VETERANS FACILITIES FUND (VFF) GRANT
Project Plan Form

The completion of this Project Plan Form is required as part of your application for a Veterans Facilities Fund (VFF) Grant 2025 application and will inform the agreement of any approved funding.

The purpose of this Project Plan Form is to demonstrate to Defence West, on behalf of the Department of Premier and Cabinet (the Department), that your organisation is positioned to undertake an eligible small infrastructure project, to upgrade your eligible aging infrastructure. The information provided will inform assessment against the selection criteria for the VFF Grant 2025. Providing detail will help the assessment panel determine the suitability and merit of your application.  

This Project Plan Form needs to be attached to the VFF Grant 2025 Smart Sheets Application Form. Please email veteransoffice@dpc.wa.gov.au or call (08) 6277 2822 for information or assistance with this Project Plan Form.

[bookmark: Section_One_–_Organisation_Details]Contact details 

Organisation details
Please enter the details of the organisation applying for a VFF Grant. 
	Legal name of organisation:
	

	Trading name (if applicable):
	

	Postal address:
	

	Suburb:
	
	Postcode:
	

	Telephone:
	


 
Authorised representative contact
This is a person that is legally authorised to enter contracts on behalf of the organisation. 
	Name:
	

	Position:
	

	Telephone:
	
	Mobile:
	

	Email: 
	


Note: Personal information collection by Defence West will be in accordance with the Privacy Act 1988

Project Manager / Contact Officer
This is the person who should be contacted about the Project and the information presented in this form. This person can also be any of the above-named persons, if more appropriate. 
	Name:
	

	Position:
	

	Telephone:
	
	Mobile:
	

	Email: 
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1. Project Definition 
	1.1. Project Details. Use this sub-section to provide basic details on the project.

	1.1.1. Project Information

	Project Name
	
	Funding requested
	

	Requested Start date
	
	Requested End Date
	

	1.1.2. Project Site Information. Provide information on the land, property, building, or facility on which the project will take place – the ‘Project Site’. You must be able to provide evidence of ownership, or lease, as well as its ‘use’ and its ‘condition’ through supporting documents or images.

	Project Site Address 
	

	Who owns and/or manages the building or facility of the Project Site?
	

	Who owns the land or property on which the Project Site is located or will be located?
	

	If you do not own any part of the Project Site, provide details of the lease
	

	Provide an overview of how the Project Site is currently used and by whom
	

	Describe the condition of the Project Site and any effects of this condition on its use
	

	1.2. Project Description. Use this sub-section to describe the project which would be funded.

	1.2.1. Project Activities. Please describe the activities that you intend to complete, which would be supported by a VFF Grant 2025. Assume this to be the scope of works.

	

	

	1.2.2. Capital works. Confirm if any type of capital works is being completed as part those project activities. Please indicate all that apply and provide details in the blank section.

	Construction 
(new building/structure)
	Yes  ☐
	No  ☐
	

	Renovations/extensions 
(to existing building/structure)
	Yes  ☐
	No  ☐
	

	Leasehold improvements
(fit outs or structural changes)
	Yes  ☐
	No  ☐
	

	Permanent Fixtures 
(Kitchen fittings, ablution installs, doorways etc.)
	Yes  ☐
	No  ☐
	

	External Structural works
(driveways, fencing, earthworks, concrete structures, monuments)
	Yes  ☐
	No  ☐
	

	Electrical and Plumbing Infrastructure
(embedding wiring, plumbing, ducted air-conditioning)
	Yes  ☐
	No  ☐
	

	Demolitions
(existing building/structure)
	Yes  ☐
	No  ☐
	


	1.2.3. 
Non-Capital works. Confirm if any other type of work is being completed as part those project activities. Please indicate all that apply and provide details in the blank section.

	Landscaping
(new or existing plot)
	Yes  ☐
	No  ☐
	

	Repairs and maintenance
(general upkeep, repairing existing defects on a property)
	Yes  ☐
	No  ☐
	




2. Project Planning 
	2.1. Preparation requirements. Use this sub-section to provide information on the organisation’s preparation for the delivery of the project.

	2.1.1. Project Personnel.  Identify would be involved in this project. 

	Role
	Name
	Date of Appointment

	Project Manager
	
	

	Project Staff (paid personnel)
Role:
Role:
Role:
	
	

	Project Volunteers
Role:
Role:
Role: 
	
	

	2.1.2. Approval requirements. Confirm which approvals have been acquired to undertake the Project Activities and provide the applicable dates. Select N/A for any approvals which are not required.

	Local Government Development Approval
	N/A  ☐
	Yes  ☐
	No  ☐	
	Click here to enter dates.

	Heritage Council for development under the Heritage Act 2018
	N/A  ☐
	Yes  ☐
	No  ☐	
	Click here to enter dates.

	Department of Biodiversity, Conservation and Attractions
	N/A  ☐
	Yes  ☐
	No  ☐	
	Click here to enter dates.

	Department of Water and Environmental Regulation
	N/A  ☐
	Yes  ☐
	No  ☐	
	Click here to enter dates.

	Other 
Provide details below, if required. 
	N/A  ☐
	Yes  ☐
	No  ☐	
	Click here to enter dates.

	Use this space to enter details of any other approvals or clearances that you require.

