
Guide to the Application & Budget



In case of an error message or issues. Please contact our 
administration.

VO EMAIL

How do I update the contact info in our VO funding 
portal profile? 

Reminder: Check that the VO 

Funding profile is up to date.

To update your VO funding 
portal profile, you need to: 
1. Sign in to the VO Funding 

portal. Once signed in, it 
will take you to the profile

2.   Check and update all     
       details
3.   Press ‘Update Profile’ at 
       the bottom of the page



Application FAQs

Example

VO NAME

VO NAME

VO NUMBER

VO ADDRESS

VO POST CODE

VO EMAIL

VO MOBILE NUM

VO PHONE NUM

VO WEBSITE

VO FACEBOOK

The details in the contact info page 
do not show up? 

Please check that the VO Funding 
profile is up to date with all current 
contact info. 

TIP: Email address should be owned 
by the VO and not a personal email.



Why are all the section headers in the application all 
red?

Make sure that 
every single box 
that is required to 
be ticked, filled in 
and validated.

Once they turn 
green, move on to 
the next section.

Red sidebar: incomplete section

Green sidebar: Complete and 
validated section



Activity type Capping

Preparatory / Activity No capping

Event 20% of total allocated direct costs

Marketing 15% of total allocated direct costs

Staff 10% of total allocated direct costs

Infrastructural 25% of total allocated direct costs

Hospitality 5% of total allocated direct costs

Indirect Costs 5% of total allocated direct costs1 /
10% of total allocated direct costs2

Research 40% of total allocated direct costs

How do I calculate budget capping's? 
Budget capping's for VOPS are as follows: 

_____________________________________________________________________________________________
Note: 
1 Is calculated at 5% of total allocated direct costs from €10,000 to €20,000 
2 Is calculated at 10% of total allocated direct costs from €5,000 to €10,000



How do I calculate budget cappings? 

• To calculate the cappings you will 
need to;

1. Sum up all estimated total direct 
costs based on the market 
research done

2. Apply each percentage to that 
total amount

3. Calculate the maximum amount 
eligible for VOPS funding per 
activity

Example:

Total estimated direct 
project cost:

€20,000

Staff costs capped at: 10%

10% of €20,000

Answer: Staff costs up to €2,000 eligible costs

Note: Total allocated direct costs can only 
be up to a maximum of €20,000 and a 
minimum of €5,000



How to fill in budget

Please note that you cannot 
fill in the first box ‘Amount 

Requested’ which is the total 
sum requested. That box will 

be filled in by the system once 
“Validate and Save Changes” 

has been done

As shown in the picture, the 
project’s maximum grant 

requested can be €20,000.00

Fill in each box from section 2 
to section 3 in sequence, the 
total of which needs to match 

the total grant request in 
Section 1 – grant requested 

from Voluntary Organisations 
project scheme



A.

B.

C.

Please ensure to list ALL items and services to be used during the 
project together with their estimated cost

As shown in picture A, 
kindly click the ‘Add 

Item’.

This will open a new 
‘Describe’ and ‘Amount’ 
box. This will show under 
each section, as seen in 

picture B.

Please input the required 
information as shown in 

picture C. This is required 
for every type of cost, 

even if the amount is €0.



As per picture, if you do 
not have any costs such 

as ‘Hospitality’, 
‘Marketing’, ‘Staff’ and 

‘Infrastructure’, you are 
still required to indicate 
as shown in the picture.

For ‘Indirect Costs’ 
input the amount of €0 

if there are none.
After you have filled 

these in, you may click 
the ‘Validate and Save 

Changes’



In the event that error 
message is displayed 
check the following: 

The amounts are 
within capping. 

There are no empty 
boxes

If there is a box 
marked €0. Please 

remove or list €1 for 
the system to see the 

value



Once the budget is 
filled in according to 
the capping’s click 

‘Validate and 
Save change’ is 
pressed, this will 

give you the 
Success dialogue 

box as shown.  



I can’t see the submit button on the application. 
What do I do?

Double-check all entered data. 
Click "Validate" and "Save 
Changes" for each section.

Ensure that the progress bar 
on the left-hand side shows all 
the sections as complete by 
turning from red to green. 

The submit button should 
then appear at the bottom of 
the page.



Uploaded file doesn’t seem to be working?

Accepted file 
formats are best in 
.PDF 

If you wish to 
remove a folder, you 
can click on the little 
red ‘X’ marked next 
to the file you want 
to delete



It’s close to the deadline; the VO funding is not 
opening my application? 

The process of closing 
the application is 
automatic. 

Once the deadline has 
passed, you no longer 
have any access to your 
application and cannot 
submit. 



Contact us

For VO funding portal creation or difficulties contact: 

For Application difficulties contact: 

MCVS Admin Team
Tel: 2248 1110 
Email: mcvs.miv@gov.mt

MCVS Funding Team 
Tel: 2248 1119
Email: funding@maltacvs.org

mailto:mcvs.miv@gov.mt
mailto:funding@maltacvs.org
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