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Three times a year, Experience Durham open applications for DST theatre companies who 

wish to receive funding for productions. This guidance document is to help theatre 

companies fill out that document. This guide will go through each section in the application 

form individually.  

 

1) Information and guidance page 

The front page of the application form contains information about: 

 That the grant is only for specific productions, but can be anything to do with that production, 

eg, rights, venue, costume, tech hire, etc.  

 What weeks your production must be performed during in order to apply for funding in this cycle 

of applications. 

 What additional pieces of information you must include: 

o A detailed budget that must be on an Excel spreadsheet 

o Proof of acquisition of rights – we accept proof of rights’ availability if it is then explained 

why they have not been acquired 

 Where the application must be sent to 

 The deadline for applications 

 The guidelines for sponsorship if given funding 

o Most of this falls into publicising and acknowledging Experience Durham sufficiently in 

conjunction with the production. When given an ED grant, the theatre company is then 

sent guidelines about what the production then must do. 

o This also talks about the grant report, the details for which are provided when the grant 

application is approved.  

 Details for payment of the funding to the theatre company.  

 

2) Your details 

This is the basic identifying details about the application, who it’s from and what it’s for. This is also 

for the application committee to understand what time and dates your production is, as well as where 

it is being performed.  

Some tips for this section: 
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 We recommend that the application is submitted by either the president or the treasurer of the 

theatre company producing the show. This is because ED grants are for funding theatre 

companies to do a certain production, and not funding a specific production in isolation. 

Therefore, knowledge of the theatre company’s finances is essential. 

o We will accept applications from members of the production’s production team, but we 

recommend in this instance that an explanation is provided why that individual is 

applying. 

 If you don’t have a specific venue, dates or times yet, please put in the projected/estimates for 

these sections.  

o Think carefully about your application if you have not secured a venue. For example, it 

would make sense for the grant committee to approve funding for a production’s 

costumes if they had no venue, but it wouldn’t make sense to approve funding for a 

production’s staging hire, or technical equipment, if a venue had not been secured.  

 

3) ‘What is the amount of money required?’ 

This question is for the grant committee to know exactly how much money is being asked for.  

It is important here to note (as it does in the application form) that successful applications may not be 

awarded the full sum that the theatre company applied for. This may be for a range of reasons, 

running from validity of application’s requests, to the funding amount available being contingent on 

the number of other applications in that cycle. 

Some tips: 

 Be as specific as possible with your amount. There is a chance later to explain exactly how you 

decided on the amount you are requesting, and the more specific the amount is the more 

research it shows was done to reach that number.  

 

4) ‘What aspect of your production is the money required for?’ and ‘Please detail why the above 

is crucial to the production.’ 

This is the section where you explain exactly what the money is required for. The grant panel wants 

to understand exactly what the money is for, why it is necessary, how you got to the figure that 

you’re asking for, and to prove that research was done in establishing the necessary thing, and 

what the price for that thing is.  

Some tips: 

 Make sure you address the what, the why, the how and the research bits. There’s no word limit 

to the application, so you can be as detailed as you like. 
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 Feel free to add additional media into this section to back up your answer. This can include 

pictures, website links to Amazon or the venue site or the rights company, audio files, set plans, 

etc.  

 Think about it as though it’s a debate argument. You’re trying to persuade the grant panel. Make 

the answer as logical as possible. 

o The format suggested: ‘we need X because creatively it does Y but practically it gives 

us Z, and so we did research and found A, B and C options, but C and B don’t work 

because of [list reasons] so we chose A. A costs £however much, and we know this 

because we checked multiple other sources and this was the cheapest [link to chosen 

cost on internet]’.  

 Make sure to detail each individual element and its cost, to make it clear how a total cost was 

achieved.  

 Separate out your answers – the top question is for how you found the costs and what research 

you did, and the bottom question is why creatively, practically, logistically you need the item 

you’re requesting funding for.  

 We suggest trying to pre-empt what questions the grant panel might ask. For example, if you 

think the panel is going to ask questions about why you didn’t try to source your requested item 

from a different place, put in why you made that decision. 

 

5) ‘Have you received any other sponsorship this academic year?’ 

This question is asking whether the theatre company applying has received any other money at all 

this year. If it’s a yes, you have to put in how much the company received, in what form it received 

that money, how long the sponsorship was valid for if there was a time limit on it, and if the theatre 

company is looking for approaching or applying for any other funding or sponsorship.  

Some tips: 

 This section isn’t to work out whether you’re making a ‘valid’ application or not – you are still 

eligible for Experience Durham funding if you’ve received funding from somewhere else.  

 Be as clear and as transparent as possible with these numbers! 

 

6) ‘What is your projected audience size in total?’ 

This is the beginning of the Marketing, Communications and Outreach section. This question 

is asking for the projected audience size over the course of the production’s entire run. 

Some tips: 

 We recommend estimating audience size in total at 60% capacity of your venue.  
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 If you haven’t secured a venue, please estimate projected audience size using the capacities of 

the venues you are considering.  

 

7) ‘How do you aim to market to students, staff, parents and the local community?’ 

