
 

 

 

 

Step-by-step guide for creating your project page 

Guidance notes for creating your project page 
 

Introduction 
 
This guide takes you step-by-step through the essential steps involved in creating a project 
on Spacehive as part of We are Tamworth.​
​
To be considered for funding as part of the Tamworth Borough Council crowdfunding 
programme - We are Tamworth, you must have:  

1.​ created your project page on the Spacehive platform,  
2.​ pitched (applied) for the council fund(s) and  
3.​ have submitted for verification by a specific date 

 
You must then start your crowdfunding campaign.  
 

 
 
The deadline by which these key steps must be completed is updated for each funding 
round and is listed on the programme website - see here. Check the current deadline date 
and ensure you give yourself enough time to pull everything together in time.  
 
You are welcome to reach out to the crowdfunding team at the council on 
WeAreTamworth@tamworth.gov.uk to discuss your project.  
 
For general questions, you can get in contact with Spacehive on support@spacehive.com. 
 
Let’s get started!  
 
 

https://www.spacehive.com/programme/tamworth/about
mailto:WeAreTamworth@tamworth.gov.uk
mailto:support@spacehive.com


 
 
 
 
 
Contents: 
 
 
1. Your project idea​ 1 

Creating an account​ 2 

Building out your project page​ 3 

Location​ 4 

Video and Images​ 4 

About your organisation​ 5 

Delivery​ 5 

Setting up your Stripe account​ 6 

Gift Aid​ 6 

Permissions​ 6 

Expected impact​ 7 

Milestones​ 7 

Costs​ 8 

2. Pitch to the fund​ 10 

Overview and Eligibility​ 10 

Delivery Permissions, Expected Impact, Milestones & Costs​ 11 

Other questions​ 11 

Personal pitch​ 12 

3. Submit for verification​ 13 

 

 
 

 

 

 

 

 
 

 

1 
 



 

 

1. Your project idea 

Creating an account 

If you don’t already have a Spacehive account you will need to create one in order to start your 

project.  

Go to https://www.spacehive.com/account/register 

* TOP TIP: Make sure that you sign up as an organisation if you are creating your project on behalf of 

an organisation. This will help ensure you are matched to the correct funds.  

 

 

Once you have created your account you are taken to your Project Dashboard where you click 'Get 

started', to start creating your crowdfunding project.  
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https://www.spacehive.com/account/register


 

 

 

Starting to build out your page  

The information you input helps to create your public facing project page. This is where the 

community will go to look at your project and hopefully donate to your campaign. 

The Spacehive AI draft can help you ensure your project description is well structured and highlights 

the impact your project will have locally.   

If you are unsure on how the information will be used, have a look at existing Spacehive projects to 

see how the public will view your answers. The information you include in the project page will also 

be used to populate your pitch to Tamworth Borough Council, so please include as much relevant 

information as you can. 

 

*TOP TIP: when selecting ‘project categories’ and ‘project impact’, choose the ones which are the 

closest match to your project - don’t worry if they are not a perfect match as this has no impact on 

the council’s decision making process. 
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https://www.spacehive.com/movement/lancashire/projects


 

Location 
Select the location where your project will take place. You can draw a custom area to help ensure 

your location is as accurate as possible. This map will appear on your project page so it is important 

to get it right.  

 

Video and Images 
The images you upload here are visible to the public, so choose images that best define your 

organisation/project and that would entice backers to make a pledge. We recommend including a 

video so potential backers can learn more about your project either from the person behind it or 

from the community it will benefit. This extra human touch can help sell your idea. 

Upload at least 1 image. Files must be .jpeg, .png or .gif. Max file size is 10MB. Videos must be .mp4 

format and under 100MB. 
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About your organisation 
Tell the council and potential backers about you. Why are you passionate about this project? What 

relevant experience do you have? What would it mean to you if your project meets its target? 

 

​
​
Delivery 
You need to indicate when your project will be delivered and who will be delivering the project. The 

organisation delivering the project must agree to the Spacehive Project Owner Agreement. This 

agreement outlines the responsibilities of the Project Owner once the funds are transferred across.  

* TOP TIP: When you are indicating who will be the Project Owner, click ‘I will’ if it will be your 

organisation who is delivering the project.  

