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Project Plan Template	
Community Recovery Grants Program
All grant applicants must complete a Project Plan using this template to be submitted along with other required documents (see the relevant Program Guidelines for more detail). See the Additional Information section at the end of this template for more information, guidance and examples. 
If you have any questions or require assistance, contact the EMV Grants Team at grants@erv.vic.gov.au.  
	Project Details

	Organisation name
	

	Project title
	

	Grant program
	Community Recovery Grants Program – January 2026 Bushfires

Project Planning 
[bookmark: _Hlk120875345]Provide details below (as relevant) to demonstrate your project planning, detailing key project requirements, planning, delivery and compliance. 
	Project dates

	Provide the proposed start and end dates of your project. 
Please note, project must end by 30 June 2028.
	Start date 
	Select Project Start Date
	
	End date
	Select Project End Date

	Will activities and expenditure be completed within the delivery period outlined in the Program Guidelines?
	☐  Yes
	☐  No 
Contact EMV to discuss before applying.

	If successful, is your project ready to commence delivery once the funding agreement has been executed?
	☐  Yes
	☐  No 
Provide additional details below. 

	If you answered ‘No’ above, please provide additional details about the timeframes and/or project readiness.

	




	Project planning and permits 

	Will your project require permits or approvals? *
For example, permits, approvals and/or accreditations related to:
· safety, standards or building assessments 
· zoning, overlays, habitat and/or vegetation offsets
· environmental, habitat or species impact assessments
· Heritage and/or Cultural Heritage permit or exemption
· function or event permits
	☐  Yes 
	☐  No
	☐  N/A

	
	If ‘Yes’, have permits or approvals been obtained yet?

	
	☐  Yes 
	☐  No
	☐  N/A

	If you project is on public land have you received endorsement by the relevant land manager? 
For example, Local Council or the Department of Energy, Environment and Climate Action.
	☐  Yes
	☐  No
	☐  N/A

	Additional details 
Provide any additional details and information, such as permits required and their approval status, permissions obtained from land or property owners or any other details regarding your responses above (if relevant).

	


[bookmark: _Hlk120875364]* It is the responsibility of successful grant recipients to ensure they are compliant with any applicable local planning laws and legal requirements while delivering funded activities. If unsure, contact your local council to clarify.

	Complying with Victoria’s Child Safe Standards

	Will your project involve activities, events, or engagement with young people under the age of 18?
	☐  Yes
	☐  No

	Do you currently have a Child Safe Policy? 
	☐  Yes
	☐  No

	Do you have a register of staff and volunteers holding Working with Children’s Checks?
	☐  Yes
	☐  No

	Provide more information if relevant:

	







Project Delivery Plan
[bookmark: _Hlk120876379]Provide an overview below of the key activities required to complete your proposed activities. See the Additional information at the end of this template for guidance and advice on how to complete this table, including an example Project Delivery Plan.
To help clarify your planned activities and associated costs, ensure you outline the estimated allocations for specific activities under ‘Expected Delivery Costs’. Please note, the ‘Expected Delivery Costs’ outlined must be exclusive of GST and should also total to the same amount outlined in your Project Budget below.
· To insert additional rows: Place your cursor in the row above where you need a new row and then click on the plus sign [+] displayed to the right of the table.
· To auto-sum total row: Enter all ‘Expected Delivery Costs’, highlight/select the TOTAL ($) row and click F9 to automatically update and tally the total ($) field.
	[bookmark: _Hlk120876393]Key Activities
	Activity Description
	Responsible 
	Start Date
	End Date
	Expected Delivery Costs
(excluding GST)

	TOTAL ($):
	$0.00
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Project Budget
Provide the Project Budget details below for all sources of income, planned expenditure and in-kind support. 
Please carefully review the information provided at the end of this template under ‘Important budget information’ for guidance about what to include as an in-kind contribution and the Goods and Services Tax (GST) which must be excluded in the budget. 
· To add additional rows, place cursor in the row above and click on the blue plus sign [+] that appears on the right. 
· Once all values are entered, select the whole table, and click ‘F9’ to auto-sum the total ($) fields. 
· Ensure that your Budget balances i.e., the Total Activity Income is equal to the Total Activity Expenditure (Total In-kind support is not included in the balance).
· All budget items must be exclusive of GST.

