requested plus GST.

If you are NOT regqistered for GST

e  Your income amounts must be EXCLUSIVE of GST
e However, expenditure amounts should be INCLUSIVE of GST.

Your budget MUST balance
e TOTAL PROJECT EXPENSES - TOTAL PROJECT INCOME = $0

Please Note:

e Projects should not generate an overall profit.

e  When preparing your budget, it is important to be clear on the difference
between income and expense.

e Income can be defined as any incoming money or resources (cash, grants, in-kind support
etc.). Expenses are outgoings - what you spend your income on.

e Please remember that the applicant contribution must be a minimum of 25%.

= The Regional Arts Development Fund is a partnership between the
f«? Queensland Queensland Governmentand Mareeba Shire Council to support local
) Government arts and culture in regional Queensland.
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Project Budget Template (example)

(A) Total Project Expenses

uote
L (C) RADF Q
Expense Description (A) Amount attached?
Amount Requested
Yes/NA
Venue hire S$500 S500 NA
Facilitator fees 52,000 51,500 Yes
Event specific Insurance S155 S155 NA
Advertising. marketing $1,000 Yes
Workshop materials S$1,500 51,000 yes
Public liability insurance (pro rata) S150 NA
Totals | $5,305 $3,155
(A) Total Expenses Amount (must be equal to (B) project income) A = 55,305
(B) Total Project Income
Make sure you include all income, including the amount requested from RADF, applicant
contributions, ticket sales, other grants etc.
Income Description (B) Expense description Type Confirmed
P Amount P P (Cashorin- | (yes or No)
kind)
RADF funding 53,155 Venue, facilitator, Cash No
insurance, materials
Ticket sales S500 Material costs recovery Cash No
Applicant contribution | 5500 Marketing, workshop In-kind Yes
facilitation
Applicant contribution | S650 workshop, advertising, Cash Yes
public liability (pro rata)
Facilitator S500 workshop development, In-kind Yes
travel
(B) Total | $5,305
(B) Total Income Amount (must be equal to (A) expenditure) B = $5,305

Budget Totals

(A) Total Expenditure amount

(B) Total income amount

Expenditure minus Income
(Must equal SO)

$5,305

S5

,305




(C) What is the total financial support you are requesting in this application?

(C) Total amount requested from RADF: $3,155

(D) What is the total amount of applicant contributions?

(Applicant contribution includes all other income and in-kind types)

(D) Total amount of Applicant Contributions: $2,150

What percentage of the total cost is the applicant contribution? (must be a minimum 25%)

Formula (D divided by A x 100 = %)

Total amount Applicant Contribution 40.52 %

8.

WHAT HAPPENS AFTER MY RADF GRANT HAS BEEN SUBMITTED?

Once the funding round has closed, the RADF officer collates all applications and the RADF
Advisory Committee meet to undertake a thorough assessment.

Applications are assessed on merit and by the assessment criteria, first by individual
Committee members and then as a group to compare the strengths of each application.

The RADF Committee’s final recommendations are documented and presented to Council for
ratification.

All applicants are advised of the outcomes of their applications.

The RADF officer prepares an approval letter for each successful applicant, including any
relevant conditions, to prepare for the release of funding.

HOW WILL RADF APPLICATIONS BE ASSESSED?

All applications are assessed on merit and the proposal’s ability to align with Arts Queensland’s aims
and Council’s local priorities.

In assessing your grant application, Council and the RADF Committee may also consider:

[
0
0
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Has the applicant acquitted previous grants?

Is the applicant responsible for management of the activity?

Has the applicant contacted the artist/s to obtain their consent to work or contacted the
gallery or publisher to assess their interest?

Has the applicant demonstrated the capability to plan and carry out the activity effectively?
Is the budget well prepared and realistic, demonstrating sound financial management and
knowledge of professional rates of pay?

Can the applicant demonstrate support from their organisation or themselves, at least in-
kind?

Is RADF the best funding source for this activity?

2RERE The Regional Arts Development Fund is a partnership between the
b f«? Queensland Queensland Governmentand Mareeba Shire Council to support local
21 Government arts and culture in regional Queensland.
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Does the activity:

o Employ, or use the skills of an appropriate professional or emerging professional
artist or arts and cultural worker? (an eligibility checklist is required)

o Benefit either an individual artist or the community?

o Reflect the objectives of Arts Queensland and Council’s local community priorities?