This question is asking about your production’s marketing plan, and specifically asking about the 

plans in relation to DST’s four key target audience demographics: students, staff, parents and the local 

community of Durham. It also provides scope for other target audiences that might be relevant to your 

production (eg., alumni, touring audiences, etc.), and also suggests forms of publicity that you may 

wish to mention. 

This is an important section to spend time on and get right. If you can prove to the grant panel that 

you are going to market and publicise your production efficiently and successfully, then the panel are 

more likely to see the effort, time and importance that has been placed on the production and are 

therefore more likely to grant you the requested funding.  

Some tips: 

 We recommend that you structure this section efficiently and logically. Feel free to use bullet 

points, lists, diagrams, any format that you think is the clearest. 

 Here are two ways to structure the content: 

o By audience: Make clear the different audience demographics that you want to target. 

Explain who they are, why you’ve decided to target them, and then how you’re going 

to target them. Explain what marketing tools are for which audience groups, and 

why/what the plan is/how you’ll execute the plan.  

o By marketing tool: Make clear the different forms of publicity that you’ve decided to use. 

Explain why each form has been chosen, and which audience demographic this form 

targets. Explain why the plan is the way it is, what the plan is for execution of publicity, 

and how you’ll do it. 

 You can add whatever supporting media you like in this section – graphic images, visual 

suggestions, posters, flyers, social media mock ups, etc.  

 Focus on communications as well as the actual marketing design. Make sure you talk about 

distribution, and make sure the panel knows that you understand about ‘capturing’ an 

audience’s interest and making the most of your audience base.  

 To really show off your best, we recommend including a marketing and communications timeline. 

 

8) ‘Please identify ways in which your event could involve the local community and/or outreach 

work.’ 

This question aims to establish if and how this production will benefit the local community of Durham 

and/or any active steps the theatre company is taking with this production to engage in outreach.  



 

DST is a Durham Student Organisation, under the DSO Framework of Durham University, managed by Experience Durham 

www.durhamstudenttheatre.org   |   The Assembly Rooms Theatre, 40 North Bailey, Durham, DH1 3ET   |   student.theatre@dur.ac.uk 

The reference to ‘the local community’ is talking about the community of groups, organisations, 

businesses, neighbourhoods, societies that exist within Durham outside of the University bubble. It also 

includes individual local residents, but individual local residents are not exclusively the local 

community. It is very important that your answer to this question proves the theatre company and the 

production understands the difference. 

Some tips: 

 If you don’t have the time or capacity to do outreach, there are other ways of engaging the local 

community. Think about specific marketing and communications plans, emailing local 

organisations, getting sponsorship from businesses in return for publicity or working with them 

in some capacity. 

o Also, think about engaging with student union societies and associations that champion 

charities or causes, and think about how you can benefit each other. 

 Anything you explain that you’re going to do – talk about how you’ll do it and what you want 

the outcome to look like. Again, feel free to include timelines, email templates for contacts, 

anything you like. 

 Mention briefly what the theatre company’s overall plans are for outreach and engagement, as 

the funding goes to the theatre company.  

 Do not mention speculative plans, or tentative plans the theatre company has made. Any proof 

of organisation or research for the community engagement plans can be submitted. 

 

9) Detailed budget 

A budget must be submitted along with the written form. The budget must be a spreadsheet, like 

in Excel or Google Sheets or Numbers. The budget must include: 

 Expenditure – how much you’re spending on stuff, including: 

o Rights 

o Venue 

o Tech 

o Set 

o Props and costume, make up 

o Publicity, including design and communications 

o Any other additional costs 

 Income – how much money is coming in, including: 

o Ticket sales 

 Per night, with projected audience income 

o Funding 

o Any other additional avenues of income 
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 Then it must go total profit (then any levies that are added by the venue) then after VAT which is 

your total net profit. 

Some tips: 

 There’s a budget template on the members’ section of the DST website.  

 Feel free to make break downs of cost sections like set, props, and costume, including details of 

where you’re sourcing stuff from. 

 Make sure you think about the prices of your tickets – if you want to include reasoning as to why 

those prices, feel free! 

 Double-check the DST Inventory of the Internal Hires to make sure that the stuff you want is in the 

inventory, before looking elsewhere. 

 If you get super stuck, the DST Treasurer will help you out! Just send them an email. 

 

10)  Proof of acquisition of rights 

This one is super straight forward – the application requires a copy or screenshot of proof that you’ve 

acquired the rights for your show, if they’re needed. If it’s not the actual acquisition proof, then show 

proof that they’ve available and explain why they haven’t been acquired yet. If you don’t need rights, 

make sure to include this in the application.  

 

11)  Additional supporting information 

If you want to include anything else as part of your application – set design, a costume mood board, 

a detailed publicity timeline, and so on – please feel free, so long as they are relevant to the funding 

you are requesting. 

 

Contact information 

If you have any further questions about the Experience Durham Grant application, the grant itself, or 

other funding opportunities: 

 DST Treasurer (dst.treasurer@durham.ac.uk)  

 Theatre Development Coordinator (theatre.coordinator@durham.ac.uk) 

 Head of Theatre (kate.a.barton@durham.ac.uk) 

 The members’ section of www.durhamstudenttheatre.org  
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