	Budget Forecast Table

	Activity Income
	$ Amount (excl. GST)

	Grant amount requested
	$Enter Total ($) grant amount

	Funds from your Organisation
	$0          

	Funds from other contributors or partners
	$0

	Total Activity Income
	$0.00

	Activity Expenditure 
	$ Amount (excl. GST)

	Total Activity Expenditure
	$0.00

	[bookmark: _Hlk80635851]Activity costs met through in-kind contributions
	$ Approximate Value (excl. GST) 

	Total in-kind support
	$0.00




	Additional project budget information
Provide any other additional information or context that will assist EMV to understand your Project Budget figures. This can also refer to additional supporting documentation and/or attachments being provided such as quotes or costings (if available); schematics, design plans, reports, pictures etc.

	


Potential partial funding arrangement 
In the event this grant program is oversubscribed, grant applicants maybe be partially funded to enable more community projects to be supported. If required, partially funding projects will result in more projects being able to support communities impacted by the bushfires. Partially funded projects are still able to deliver positive outcomes to communities through the delivery of re-scoped or scaled back activities. 
The breakdown of information provided below will help EMV understand your most critical funding needs in the event of an oversubscribed grant program. If your project is only able to be partially funded, EMV wants to ensure that a scaled back form of your project is still viable, able to be completed, and will still achieve positive outcomes for the community. 
If your application is successful but you are not offered the total amount applied for, EMV will work with you to re-scope your activities before a funding agreement is signed.
	Minimum viable funding amount
Please outline the minimum viable funding amount required to complete a scaled back version of your project. 

	$ Minimum funding amount

	What activities will not be able to be completed with this reduced level of funding? 
Outline the components of your project that could be excluded and/or scaled back without impacting the overall viability of the project. Please detail any specific ‘Key Activities’ outlined in the Project Delivery Plan table and/or expenditure items detailed in the budget that could be removed or reduced (and by how much) without meaning the project is no longer viable. 

	

	If these activities are not completed, how will this impact your project outcomes?  
Consider what a scaled back version of your project would mean for project delivery timelines, community engagement, or the recovery outcomes your project may not achieve.  

	

	Are there activities or expenditure that cannot be excluded or partially reduced?
Outline any critical items that if excluded/reduced would mean the project could not proceed or be successful. Please note, if any of these items are ineligible under the program it could impact your application outcome. 

	







Project Risks
Outline the potential project risks and the control and/or response actions you would take to mitigate them if they occurred. Brief descriptions and/or dot points are encouraged. 
See ‘Additional Information – Project Risks’ at the end of this template for more guidance.
	Project risks 

	Are there any major risks that could impact your project delivery?


[bookmark: _Hlk121843935]To insert additional rows, select the row above and then click on the blue plus sign [+] displayed to the right of the table.

Other details (optional)
	Are there any other details about your project that we should know? 
Consider if there is any other important information that you haven’t covered yet which could help EMV to understand your proposed project. For example, partnerships with other organisations during delivery, funding being sought from other organisations or sources, other related projects that may impact the delivery of this proposed project, upcoming changes to committee membership, etc. 

	





Declaration and Approval
To be completed by the individual that has prepared this Project Plan or is otherwise authorised to sign off on its approval by the organisation, Auspice (if relevant) and other parties involved.
	Full Name
	Full Name

	Position Title
	Position Title

	Phone Number
	Phone Number

	Declaration
	I declare and acknowledge the below to be true and correct:
· I am authorised by the grant applicant organisation (and Auspice, if applicable) to submit this Project Plan and make this declaration on their behalf
· all parties and individuals identified in the Plan were consulted during preparation of the Plan and have confirmed their commitment to their roles, responsibilities, timelines, and delivery deadlines outlined
· to the best of my knowledge the information in the Plan is correct and that I will contact the EMV if there are any inaccuracies or changes
· I acknowledge that Emergency Management Victoria (EMV) may seek additional information from the grant applicant organisation or other parties listed to clarify information provided, including any attached supporting documentation, as part of the assessment and review process.

	Date completed:
	 Enter date of approval





	[bookmark: _Hlk120873775][EMV Office Use Only] - Review and Acceptance

	If successful, Emergency Management Victoria (EMV) will complete this section once any required updates have been incorporated and accepted (if relevant). EMV will provide the grant recipient with a copy of the final Approved Project Plan which will become a formal attachment to the funding agreement. 

