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Introduction   

 
This applicant information pack is designed to assist you in applying for funding through the Community Enterprise 
Foundation™ (Foundation).  We administer grant programs from the national Community Bank® branch network 

across Australia. We’ve been established as the philanthropic arm of the Bendigo Bank Group. Our small team is based 
in Bendigo and Melbourne and are here to help ensure you get through the application process easily.  

 
It’s important to note that our team does not make the final decision on your grant application. The Foundation’s role is 
to process your completed application once it has been finalised.  
 
When we have undertaken our due diligence and final checks, the applications are passed onto the Advisory Committee 
overseeing the grant program you are applying to, for recommendation. The Foundation’s aim is to simplify the overall 
grants process for the Advisory Committee and for you. 
 



1300 304 541  
℮•: foundation@bendigobank.com.au 
 
 

To commence your application log onto this site:   
 

www.bendigobank.com.au/foundation 

mailto:foundation@bendigobank.com.au
http://www.bendigobank.com.au/foundation
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 Helpful Hints and Tips 

There are a few things you need to know before you apply. To make the process easier for you, please read on: 

1. First and foremost we encourage you to get to know your local Community Bank® Branch. Go into the branch or give them a call. Say

g’day and let them know about your organisation and talk to them about your project plans.

2. You will need to have your ABN number on hand. Don’t have an ABN? You’ll need one to apply or find a Project Partner – see point 6

below. Visit this website to find out how to get an ABN: https://abr.gov.au/

3. You will need to provide financial information. Current financial information such as audited financials or a balance sheet and profit and

loss statement is required. You will need to upload financial documents when you submit your application.

4. You will need to provide quotes. Quotes are required to substantiate your project expenses. These can be in the form of a wri tten quote

or a catalogue. A spreadsheet breaking down costs can also be accepted and at times is recommended.

5. You must use whole dollars throughout the application process – do not use commas or decimal points for any currency figures.

6. Newly established organisation’s and those without an ABN will need a project partner. In this instance, a project partner will need to

supply financial information. A letter from the project partner is also required to demonstrate evidence of their support. When applying, be

sure to demonstrate wide community benefit of your project. You know the great outcomes your project could potentially have in your

community and we look forward to hearing about them in your application.

7. Letters of support from other local groups and community organisation’s will be of benefit to your application. They are not necessary,

however it does provide greater visibility on the impact your organisation and your project has on the community.

8. In thirteen months’ time we will ask you to complete an acquittal. This can be done by logging into the system with the username and

password you created when applying for funding. We encourage you to provide photos of your project. This gives us and the advisory

committee a visual and is a good opportunity to tell your project story through pictures.

9. Government entities cannot always be funded directly and generally need a Project Partner – Please contact the Foundation on 1300

304 541 for assistance prior to commencing your application.

https://abr.gov.au/
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Frequently Asked Questions 

FAQ’s on Grants Process and eligibility can be located at this link:

https://cia.communityenterprisefoundation.com.au/info/applyforfunding/ 

FAQ’s regarding the Grants Applications Process: 

Q1. Can I leave the application process without losing my work and resume my application later?  
A1. Yes – provided you have clicked on the save button at each page your work will be saved.  Please note details on how to resume your application can be found 

on Page 19 or click here. 

 Q2.  I started my application and now when I go back in, the information is not there – Have I lost my information? 
A2. Generally no you haven’t lost your information as long as you have clicked save throughout the document.  You may be opening another application by mistake 

please follow the instructions on Page 19 or click here. 

Q3. Why doesn’t the budget balance or the system allow me to go any further? 
A2.  Our system only accepts whole dollar amounts.  Remove any commas or decimal points in your figures. 

Q4. Why does the system tell me that my budget doesn’t balance with the amount applied for? 
A4. Sometimes when you enter the requested amount on the project page incorrectly (ie: with commas or decimal places) this information won’t save so when you 
enter your budget the system tells you it doesn’t balance.  Go back to the project page and check that the amount of funding applied for is correct. 