Only choose ‘someone else will’ if you are formally partnering with another organisation and that 

organisation is going to get the funds from the campaign in order to deliver the project directly.  
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Setting up your Stripe account 
The funds you receive are paid to you via Stripe, so you need to set up a Stripe account before you 

begin crowdfunding. If you already have a Stripe account, you'll need to create a new one specifically 

for Spacehive as this ensures your crowdfunding income is kept separate. ​
​
Setting up your Stripe account is a straightforward process if you follow the guide below. If you don't, 

the financial language by Stripe can cause confusion.  

If you are a charity or CIC/CIO, you will need to choose non-profit and from there indicate that you 

are a Charitable Company. Under the Business Details section you need to add your organisation's 

key information. As charities in the UK do not register with Companies House (like they do in the US), 

enter your charity number instead of the CRN. If your organisation does not have a charity number 

or CRN, enter "00000000" and this will allow you to progress. Stripe will contact you directly if they 

require clarification. Do not click on the links to Companies House as you do not need to apply for 

one. 

 

* TOP TIP: Use this Stripe guide to avoid set-up pitfalls: How to set up your Stripe account – 

Spacehive.  

* Top Tip: When creating the Stripe account you must link through from the Spacehive website so 

that your account is properly connected to your campaign - do not go separately to Stripe website.  

Gift Aid​
If you are a registered charity, make sure you indicate this when setting up your profile. If you have 

done this, you will automatically see the Gift Aid option. Please tick this if you wish to receive Gift Aid 

on your pledges. If you are a charity but cannot see the Gift Aid option, please contact 

support@spacehive.com who can help you change your organisation type. 

 

Permissions 
Hopefully you have started getting your permissions in place before creating your project page. If so, 

please fill in the details requested and upload the documents. If you have an email confirmation that 

permission will be given but do not yet have the official documents, please upload a screenshot of 

the email as a placeholder. You can progress with completing your project page and pitch without 

having permissions in place, but your project will not be verified until permissions are uploaded and 

checked by Spacehive. 

If you are purchasing items or improving buildings/land that someone else will be responsible for, 

please detail the maintenance arrangements that have been agreed. 
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https://help.spacehive.com/hc/en-us/articles/4406570126993-How-to-set-up-your-Stripe-account
https://help.spacehive.com/hc/en-us/articles/4406570126993-How-to-set-up-your-Stripe-account
mailto:support@spacehive.com


Expected impact 
The impact area selected in the 'Your idea' selection dedicates what metrics you fill in in this section. 

In the example below, the 'arts, culture & heritage' impact area was selected. 

*TOP TIP: This section is not the fund questions from the council so while it is important to provide 

some information here it can be high level - a paragraph or two is enough.  

 

 

Milestones 
These milestones will be visible to the public and potential backers on your project page so it's that 

you spend a bit of time on these.  What are the key parts of your project preparation? 
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Costs 

Include the individual costs associated with your project and add evidence such as quotes or 

screenshots. If you are waiting on quotes, you can move on without attaching documents but your 

project will not be verified or launched until accurate quotes are uploaded and checked by 

Spacehive. 

Your costs are added up to create your target. The target will also  include the 7.5% Spacehive fee 

and the Stripe processing fees. There is no charge if your project does not reach its target. 

*TOP TIP: Start pulling together your quotes as soon as possible as it can take some time to get these 

back from external providers. 

* Top Tip: Go for a target which is realistic based on the amount you may get from the council 

(capped at £5,000 and 50% of target) and the amount you feel that you can raise yourself from the 

community. 

 

You can include in-kind support you have been promised and any funds raised for your project so far. 

You will not be charged fees on funds raised before the campaign launch. 

*TOP TIP: In-Kind costs should only be entered under the In-Kind section, otherwise the cost will be 

doubled up. If an element of a cost is covered by In-Kind - DO NOT LIST it under the cost section at the 

top of the page. Only list it under the In-kind section.  
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Fundraising Model 

 

You can choose between two fundraising models: 

1.​ 'Keep What You Raise': You receive all donations made by your closing date, even if you don't hit 

your target 

2.​ 'All or Nothing': You must hit your target to receive the funds - if you don't, backers are 

automatically refunded 

* Please note if you receive a pledge from a Partner, such as a local authority, regardless of which 

fundraising model you choose then you must hit your funding target in order to receive it.  

