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Help Sheet 4: Project Summary  

In this part of the application, you will be providing information about the cataloguing 

project you are seeking funding for, including the title, a description of the collection 

to be catalogued, a basic breakdown of costs and the amount of funding requested.  

19. Title of Project 

Please provide the project title.  

20. Please describe your organisation or the nature of the partnership between 

organisations if this is a partnership application? (max 300 words)  

Please provide some information about your organisation or the nature of the 

partnership between the organisations involved in this application. You might like to 

include information about the history and governance of your organisation, its 

mission and aims, and where in the organisation the archive is managed. If a 

partnership application you might like to describe how the partnership was created, 

whether it is a new partnership or whether it has previously collaborated on projects, 

and whether there are future development plans for the partnership.  

21. Please describe the collections to be catalogued (Max 500 words)  

Please describe the collections proposed to be catalogued as part of the project. 

Please include information about what type of archive they are (paper, film, digital 

records etc); the size of the collection (in boxes, linear metres, cubic metres, or GB); 

what sort of records they contain (minutes, correspondence, photographs etc); and 

what period the records cover (e.g. c 1750-1900).  

The size of the collection is particularly important to help us assess whether the 

estimated time for undertaking the project is reasonable in the context of the extent 

of material to be catalogued.  

Please ensure that the focus of your description is the specific collection that will be 

catalogued as part of the project, and not the wider collections or overall collections 

in your archives.   

22. Please provide a brief estimate of the total amount of funds you are 

requesting from Archives Revealed Cataloguing Grants? 
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While we are not expecting a detailed breakdown of project costs at this stage, you 

should be able to provide an estimate of the amount of funding you are requesting 

from Archives Revealed Cataloguing Grants should you proceed to a phase 2 

application, including the length of the project (in months), and the approximate 

percentage of contribution your organisation is making to the project (either in cash 

or in kind).  

Informed estimate: At this stage we expect this value to be an estimate. Should your 

application proceed to stage 2 we will be asking for more detail on your budget and 

costings. At this stage an informed estimate is required which could include areas 

such as staffing cost, the costs of recruiting and managing volunteers, premises, 

transport, equipment, IT, printing and materials. 

The figures provided will not be considered a binding commitment at this stage, but 

will be used to decide how many projects can proceed to the next phase. If your 

project reaches stage 2, a substantial increase in the grant requested here could be 

problematic, so please take this into account when arriving at your estimate.  

Organisation contribution: We expect your organisation to contribute to the project in 

cash or in kind. Please include in your estimate the amount of cash your organisation 

will contribute to the total cost of the project, and/or the approximate value of your in-

kind contributions. This could include the cost of volunteer time, management 

support, technical support, and materials. If your organisation is unable to make any 

contribution please get in touch with the Archives Revealed team in advance of your 

application to discuss your circumstances.   

What we fund: Please note that Archives Revealed does not support full economic 

cost recovery. It will fund the additional staff costs required to deliver the project. We 

are asking for details of the remaining project costs so that we can understand and 

assess the viability of the full project plan.  

We will fund: 

 Staffing costs to undertake the project (this can include the employment of 

new project staff and the backfilling for existing staff time whether working on 

or managing the project).  

If you are using existing staff to undertake the cataloguing and recruiting 

temporary staff to backfill their substantive posts, you can only claim the cost 

of the temporary staff. If you use existing staff to do the work and do not 
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backfill behind them, the staffing costs are not eligible for support. 

Secondments, internships and staff exchanges are eligible in various roles but 

the cataloguing does need to be managed and substantially carried out by 

appropriately qualified staff. Please see question 23 below, and our FAQs for 

further information on the role of volunteers in cataloguing projects.  

 Cost of repackaging material – in exceptional circumstances where the 

archive is unable to fund routine preservation. Please explain why this cost is 

included and why your organisation cannot pay for this from their core funds 

as part of the organisation contribution to the project.  

 Additional cataloguing software licences to allow cataloguing to take place (if 

your organisation is unable to fund this themselves).  

We will not fund: 

 Acquisition of specialist cataloguing software 

 Conservation of archives  

 Digitisation of archives  

 Public engagement activities  

 Cataloguing of non-archive collections  

 

 

 