Q5. Why can’t I progress to submit my application? 
A5. You will not be able to submit your application unless you have loaded your financial statements and quotations for the project.  Refer to page 14 of this 

document for instructions or click here. 

https://cia.communityenterprisefoundation.com.au/info/applyforfunding/
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             Navigating the Grants Platform 
 

 

Go to: 

www.bendigobank.com.au/foundation 
 
 

Step 1. Click on the “Apply for Funding” tab. 
  
 

Step 2. Click on the “Grants” link. 
 

IMPORTANT: If you are 

returning to complete an 
application you have already 
started you need to click 
here!   
 
If you have already Logged 
In – Click onto the “Manage 
your Applications” picture. 

http://www.bendigobank.com.au/foundation
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 Navigating the Grants Platform (Cont): 
 

 
  Step 3. If you know the name or part of the name 

of Grants Program you wish to apply for press the 
Control and “F” keys together to bring up the 
“find” query (see picture). 
 
 

Type in the name and enter. All of the 
programs matching that criteria will be 
displayed. 

 
 

Alternatively, you can scroll down the list and 
find the program you wish to apply for. 

 
 

When you locate the Grant Program, click on the 
blue “apply” button for that Grant Program 
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            Register your Details 

 

 

Step 4. Register your details 
Note: You only need to register once, so if you have 

previously registered your account will still be active. 
 
 
If you have previously registered, go to step 2 on Page 6. 
 
 

Step 5. Enter your email and password and click 
“Log in”. 
 
 

Note: If you have forgotten your password, click on the 
“Forgot your password” link. 

 

 
 
 
 
 
 
 

Tip 

 
  Make a note of your password 
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             Applying for Funding 
 

 

Step 6. Select tick “Yes” if you accept the terms of 
the privacy statement to progress your 
application. 

 
 
 
 
 
 
 
 
 
 
 
 

  

Don’t forget to save your work at the 
end of each section throughout the 
grants application process. 

Tip 
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            Applicant Information: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 7. Register Applicant information and click on the 
Save button. 
 

Ensure that your organisation’s name and registration 
business name is the same as what is listed on 
your ABN Registration. 
 
ABN – You need to hold an ABN to apply. If you do not have 
an ABN you will need a Project Partner (See page 12). 
 

If unsure, to check the details listed on your ABN go to the 
website: 

abr.business.gov.au/searchindex.aspx 

 

If you are a State Government entity, please contact 
the foundation prior to lodging your application –  

1300 304 541 
 
 

Important Note: Resuming your application. You can leave your 

application process at any time provided you have saved the work you have 
undertaken (ie: clicked on save at the end of each page). To understand how to do this 

click HERE or go to page 19. 
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Registered Address 
 
 

Step 8. Enter the registered Address. 
 
 
 

Contacts: 
 

 

Step 9. Enter your contact details. 
 
 

Note: We require 2 contacts including the head of the 
organisation. The Primary Contact is the Foundation’s 
first point of contact and where all correspondence 
will be addressed.  Please ensure that you provide an 
email address for your Primary Contact. 

 

 

Once you have completed all of the details, click on the save 

button and progress to the next page. 



Community Grant Program - How to apply 
 

 
Page 12 of 19 

 

Project Partner – If required. 

 
 
 
 

Project Partner (if required) 

Step 10. Complete this section only if you are not eligible 
to apply for a grant in your own right and are therefore using 
a project partner.   If you don’t need a Project Partner click 
on NEXT to proceed to the next section. 
 

If you are unsure if you need a project partner, please 
contact the Foundation for assistance. 
 

If you do require a partner, proceed with completing all of 
the details contained in that form.  As with the applicant 
section, you will need to name a Primary and Secondary 
Contact person for your Project Partner.  You will need 
details of the partnering organisation’s ABN and Registered 
Business name, a copy of their current financial statements 
and a letter of Agreement stating the Project Partner is 
willing to work with you on this project.  A template example 
letter is provided as part of the application process.  
 

NOTE: If you are successful in obtaining a grant, the cheque will be 
made payable to the project partner who will have agreed to apply 
the funds to the project. 
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Organisation Information: 
 
 

Step 11. Enter your organisation’s information. 
 