Is there evidence of community need and support?

Have health and safety, insurance, copyright and licenses been considered?
Are any conditions to be applied to the funding?

Where applicable, does the application provide details of future planning?

If you are successful, before you receive your grant money and begin your activity, you will receive
from Council:

I I B A

o A RADF Letter of approval, specifying what the funding is being allocated for and any special
conditions that may apply to your application

o All relevant forms you have to complete and return for the release of funds

o All relevant information you need to acknowledge the State Government and Council who
are providing the grant.

The RADF Committee may ask for special conditions of funding to be included in your approval.
These must be met through your funded activity.

Sometimes circumstances change and you cannot carry out your activity exactly as described in your
application. When this happens, you MUST:

e Notify the RADF Committee through the RADF officer by email
e Receive approval of any change before beginning your activity.

The RADF Advisory Committee (or Council) can:

e Approve the changes
e Request that you complete a new application form
e Ask you to return the funds and re-submit your application in the next round.

Any agreement to alterations must be made in writing and approved in writing by Council.

Please note: If you change your activity without approval, Council can ask for the funds to be
returned.

Yes. You must complete and submit an Outcome Report to Council no more than 8 weeks after
completing your funded activity.

If you fail to acquit your grant, you will be ineligible to apply for future funding through the RADF
Program. In some circumstances, you may be asked to repay the grant.

Your outcome report must show evidence of the outcomes of the activity and how the RADF money
was spent. It is a chance to reflect on the level of success your activity achieved by:

e Identifying key outcomes
e Assessing the benefits and drawbacks



e Checking your financial estimates against your actual expenditure

e Learning from any difficulties—these can often teach more than successes
e Recognising the potential for growth or new directions in your work

e Setting new priorities.

Please submit your completed RADF Application Form to Mareeba Shire Council by the closing time.

Please note: Late applications will not be accepted.
Applications, including supporting material, may be submitted by one of the following methods:

e By post: Senior Communities Officer, Mareeba Shire Council, PO Box 154, Mareeba QLD 4880
e In person: Mareeba Shire Council, 65 Rankin Street, Mareeba Q 4880
o Email: communitywellbeing@msc.gld.gov.au

Should questions or conflict arise with your application, advise Councils’ RADF officer. You can
request feedback from the committee about your application.

For further information please contact Senior Community Services Officer, Mareeba Shire Council:

o Telephone: 1300 308 461 or 4086 4639
e Email: communitywellbeing@msc.qgld.gov.au

Some useful websites that may help in the development of your activity:
Arts Queensland (AQ): Art Queensland
Rates, Fees and Awards Schedule Information:

Australian Government Fair Work Ombudsman

MEAA Media, Entertainment and Arts Alliance

NAVA National Association for the Visual Arts

. The Regional Arts Development Fund is a partnership between the
%/ Queensland Queensland Governmentand Mareeba Shire Council to support local
Government arts and culture in regional Queensland.
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15. AUSPICE LETTER TEMPLATE

If you require an Auspice organisation for your project, please use the following template to
confirm the auspice organisation’s consent:

RADF Advisory Committee
Mareeba Shire Council

PO Box 154

MAREEBA QLD 4880

To the RADF Advisory Committee

This letter confirms our agreement to be the auspice organisation for Mareeba Shire Council’s
Regional Arts Development Fund (RADF) Community Grant program application for:

Applicant organisation name

Applicant project name

If the application is successful in obtaining funding from Mareeba Shire Council’s Regional Arts
Development Fund (RADF) Community Grants Program, we (the auspice organisation)
understand that we will be responsible for the following compulsory obligations:

We understand that we will be responsible for the following compulsory obligations:

[J Receipt and management of grant funds,

[J  Monitoring of the project,

[l Timely completion and financial acquittal in line with the 2026-27 RADF Community
Grant Guidelines and project application.

We will also provide the following support to the applicant: (select all that apply)

Provide Public liability insurance of at least $20 million dollars;
Provide any other applicable insurance coverage for project activities and participants.

Responsibility for the project's occupational health and safety requirements;
Provide mentoring for the auspice group.

OO o O

Yours sincerely,
(Signature)
Name:

Position Held:

Date:

Auspice organisation name

Auspice incorporation number

Auspice ABN

Auspice contact phone number

Auspice contact email




