HELP GUIDE

How to get your funding
application from BidBuilders

This guide shows you what to click, one step at a time. You do not
need to have written a bid before.

Online version: bidbuilders.co.uk/help.html - Questions: grants@bidbuilders.co.uk

The six steps

Do themin this order. Click a step to go straight to it.

Start, andletus fillitin
Find your group by name. We fill in your details.

Answer the seven steps
About 15 minutes. Save and come back any time.

Sendittous
Make your free account and press Submit

Your draft arrives
Colinwrites and checksit, then emails you

Make it yours
Fill the gaps, change any words

Send it to the funder
Then tell us how it went
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Questions and problems

Notregistered, stuck on aquestion, signing inand more
Alsoin this guide: Before you start page 2 - Keeping your answers up to date page 13-

Inviting a colleague page 13

Before you start: have these to hand

You do notneed all of them. The more you have, the better your draft.

D Your group’shame, orits charity or D An annualreport or an old funding
company number (we fill in your application, if you have one
detailsfromit)

(] Rough numbers: how many (] Whatyou would like the money
people take part each week and for,androughly whatit costs
eachyear

(] Any grants you have had before (] Which policies you have:

safeguarding, insurance and so
on

Q What it costs

Your first applicationis free. No cardis needed. After thatitis £49 a month,
andyou can stop atany time.

0 Not sure you are ready?

The freereadiness checker asks 12 quick questions and tells you what to sort
out first.
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Start, and let us fill it in

About 2 minutes

I Goal: most of your details are filled inforyou.

Go to bidbuilders.co.uk and click S ElgE:1aE-]eJo]l[e-}i{e1s M.

At the top of step lisa box called Let us fill this in for you. Type your group’s
name or its charity or company number.

Click . A green bar showsitisworking. Searching can take up to 20
seconds.

CIick nextto your group.

——p =~ = e s yeemameeea s

4 ™
SAVE TIME

Let us fill this in for you

Type your group’s name or charity / company number. We fillin what the
public registers say about you. You then checkit and add the rest.

Riverside Community

Isit one of these?

Riverside Community Trust Thisi
isis us
Registered charity - 1180234 - Whitley Bay, NE26 1XX

Riverside Community Trust CIC
Community interest company - 11223344 - Gateshead, NE8 1XX

» Orfillitin from a document
Ao J/

Pick your group from the list.

Q What you get
A green box lists every answer we filled in, across all the steps. We only fill
answers thatare empty. We never change whatyou have typed.
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(accounts to March 2026):

v Organisation name (step 1)

v Organisation type (step 1)

v Charity /company humber (step 1)
v Region (step])

v Town /area (step 1)

v Website (step 1)

v What your organisation is for (step 3)
v Themes (step 3)

v Governance and policies (step 5)
v Previous grants (step 5)

v More about governance (step 5)

year's picture.

The list says which step each answeris on.

Not on aregister? Use a document instead

Done. We filled in 11 answers from the Charity Commission register

Please check each one. Look for the blue “Filled in foryou” labels.
Registers and old documents can be a year ormore out of date, so
changeanything that is wrong and add what is new. Funders want this

° Click Orfillitin from a document, under the Find box.

Click| Chooseadocument |. Pickan annualreport, an old applicationora

sheet with your details.

° Waitup to half a minute. The green box lists what we filled in.

v Orfillitin from adocument

Anannualreport, an old funding application or a sheet with your details.

PDF, Word (.docx) or text, up to 10 MB. We read it, suggest answers, then

delete it. We do not keep your file.

( Choose adocument

We read your document, then delete it. We do not keep yourfile.
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a Check every answer we fill in
Each one hasablueFilledin foryoulabel. Registers and old documents can
be ayear or more out of date. Change anything thatiswrong, and add whatis
new. The label goes away once you change the answer.

What is your organisation for, in your ownwords?
One ortwo sentences — who you help and how. Don't polish it, we will.

Filled in for you from the Charity Commissionregister (accounts to March 2026).
Taken from yourlast annual return. Funders want this year's version: reword it in your
ownwords and bring it up to date.

O Idon'tknow yet

We help older people in Whitley Bay who are lonely to get out, meet others and stay
active.

The blue label says where the answer came from.

1 Backto the six steps
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e Answer the seven steps

About 15 minutes. Less if we filled things in.

I Goal: every step answered, inyour ownwords.

Step What it asks

1. Your organisation Name, type, number, region, area, website

2. You Your name and email (where your draftis sent)

3. Whatyoudo Whatyour groupis for, and what you run week to week
4. Who benefits How many people, and who they are

5. Track record Past grants, whatyou are proud of, your policies

6. The project Whatyou want to do, why itisneeded, what will change
7. Money Whatit costs, and how much to ask for

a Answer each question. Short answers are fine. Write as you would talk.

e Giverealnumbers andreal places whereyou can: “35 people every Tuesday at
StMary’s hall”.

e Click i\[24¥ at the bottom of each step.

Not sure of an answer?

o Tickldon’t know yet above the box. We markitasa gap for you to fill later. We
never make up an answer.
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What do you actually run, week to week?
e.g. "Tennis sessions forjuniors Tue/Thu at Beverley Park, walking tennis for over-60s on
Wednesdays, school holiday camps.”

O Idon'tknow yet

0 Need someone else’s help?
On steps 3to 6, click Send these questions to someone else. You can copy,
email or printthem for a colleague.

0 Not sure what project to ask for?
Step 6 has the Project Finder. It turnsrough ideas, or what you already do,
into projects funderslike.