 

Note: The information in this section will assist the 
Foundation to build a picture of your organisation’s role in 
the community. 

 

 

Annual Turnover – this is your total income for the year 
prior to the deduction of any expenses.  
 
Enter all details and click on the save button. 

 
 

Use whole dollars with no commas or decimal 

points as our system doesn’t accept them. 
Tip 
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Loading Attachments: 
 
  

         
         
         
         
               Step 12. Load your attachments. 

Note: For your application to progress, you must attach quotations for 
your project and a copy of your current financial statements (ie: Profit 
and Loss and Balance Sheet). 

 
Step 13. Type in the title of your file. 

 
Step 14. Select the drop down box and select appropriate file type for 
each attachment.  You must select at a minimum the Quotation and 
Financials tabs from the drop down list and load these files. 

 
Step 15. Click on the Browse button – this will take you to your personal 
files on your computer. Select the relevant document and click 
“upload”. 

 
 

Your document will appear in a list at the top of the screen. Continue this 
process to attach all relevant documentation in support of your 
application.  You can attach any documentation that you believe will 
assist your application. 
Click on the save button.

Tip 

 

Save the documents you want to attach to your personal 

file before you commence this loading attachment process 
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Project Information: 
 

Step 16. Enter your project description:  Be concise and 
specific. 

 

 

Step 17. Enter the number of Community Members that will 

benefit. 
 

Note: There must be a broad community benefit. Sporting clubs in 
particular are encouraged to contact the Foundation to discuss the 
community benefit of any project beyond sport itself. 

 

 

Step 18. Enter the date the project will commence. 
Note: The project must commence within the next 12 months and 

cannot be a date that has already occurred! 
 

Step 19. Enter the amount you are requesting. 
Note: This amount must be entered and must balance with the amount 
in the budget pages following and must be in whole dollars and no 
commas. 

 

If there is no limit stated on the program you are applying to, then 
apply for the funds you need to complete the project. Even if you are 
requesting a significant amount, you may be successful in receiving 
funding for a particular portion of your project. 
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Project Budget: 
 
 

Step 20. Enter the budget details of your project and 
click on the save button. 

 

Note 1: The Budget tab relates specifically to your project, not your 
organisation as a whole. 

Note 2: “In-Kind” does not have a monetary value and therefore 

should not be added to the project income in the budget. 
Note 3: Outline what other funding/support you have (ie: “in kind” or 
“financial” such as fundraising or other grants received). This is 
seen as a positive to show that there is already support for the 
project. 

                                               Please show how all funds will be expended. 

 

 Remember - Use whole dollars and no 
commas or decimal points 

 

 
 

You will need to attach quotes to support your application as 
indicated during the grants application process. 

 

 

IMPORTANT: Your application will not proceed if you have not 
attached your financials or quotations and/or have selected 
these titles from the drop down list – refer page 14. 

Tip 
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Project Budget (Cont’d: 
 
 

Once your budget details are entered the system will 
calculate your figures. The amount appearing in this 
section, must enter the amount previously stated 
under the project tab (ie: previous page). 

 

 

If the system tells you that it doesn’t balance, 

recheck your figures on both pages. 
 

 

Note: sometimes there are glitches with this 
calculation function – we are working on that. If this 
happens to you, save your work and continue 
ignoring the error message. 
 
Click on the Save Button. 
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Submitting your Application Request: 
 

Congratulations – you have reached the final 
page of the application process. 

 
 

Step 21. If you are satisfied with all of the 
information provided. Click on the Validate 
Application button and then the green Submit 
Application button when it appears. 
 
If you don’t see the green Submit Application – 
Check what message is displayed on screen and 
rectify accordingly. 

 
 

Your application has now been submitted – Good 
luck!! 
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You can leave your application process at any stage 
but make sure you click the SAVE buttons that appear 
at the bottom of each section of the application process 
before you close out of the system. 

 

There are two ways of resuming your application. 

1. Log in again using your previously registered
email and password and click on the “Manage 
your Grant Applications” picture.  

2. Or if you have the “Apply for Funding” page open
(see picture), click on the link circled.

Resuming your Application 

Tip Remember to make a note of your 
application number. 
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