	Program funded under the Disaster Recovery Funding Arrangements (DRFA):
	☐ Yes   ☐ No   

	Activity Start and End Dates are within the allowable time limits of the program:
	☐ Yes   ☐ No   

	Activities outlined are eligible under the relevant Program Guidelines/DRFA funding (if relevant) and in alignment with the program objectives and intent:
	☐ Yes   ☐ No   

	The Project Budget details provided are:
· Eligible under the relevant Program Guidelines/DRFA funding (if relevant) and in alignment with the program objectives and intent
· Aligned to the expenditure outlined in the Project Delivery Plan table  
· Balanced (income = expenditure) and accounting for the total amount approved.
	☐ Yes   ☐ No   

	If required, all updates relating to exclusions, limitations and/or conditions of funding have been incorporated to ERV’s satisfaction:
	☐ Yes   ☐ No  
☐ N/A

	Approver:
	Full Name 
Position Title 
	Date approved:
	Click or tap to enter a date.

	Comments:
	Provide comments (if required)



Additional Information
What is a Project Plan?
Your Project Plan (Plan) is a mandatory attachment to the application, providing a detailed breakdown of tasks and activities that will be undertaken during the life of the proposed project. 
The Plan identifies how you will do each task, who is responsible, any major budget allocations, the anticipated start and finish dates and how you will know when its complete. You will also provide responses to a series of questions related to your planning, project details and other project requirements. Make sure you answer all questions and provide any additional documents as needed. 
We have included examples and outlined additional details to assist you with planning and completion of your Plan. Review the information below and consider whether it is applicable to your project and how it will fit in with your planned activities. 
Project risks
Risk planning helps you identify what could happen in the worst-case scenario so you can avoid it ever happening or at least have an agreed plan for managing a risk event if it does happen. 
Depending on your project size and complexity, you may only have a few risks to include. Consider risks to your project that:
· are quite likely to happen (e.g., rain impacting an outdoor event in winter) 
· could impact your timeframes (e.g., causing delays or risks to completion)
· could impact your project budget (e.g., major overspend, unforeseen costs or inability to complete project).

Provide brief descriptions and/or dot points to describe any major risks to your project. Outline how you might control the risk (e.g., detect the risk in advance or mitigate the risk to reduce likelihood or severity of impact to the project) and/or respond to the risk (e.g., what you will do if the risk event does occur). 
[bookmark: _Hlk88053918]Revisions to the Plan
[bookmark: _Hlk115782451]The Plan will form part of the Victorian Common Funding Agreement (the Agreement) as an attachment for all funded organisations. 
Some grant recipients may receive part-funding or be approved subject to conditions and requirements which will require specific updates to the Plan (e.g., exclusion of ineligible expenditure, re-scoping of activities, updates to activity dates, etc.). 
If required, you will be given an opportunity to update your Plan to include any additional details required before an Agreement is entered between parties. 
If updates are required during the funding period (e.g., amendments to proposed activities or timeframes), please contact the EMV Grants Team by emailing grants@erv.vic.gov.au to discuss further. Depending on the changes proposed, a variation to the Agreement may be required. 
Submitting your Project Plan 
[bookmark: _Hlk115781933]This Plan must be provided as an attachment (along with all supporting documents) when you submit your online application via the EMV Grants Portal.
If you have any questions or require assistance, contact the EMV Grants Team at grants@erv.vic.gov.au.

Important budget information 
Goods and Services Tax (GST) 
Under this program, all applicants must either be registered for the Goods and Services Tax (GST) or be applying with the support of an auspice organisation who is registered for GST.
Organisations should be aware that grants received can be considered by the Australian Taxation Office (ATO) as taxable income with a potential for GST implications. Organisations are advised to seek appropriate financial advice regarding GST tax implications and the organisations unique financial circumstances. For more information about GST, visit the ATO website at https://www.ato.gov.au/Business/GST/.
Project Delivery Plan and Budget must be GST exclusive
Organisations must provide all figures in their online application, Project Delivery Plan, and Project Budget as exclusive of GST. All organisations will need to be registered for GST to be eligible for this program (or the Auspice if relevant). If successful, the total grant amount awarded will be the GST exclusive amount - GST will be added on top of this amount upon payment.
All organisations should confirm their GST registration status to ensure the budget and grant amount requested is correct. To confirm your current GST registration status, visit the Australian Business Registry at abr.business.gov.au/.
	GST registration status 
	Exclusion or inclusion of GST in the budget
	Example

	Registered for GST
	Do not include GST in budget figures – outline all amounts as GST exclusive (including the total grant amount requested). 
If you are successful, GST will be paid on top of the amount awarded.
	For a $100 purchase, the grant amount applied for should be $90.
Since the organisation is registered for GST, $10 will be added on top of the awarded amount (total received $100).


