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WHAT IS A GRANT WRITING SWIPE FILE? 
A swipe file is a collection of resources 
(and sometimes, inspiration) to help 
you get a head start with writing 
projects. Often, they are used by writers 
and creatives to help them get started 
with new projects. 
 
You can use the idea when it comes to 
grant writing to save yourself time, to feel 
more organised, and to have a bank of 
ready-made, quality content to recycle 
again and again. Think of it as an ever-
growing compilation of resources and 
content that you refine and expand over 
time. 
 
This guide will help you identify and craft 
the content for your own grant swipe file 
so you can save time, be more prepared 
and win more grants. 
 

Not every piece of information will be 
required by every grant, but every grant 
will draw on much of the content 
suggested here and your swipe file will 
make the application process easier. 
Similarly, grant applications will ask for 
lots of detail about your proposed project 
which you won’t be able to cover in a 
swipe file, BUT a swipe file will make it 
much easier to address generic elements. 
  

DIGITAL OR PHYSICAL?
Traditionally, swipe files were physical - 
think a messy folder bulging with 
inspirational clippings for marketing or 
other creative purposes. 
 
For a grant writing swipe file, digital is 
your best choice. Digital allows you to 
quickly move and rename files, update 
content, cut and paste between 
documents, and easily share with your 
team (or grant writer). 
 

Start your swipe file by creating a folder, 
then make a subfolder for each of the 
categories of content explored in this 
guide. Name each file clearly so it's easy 
to find when you're in a rush. It’s a work in 
progress so start with what you have time 
to deal with now, and continue to build on 
it each time you make a new application. 
Repurpose and refine wherever possible. 
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ORGANISATION BASICS 
This is probably the most boring part of 
your swipe file, but this is the bit that is 
definitely going to save you time (and 
stress). These are the type of details 
that you are going to need with every 
single grant application.  
 
And while you might know this stuff off 
the top of your head, if you’ve got a new 
staff member or you’re getting a grant 
writer on board, they’ll have to go hunting 
(and waste precious time).  
 
The benefit for you in making this section 
is that you’ll be able to cut and paste 
instead of typing out content from scratch 
every time.  This is a major time saver and 
will reduce the chances of a transcription 
error when you’re in a mad rush. 
 
What to include? Here’s some ideas: 
> Legal entity name  
> Trading name [if applicable] 
> ABN and, if you have a company, ACN  
> GST status 
> Entity type  
> Bank details 
> Physical and postal addresses 
> Telephone number 
> Insurance details (policy type, policy 

number, insurer, insured valued, 
expiry date, any exclusions) 

 
It’s also handy to have scanned copies of 
official documentation – business name 
registration, Certificate of Incorporation 
(if you an incorporated association), 
certificates of currency for insurance 

policies and similar official 
documentation. You won’t need them for 
every application, but it saves a scramble 
when you do. 
 
Rather than saving copies of key 
documents (strategic plan, business plan, 
marketing plan, policies and procedures) 
it’s better to create a document which 
outlines where on your filing system each 
of these are saved (ideally with a clickable 
link if you are using a cloud storage 
solution). This avoids having multiple 
versions of these documents floating 
around and you can be sure you’re always 
referring to the current version. 
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ORGANISATION PROFILE 
Most grants will ask for information about 
your organisation. Generally, they’ll want 
a high-level overview that helps them 
understand the context of what you do, 
before you dive into the project details. 
 
This section of the application will range 
from super brief (around 50 words) to 
much more detail (up to 500 words).  

Two versions are helpful as a starting 
point (mini version and maxi version) and 
then you can expand, or trim as required.  
 
What to include: what you do, who you 
do it for and why. An expanded version 
could include your business plan, 
operating history, stakeholders, key 
achievements and future goals.  

ORGANISATION CAPABILITY 
Every grant funder is going to want to 
know about your organisation’s ability 
to deliver on the project you’ve 
proposed to deliver with the grant.  
 
This part of an application is an important 
element of the grant funder’s risk 
management strategy – they want to feel 
confident that their funds will be used 
appropriately, and that you’ll be likely to 
deliver the results promised.  
 
Funders will ask for varying ways to show 
this, but generally you’ll need to tell them 
about your team and past projects. 
 
To put yourself in the best position to be 
able to respond, having a few different 
formats for this information is useful. You 
will be able to tweak these options to 
meet the requirements of most 
applications. For each of your key staff 
(and any board members), look to create: 
 

> Resumes – these should be 1-2 pages 
each, not epic tales 

> Short bios (1-3 paragraphs per person) 
> Dot point bios (role, qualifications, 

special expertise/skills) 
> Organisation Chart 
 
Project track record is important. If 
your organisation regularly secures grant 
funding, you’ll have a long list of projects 
to refer to – make life easier for yourself by 
creating a file you update with 
information about each new project. If 
you have little or no experience with 
grants, you’ll need to think creatively and 
identify projects your organisation has 
delivered. Your file could include details 
about the following for each project: 
 
> Project name 
> Project value  
> Grant value 
> Date range of project 
> Key activities undertaken 
> Project outcomes
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SAMPLE RESPONSES 
Grant applications are often very 
similar in structure – your project might 
be different but there are lots of elements 
you can recycle. If you have experience in 
applying for grants, look back through old 
applications and take note of similar 
questions – cut and paste those answers 
into a file and then begin refining this 
content. Every organisation will have a 
different set of sample responses, tailored 
to the type of grants you apply for. 
Examples of content that might be 
relevant include project management 

approach, risk management plan, 
procurement policies including buy local 
policy, economic or social impact of your 
organisation, key stakeholders and how 
you consult with them, testimonials and 
endorsements from clients/key 
stakeholders.  
 
The aim here is to build a bank of 
content that you’ll recycle and adjust 
for future applications, instead of 
needing to start from scratch with each 
application. 

USEFUL DATA & RESOURCES 
If you’re applying for small funds, support 
data and resources are less important. 
However, once you start looking at major 
grant funds, having data and research to 
back up your claims is vital to add 
credibility to your proposal.  
 
Compiling a list of links to key information 
can save you a lot of time when it comes 
to finding evidence. Rather than saving a 
copy of anything you’ll know will remain 
online long term (for example, reports 
and articles), it’s better to record the link 
so you can be sure of grabbing a current 
version in case of updates. Likewise, 
statistical data is often updated, so links 
to the source allow you to quickly access 
up-to-date details. Try and find things like 
media articles online but if you can’t, just 
scan and save. 
 

Ideas for the type of data and sources you 
might like to gather include: 
> ABS statistical data 
> Reports on economic and social 

trends (try Googling relevant terms for 
your business/organisation or specific 
project) 

> Reports prepared by industry bodies, 
government agencies or consulting 
groups (again, Google is your friend) 
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