 

Partner funding is tied to the specific outcomes of the project so if you don’t hit your target, the 

Partner pledge will be removed and you will receive the remaining amount. Please read the guidance 

notes on these fundraising modes carefully before selecting. 

 

 

 

Overfunding 
You can state what you will use any extra funds for in the case you reach your target before your 

campaign end date and want to continue crowdfunding. We recommend using overfunding as a 

contingency to price fluctuation, but you can also state how you would expand your project if you 

received more pledges than expected.  
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https://help.spacehive.com/hc/en-us/articles/19977371781789-What-s-the-difference-between-Keep-What-You-Raise-and-All-Or-Nothing
https://help.spacehive.com/hc/en-us/articles/19977371781789-What-s-the-difference-between-Keep-What-You-Raise-and-All-Or-Nothing


2. Pitch to the fund 

Setting your location within the Tamworth Borough Council electoral area will match you to the 

Tamworth council funds. Clicking 'View & Pitch' will take you to the fund information and the 

eligibility criteria. Please read the information carefully as you go through the process.  

Some elements such as your costs and milestones will be copied across from your project page. 

Other elements, such as the council’s ’Other Questions’ will need to be answered.  

The information below will help you put your pitch together and will emphasise the most important 

parts of the pitch. 

 

Section 1: Overview and Eligibility  

Information regarding organisation status, location, project type and impact will be pulled through 

from your project dashboard. There is only one additional question in this section which you need to 

tick if you are an organisation as the council needs to confirm that you are an eligible not-for-profit 

organisation.  
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Section 2-6: Delivery Permissions, Expected Impact, Milestones & Costs  

These are the questions which capture the due diligence and governance around your project and 

your organisation.  

The headings listed above will be initially populated by the information you provided when setting up 

your project page but there will be additional elements you need to provide such as evidence of your 

organisation's legal status, your safeguarding policy etc. 

*TOP TIP: Use the blue tabs at the top to click through the sections and questions before you start 

filling it out. Make note of the information you need and who at your organisation needs to provide 

it.  

Each section of the pitch can be saved as you go through but some sections will have multiple 

documents which need to be uploaded before you can save it. If needed, you can upload a holding 

document in order to save the section and can then come back to it later.  
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Section 7: Other questions 

These are the questions which the council have specifically added to the fund. They check how well 

your project meets the criteria of the fund.  Take the time to fully read them and answer them in as 

much detail as you can.   

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Section 7: Personal Pitch 

This is the final section of the fund where you can tell the council in 140 characters why they should 

support you. You can also add a short video if you want but it is very much optional and is not seen 

by the general public, only by the council.  
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2. Submit to verification 
 

Once you are happy with all the information you have provided in your project page and your pitch, 

you can submit your project for verification by clicking the pink button shown below.  

Make sure to submit for verification before the deadline listed on the programme website - see 
here to avoid missing out on this funding round. 

Verification is an internal check done by the verification team at Spacehive where the quotes and 

permissions associated with your project are checked. This can involve a bit of back and forth with 

the team over email depending on what is needed. To speed up this process, please keep an eye on 

your emails and respond to queries from Spacehive promptly. 

Sometimes suggestions are also made to enhance your project and to ensure it is a better bit for the 

programme.  

 

 

 

 

 

 

 

 

 

 

Starting your crowdfunding campaign 

Verification is the final step before you start your crowdfunding campaign.  

This guide is not designed to cover that next step in the journey but the Spacehive Help Centre has a 

lot of great resources. Help Centre Article - Planning your crowdfunding campaign 

 

If you have any questions about the application process, please email the crowdfunding team at 
the council on WeAreTamworth@tamworth.gov.uk or support@spacehive.com. 
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https://www.spacehive.com/programme/tamworth/about
https://www.spacehive.com/programme/tamworth/about
https://help.spacehive.com/en/articles/10586164-planning-your-crowdfunding-campaign
mailto:WeAreTamworth@tamworth.gov.uk
mailto:support@spacehive.com
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