In-kind contributions
An ‘in-kind contribution’ is a contribution or donation of a good or a service other than money, such as donated goods, services or volunteer work to support a project. In-kind contributions are often things that would normally cost money if not being donated or discounted, and so can be estimated as a $ figure contributed towards your project income. Some examples include:
· voluntary labour (e.g., painting work)
· donated goods (e.g., kitchen equipment)
· donated or discounted services (e.g., professional advice from an architect) 
In your budget, list any project costs met through in-kind contributions and their approximate value. These values do not contribute to the Total Income or Total Expenditure amounts (are not included in the budget ‘balance’). 





Project Delivery Plan (Examples)
See below for some question prompts to get you thinking about specific planning details to include in your Project Delivery table and some example entries as a guide for the level of information required. 
Please note, the examples show a variety of activities which may or may not be eligible under the EMV grant program you are completing this Plan for currently. Please carefully review the relevant Program Guidelines to ensure your proposed activities are eligible.   Example scenario: Community Recovery Event on 17 September 2026


	[bookmark: _Hlk84319935]Key Activities
	Activity Description
	Responsible
	Start Date
	End Date
	Expected Delivery Costs
(excluding GST)

	What needs to be done?
List the major key activities or stages, in roughly the order they will be undertaken start to finish.
Consider the following:
· What must happen to complete your project?
· What are the distinct tasks, stages or deliverables? 
	How will you do it?
Provide a description of each Key Activity, including steps as required.
If you project is small or relatively straightforward, you may only have 1-2 key activities you need to describe. 
Consider the following:
· What is needed to get started? 
· How will you do it?
· Are there sub-tasks?  
· Are there any major purchases or events to be noted?
· If grant funds are allocated, what is it for?
If specific costs or major expenditures are associated with the task or there are multiple costs, it’s a good idea to clearly outline them.
	Who will be responsible?
Even if there are a lot of people involved, it’s good to identify at least one person ultimately responsible.
Consider the following:
· Who will ensure the activity is completed?
· Is it a specific person, a committee of people or organisation responsible for task delivery?  
	How long will it take?
These dates should be your best estimate for each activity. 
Remember, if successful you will be given an opportunity to update your plan dates.
Consider the following:
· Are there any ‘dependencies? (e.g., Activity B cannot commence until Activity A is complete)
· Are there any ‘hard’ dates that must be met? (if yes, these might also be risks)
	Are there costs for delivery?
Consider the following:
· What funding is required for each of the major activities or stages?
· Will you be receiving 100% up-front, or multiple grant payments?
· Over the life of the project, how is funding allocated?  
· Are there any cashflow risks?

	Hire Hall and event items
	· Contact the local hall to book in hall hire
· Identify items that need to be hired for the event
	Committee Member
	1 August 2026
	18 September 2027
	$1,500

	Advertising 
	· Contact the local paper to put in a series of ads
· Create an event online for people to get information from
	Committee Member
	1 July 2027
	18 September 2027
	$1,500

	Organise Volunteers
	· Create a volunteer roster for the event
· Work with Child Safety Officer to collate all Working with Children Checks
	Committee Member
	1 August 2026
	18 September 2027
	$0

	Catering, equipment and activities
	· Book in local caters
· Finalise attendance numbers
· Organise the equipment that needs to be hired
	Committee Member
	1 August 2026
	18 September 2027
	$7,000

	Child Safe Planning
	· Appoint a Child Safety Officer
· Child safety governance training day
· Collect Working with Children Check information from those who are volunteering at the event
	Committee Member to become the Child Safety Officer
	1 August 2026
	31 October 2027
	$0

	Risk Planning
	· Identify risks, complete event management templates
	Committee Member
	1 August 2026
	18 September 2027
	$0

	Reporting for the grant
	· Completing all the required reports for the grant program
	Secretary and President
	30 September 2026
	31 October 2027
	$0

	TOTAL ($):
	$10,000.00
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