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Project Call Out for the Guild Take off Programme 2010 -2012

Tool Kit for completion of Call Out Form
This document outlines all the sections of the Project Call Out for the Guild Take off Programme and provides guidance for the completion of each section. Please read these guidance notes and the Guild Take Off Call for Projects document prior to completing the Project Call Out form as this will allow you to best illustrate how your proposal meets the objectives and themes of the Guild Take off programme. 
Section 1: Contact Information
In this section you will need to provide information about who you are and in what capacity you are applying. Project ideas can be submitted by any individuals or organisations; however a key part of the assessment of project ideas will be the capacity of the individual and organisation to manage the process. Ideally we would expect Individual artists to have a working relationship with at least one producer to ensure the effective realisation of their project. However individuals with a proven and extensive portfolio and track record may be an exception. 
Section 2: Project Outline
In this section you will need to provide a detailed description of your project idea. You should include as much information as is possible. Though please keep this to 300-500 words.
You should refer to the ‘All Proposals’ section of the Guild Take off Call for Projects document to ensure that you have included all the relevant information and matched your proposal to the themes and objectives of ‘Guild Take off’. Your outline should include clear explanations of the planned activities (outputs) of your project or idea and demonstrate the objectives (outcomes) of your project or idea and how these align with the objectives of Guild Take Off as outlined in the ‘All Proposals’ section of the Guild Take off Project Callout document. You should also include information on logistical elements of your project or idea such as types of venue, how you will publicise your project or what groups of people you will be aiming to work with.  
Section 3: Track Record
This section requires you to explain what experience you have had in facilitating similar work.  When providing examples of past work please include a brief description of the work including the project title, dates the project will be running for, your role in the delivery and management of the project, key funders & partners and approximate total project cost. Please include web links to examples of works or portfolios where possible and appropriate.  
Please note that we are seeking innovative ideas and concepts and we are aware that some projects and ideas may be in very new areas of work and experience to the people presenting the idea especially individual artists. It is important to illustrate that you don’t have to do everything yourself. We are willing to support good ideas in a number of different ways, not all of them financial. It could be assisting with project management support, creative direction, contacts with other cultural projects to add value to plans, or marketing or PR advice and support, whichever is most appropriate. We may also pair up projects and ideas to ensure support and effective delivery. 
If you feel that you would require specific support for the delivery of your project or ideas please indicate this in the later part of the description of your track record.
Section 4: Creative Partners:

 Guild Take off programmes is keen to see collaborative projects and ideas. In this section you will need to provide information on the artists, groups, organisations you will work with to deliver your project or idea. Please include information about the role of each individual partner, whether they have been contacted to take part and what benefit their skills will be bringing to the project delivery.  
Please also illustrate where appropriate any funding or finance each partner is providing. 
Please be aware that if you are applying from outside the Preston area you will need to have at least one Preston based creative partner.  
Section 5: Community Involvement:
All creative projects delivered as part of the Guild Take off Programme need to have some positive impact on the people and communities of the city. In this section you are required to provide examples and evidence of how you will involve the communities and people of Preston in developing and delivering your proposal. You can in this section provide information as to any specific communities or people that your project of idea will impact on. It may also be necessary and beneficial to demonstrate community partners you will engage and work with in the delivery of your project or idea. If you are applying from outside the Preston area you will need to link with at least one specific community partner. It may be possible that we can support you in linking with a community or community organisation. If this is something you may require please illustrate that in this section. 
Section 6: Key milestones
This section is about providing information about the different stages of your project or idea. This should include any project planning and evaluation activity, a breakdown of each element of delivery and references to timescales for each section. This can simply be written as a flow chart of the proposed events of the project. For example:  
· Allocation of Funding

· Engagement of Creative team: 

· Scheme Coordinator and Creative facilitators 

· Designation of roles and responsibilities 
· Allocation of Administration Tasks

· Design of activity: 

· Purchasing of Materials

· Outline of suggested delivery 

· Delivery of activity
· Delivery of 5 activities at venue 1
· Activity 1

· Activity 2

· Delivery of 5 activities at venue 2
· Delivery of 5 activities at venue 3
· Evaluation of Process and Outcomes / Production of Final Report
Please include illustration of what element of your project or idea will be presented during 2012.  

Section 7: Project Budget and Requested Funding
This section requires you to complete a financial outline of your project or idea. You will need to provide details of how you propose to spend your finance and what finance you are expecting to receive and from where.  We don’t expect to fully fund projects or ideas. It is important to demonstrate how you will provide leverage through other income such as other public or private sector support or funding, box office takings or personal investments. If you do not have any funding partners it may be possible for us to work with you to investigate potential funding options for your project or idea. If you feel you may need some assistance with this please illustrate this in Section 2 of the form. 
Should you require any further information or assistance please contact:
The Guild Team on 01772 903660 or email t.joel@preston.gov.uk
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