0 Short on time?

Click BRENCEZLLULEIELCI@M near the top. It makes a free account so you can

finish another day.

1 Backto the six steps
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Send it to us

About Tminute

I Goal: youranswersreach Colin.

° On step /, tickthe box to say you are happy for us to store your details.

e If you do nothave an accountyet, choose a password. Thismakesyour free
account.

° What happens next
Colin picks the right funder, writes your draft from your answers, and checks
every line himself. We aim to send it within 10 working days.

r Backto the six steps
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Your draft arrives

We email you wheniit is ready

I Goal: youcanread yourdraft.

° Open our email and click the link. Or go to bidbuilders.co.uk and click My
portal.

e Signin with your email and password. No password? Click

Email me a sign-inlink

e Under Your applications, click l®Js=lasNa\Ae - il

Welcome back, Riverside CG

Free account

application draft ready sent tofunders won —£5,000
Your applications
BB-20 Won &

Sent tous 16 October2026 - asking for£5,000

“Gardenclub”

You sentus Funder Draft written Colinreviews Draftready Youmakeit Senttothe Funder’s
your answers chosen it foryou yours funder decision
16 October 16 October 16 October
2026 2026 2026
What happens next

Congratulations — you won! & Tell other groups about us, and let’s find your next funder.

The row of ticks shows how faryour application has got.

1 Backto the six steps
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Make it yours

Allow an hour

I Goal: adraft withno gaps, that sounds like you.

Readthe whole draftonce.

Lookfor [TO CONFIRM: ..] . Each oneisafactonly youknow. Replaceitwith
thereal detail.

Change any wordsyou like, so it sounds like your group.

Watch the word countunder each answer. Funders often cut off long answers.

Click BRENECLWZUEREE. Every save is kept, so nothingislost.

~ Backtomy applications

Riverside CG
You sentus Funder Draft written Colinreviews Draftready  Youmakeit  Senttothe Funder's
youranswers chosen it foryou yours funder decision
16 October 16 October 16 October
2026 2026 2026
What happens next

Congratulations —youwon! & Tell other groups about us, and let’s find your next funder.

Your project answers for this application

Your draft

This is the newest version (version 3 — Restored copy of version1, 16 October 2026 at 14:28). Change any words
you like soit sounds like you. Nothing is lost — every save is kept as a new version.

Some facts need you
Look for [TO CONFIRM: ...] below — those are facts only you know. Replace each one with the real detail
beforeyou sendit to the funder.

The draft page tellsyou if any facts need you.
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Want help with it?

° Al re-write: type whatyou would like, such as “shorter sentences”, then click
SEEY ARG N, You get one per application. Your facts stay the same.

A second pair of eyes: under Ask Colin to look at my changes, add anoteand

click| Ask Colintolook |. Hereplies by email.

Ask Colin to look at my changes

You asked on 16 October 2026 at14:28 — Colin willreply by email.

Anything to tell him?
Optional.

| |

Ask Colin to look

Q Changed your mind?
Under Versions, you can go back to any earlier version.

1 Backto the six steps
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Send it to the funder

Then tellus how it went

I Goal: yourapplicationis with the funder.

Click| Copyall answers |.

Openthe funder’'s own form. Paste each answerinto the matching question.
Check the word limits on the form.

Readitallonce more. Then press the funder’s submit button.

Backin your portal, under Sending it to the funder, click

I’ve sent it to the funder |

When you hear back, cIickor Not this time ).

We do not sendit for you
You send the application to the funder. You stay in control of whatis sent.

Not funded?
Thatisnormal. Tell Colin what the funder said. Your next application will be

stronger.

1 Backto the six steps
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Keeping your answers up to date
Your answers about your group are saved, so you only tellusonce. Next time is quicker.

In your portal, click My answers.

Use Let us fill this in for you at the top to fillany empty answers, from the
registers or froma document.

Change anything thatis out of date.

Click . Nothingis saved until you do.

~
SAVE TIME
Let usfill this in for you
Type your group’s name or charity / company number, or use one of your documents. We fillin the answers
below that are still empty. Nothing is saved until you press Save my answers.
e.g. Riverside Community Trust, or 1164040
» Orfillitin froma document
\. J

Inviting a colleague

e In your portal, click Team.
o Type their email. Click .

° They canreadyour draftsand make changes. Every change shows who madeiit.

t Backto the six steps
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Questions and problems

We cannot find our group

Try fewer words, such as the first two words of your name. Or type your
registration number. The search covers charitiesin England and Wales, and
companies (including CICs) at Companies House. Not registered, or a Scottish or
Northern Irish charity? Use Or fill it in from a document, or just type your answers.

Something you filled inis wrong

Justchangeit. We only fill empty answers, and you always have the final say.

We are not aregistered charity

Thatisfine. Constituted community groups and CICs can apply too. Choose your
typeonstep .

| do not know an answer

Tickldon’t know yet. The draft will show [TO CONFIRM] there, soyou can fillitin
later.

| closed the page by mistake

Openthe formagain on the same device: your answers are still there. If you made
an account, signin andthey follow you to any device.

BidBuilders help guide - page 14 of 15



| cannot signin

On the sign-in page, click| Email me a sign-inlink | Check your spamfolder if it

doesnotarrivein five minutes.

How long does a draft take?

We aim to send it within 10 working days of your answers. Filling in any gaps quickly

helps.

What does it cost?

Your firstapplicationis free, with no card needed. After thatitis£49 a month, and
you can stop atany time.

Still stuck?

Email grants@bidbuilders.co.uk, or reply to any of our emails. Areal person,
Colin, will help.
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