Annex A
Applicant Guidance: Costing Activities
This guidance provides additional detail on how to develop activity costings and should be read alongside the Information Booklet. The aim is to help applicants present clear, realistic and proportionate costings that can be easily understood and assessed.
1. Building Activity Costings
Applicants should construct each activity cost based on what will be delivered. This means identifying the outputs to be achieved, the staff and other resources required, and any associated delivery costs such as materials, venues or specialist input.
Each activity cost should represent the full and realistic cost of delivery on its own. Costings should be developed alongside activity design, rather than applied after activities have been defined.
2. Estimating Staff Costs
Staff costs should reflect the level of input required to deliver the activity. Applicants should estimate the proportion of time each role will contribute and apply this proportion to the total employment cost, including salary, National Insurance and pension.
This should take account of all stages of delivery, including preparation, delivery and follow‑up activity. Estimates should be realistic and proportionate to the scale of delivery, and be evidence based.
3. Core Costs and Organisational Support
In addition to direct activity costs, applicants may incur wider organisational costs that support delivery. These can include management oversight, finance functions, governance or premises.
The Department will contribute up to 10% of the total grant value towards core organisational costs. Core costs should be presented separately from activity costings, in line with the Information Booklet.
Applicants are not required to provide detailed breakdowns at activity level. However, they should be able to explain, at a high level, how these costs support delivery. The level of core cost requested should be proportionate to the scale and complexity of the proposed activity.
4. Linking Costs to Delivery
Applicants should clearly demonstrate how costs relate to delivery. For each activity, it should be evident what will be delivered, how costs contribute to that delivery, and what outputs will be achieved.
Applicants should be able to describe, in simple terms, what each cost is contributing to the activity. Simple measures, such as cost per participant or cost per activity, may help demonstrate value for money where appropriate. 
5. Assumptions and Scale
Costings should be based on clear and realistic assumptions that reflect the scale of delivery proposed. This includes expected participant numbers, delivery volumes and the level of resource required.
Key assumptions should be clearly stated, particularly where costings depend on participation levels or minimum scale. Applicants should also consider whether activities remain deliverable if the scale changes.
6. Allocating Costs Across Activities
Where a cost supports more than one activity, it should be apportioned on a reasonable and consistent basis. This might reflect the time spent supporting each activity or another simple and appropriate method.
The approach should be clearly explained, but overly complex allocation methods are not required.
7. Reviewing Costings
When preparing costings, applicants should review them carefully to ensure they are complete, proportionate and clearly linked to delivery. Costs should reflect the proposed activity only and should not duplicate inputs across activities.
Where a cost cannot be easily explained in terms of what it is delivering, it may require further refinement before being submitted to the Department.
8. Worked Examples
Example 1: Workshop Activity 
An activity involving the delivery of six workshops should include staff time for preparation and delivery, as well as venue and materials costs aligned to the number of sessions and participants.
For example:
· Facilitator delivery:
£x per day × number of workshop days
· Event management support (e.g. coordination and logistics):
£x per day × number of delivery days
· Preparation and follow‑up (e.g. planning, participant engagement, reporting):
£x per hour × number of hours required
· Venue hire:
£x × number of sessions
· Materials:
£x × number of participants
The total cost can then be linked directly to the delivery of six workshops and the number of participants supported. A cost per participant can be derived from this to support assessment of value for money.
This approach demonstrates how costs are built from delivery requirements and clearly linked to outputs.
Example 2: Advisory Support Activity
An activity providing advisory support to a defined number of organisations should include an appropriate proportion of staff time based on expected input, along with any specialist or engagement costs required.
For example:
· Advisor staff time:
£x per day or hour × level of input required per organisation
· Senior oversight / specialist staff input:
£x per day or hour × number of inputs
· External specialist support:
£x per session × number of sessions
· Engagement activities (e.g. meetings, site visits, events):
£x per organisation × number of organisations supported
· Travel or delivery-related costs:
£x per visit or engagement
The overall cost should align with the number of organisations supported and the level of intervention being delivered.
This approach demonstrates how staff inputs and additional costs combine to support delivery at a defined scale.
9. Summary
Effective activity costings are built from clearly identified delivery requirements and supported by realistic assumptions. They include appropriate organisational support and clearly show how costs relate to outputs and delivery.
This enables the Department to assess value for money and make informed funding decisions at activity level.