	2.1.3. Quotes and estimates. Confirm which quotes and estimates are required to plan the Project Activities.

	Quote/estimate details 
	Date quote was obtained or is proposed to be obtained
	Date quote will expire
(Leave blank if not obtained)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Provide an overview of the process you will use to obtain the necessary quotes and estimates:


	2.1.4. Site Readiness. Confirm what is required to ready the Project Site for the project activities to start.

	Does all or part of the premises/facility need to be vacated?
	☐ Partial     ☐ Full  
	Click here to enter date

	Does all or part of the premises/facility need to be temporarily classified as a construction area?
	☐ Partial     ☐ Full  
	Click here to enter date

	Does all or part of the premises/facility need to be demolished?
	☐ Partial     ☐ Full  
	Click here to enter date

	Provide an overview of what you need to do to get the site ready:





	2.1.5. Project Awareness. Confirm who has been advised of the project. Please identify key supporters, sponsors, contractors and any third-party funding sources in these fields.

	Key Stakeholder
	Organisation and Role
	Date advised
	Are they supportive?

	
	
	
	☐ Yes     ☐ No  

	
	
	
	  ☐ Yes     ☐ No  

	
	
	
	☐ Yes     ☐ No  

	
	
	
	☐ Yes     ☐ No  

	
	
	
	☐ Yes     ☐ No  

	2.2. Project Delivery. Use this sub-section to provide information on the delivery of the project.

	2.2.1. Project Timeline. Outline the timeframe of your project and which factors may affect the start, end or any other significant dates.

	Preferred Start date
	
	Preferred End date
	

	Identify any factors influencing this start date:
   

	Identify any factors influencing this end date:
  


	Other significant dates 
	Click here to enter the date and the details of significance. E.g Anzac Day 

	Explain how you intend to maintain the project schedule:



	2.2.2. Project Schedule. Outline the planned completion of the Project Activities. Please identify any known dependencies for the project and who is delivering the listed activity.

	Activity
	Start date
	Dependency
	Responsible party and role

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	2.2.3. Project Cost. Provide a breakdown of costs for the completion of the Project Activities and identify the applicable funding source, specifying any sources of co-funding. Identify whether the expense is up front or on occurrence.

	Budgeted item
	Expected Cost
(inc GST)
	Up front or on occurrence
	Funding Source

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


3. Project Governance 
	3.1. Project Governance Structure. Use this sub-section to provide information on the organisation’s governance structure for the project. 

	3.1.1. Project Sponsorship.  

	Who is the Project Sponsor? 
(the person who the project manager will report to)
	

	Does the organisation have a Project Committee monitoring the project? If so, who?
	

	3.1.2. Project Decision Making. Outline how decisions will be made regarding Project contract negotiations?

	

	3.2. Project Risk Management. Use this sub-section to provide information on the organisation’s management of risk for the project. 

	3.2.1. Project Risk. Detail the key risks for the project and identify any controls that will be put in place. 

	Risk
	Controls
	Responsible Party

	
	
	

	
	
	

	
	
	

	3.2.2. Project Contingencies. Detail what contingencies your organisation has in place.

	Does your organisation have contingency funds available?
	

	Does your organisation have alternate arrangements for use of the site?
	

	Does your organisation hold appropriate insurance for the life of the Project? 
(details of the provider, expiry, type and amount of insurance, for each relevant insurance held is required).
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4. Declaration
If your application for a VFF Grant 2025 is successful, the Department will issue to you an Approval Letter which outlines the grant funding (Funding) that will be awarded to you and the Purpose for which the Funding was awarded; this Project Plan Form informs that Purpose. The Funding awarded to you will be bound by Terms and Conditions (Conditions). If you accept the Funding in writing, the Approval Letter and the Conditions will form the Agreement between you and the State of Western Australia for use of the Funding. You will be required to adhere to reporting and evaluation requirements which will be communicated to you by the Department, in accordance with the Conditions. A declaration is required to be made regarding this Project Plan Form. 

	4.1. Declaration. The Authorised Officer is here required to make the following declaration

	4.1.1. I declare that I am currently authorised to sign legal documents on behalf of this organisation.

	4.1.2. I am aware that this Project is required to be undertaken in accordance with the Purpose and the Conditions for which the Funding which will be awarded to this organisation, and that the Agreement formed by those documents are informed by this Project Plan Form.

	4.1.3. I declare that all the information which has been provided to the Department is true and correct.

	4.1.4. I am aware that I must give permission to Defence West, if applicable, to contact any persons or organisations in the processing of this Project Plan Form and understand that information may be provided to other agencies, as appropriate to manage any such Agreement.

	4.1.5. I declare that this organisation is able to meet the accountability requirements of this Project, as set out in the Conditions.

	4.1.6. I agree to ensure that risk management strategies and appropriate insurances (e.g. worker’s compensation, volunteers, professional indemnity, public liability, motor vehicle etc.) are in place for the life of the project.

	4.1.7. I agree to ensure that all building regulations, approvals and other legal requirements of this project are met.

	4.1.8. I agree to undertake the Project as stated in this Project Plan Form, if awarded the Funding.

	Name of the organisation:
	

	Legally authorised officer name and role:
	

	Legally authorised officer email:
	

	Legally authorised officer telephone:
	

	Legally authorised officer signature:
	

	Witness name:
	

	Witness signature:
	

	Date:
	


[bookmark: Section_Six_–_Taxation_and_bank_details_]
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