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INFORMATION SHEET 
 
This information sheet gives details of a community grant that is available to voluntary and 
community organisations within the Morley Town Council area.  Please read the contents carefully 
as it will ensure that your application is processed efficiently. 
 
Who is entitled to apply for a grant? 
 
The fund is open to all voluntary, community and recreational groups working in the area covered 
by Morley Town Council.  Grants are available, up to a £750 maximum, for the purchase of 
specific items or towards the cost of specific pieces of work, for example: 
 

 Equipment that enables the organisation to work more effectively. 
 

 Publicity materials for the group, e.g. printing costs. 
 

 Assistance with the organisation of specific events such as public meetings, conferences, 
open days, community galas, festivals. 

 

 Training of group members in areas of financial management, how to run successful 
meetings, minute taking, fund-raising, etc.  Training courses in these areas will help groups 
manage their organisations more effectively. 

 

 New group start-up and development. 
 
Notes: 
 
(i) Whilst funding of social events such as parties, socials etc. held by sheltered housing 

complexes, playgroups etc., is an acceptable use of funds, care should be taken to ensure 
that grants are not used excessively for catering, drinks and other refreshments. 

 
(ii) Please note that revenue expenditure must be for non-recurring costs, i.e. an organisation 

cannot depend on a grant to pay its rent, electricity or phone bills etc. every year.  Please 
be specific when completing the project section of the submission form. 

 
(iii) Publicity – the Council cannot fund grants solely for the purpose of publicity; if a request for 

publicity funding is made it must be incidental to the purpose for which the grant is required. 
 
(iv) Retrospective applications will not be considered. 
 
(v) Applications will not be considered from groups whose membership does not mostly consist 

of residents of the Morley Town Council area. 
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How does my group apply for financial assistance? 
 
Please complete the attached application form and return it to The Town Clerk, Morley Town Hall, 
Queen Street, Morley, LS27 9DY. 
Tel 0113 247 4370. Fax 0113 247 2416. Email town.clerk@morley.gov.uk 
 
The application will then be discussed at the next meeting of the Community Development 
Committee.  This Committee meets every month and consists of 8 Town Councillors.  A decision 
will then be made as to whether the requested funding will be awarded.  The applying organisation 
must attend the Committee meeting to make a short 5-minute verbal presentation in support of the 
application and answer any questions that may arise. 
 
The delegation must include the Treasurer and one other representative.  Please note, your 
application will not be considered unless a presentation has been made.  Members of Morley 
Town Council cannot represent any organisation at a presentation. 
 
Organisations given funding may be asked to present their scheme back to Community 
Development Committee following completion.  They will also provide receipts for monies 
awarded, to the Town Clerk, within six months of the date of the award.  We may request the 
return of any funding which has not been used for the scheme applied for.  Similarly, if a group 
disbands, any equipment bought with grant funding must be returned to Morley Town Council for 
redistribution to another group. 
 
Please note that we request additional papers (see 6 below).  If these are not provided, your 
application may not be considered.  In addition, any grant awarded must be taken up before the 
end of that financial year. 
 
 
GUIDANCE NOTES 
 
Completing the form 
 
If you have any problems or require further information in relation to completing the form, please 
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Name and address of Organisation 
The full legal name of the organisation that will be the beneficiary of any funding.   If the payee 
name for a grant award cheque will be different to the organisation name, please indicate who the 
payee should be and the reason for the difference.  Cheques cannot be made out to be paid into a 
private bank account. 
 
Aims of Organisation 
A brief description explaining the aims and objectives of the organisation requesting funding.  If the 
organisation has any publicity material outlining this in further detail, please enclose a copy with 
the application. 
 
Amount of the Request 
The amount of money that is being requested from Morley Town Council. 
Please note that due to Morley Town Council having a limited budget, grants will be up to a 
maximum of £750.  Additionally, each organisation will only be considered for one grant per 
financial year and will not be considered for a further grant within 15 months of a successful 
application.  This will enable the largest number of people within the Morley Town Council area to 
benefit from the Town Council’s financial support. 
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Purpose of the Grant and any supporting information 
What the grant will be used for, how it will benefit the people within the Morley Town Council area. 
 
A description of any supporting information given with the application form.  The following items 
should be enclosed with the application: 
 

 One written estimate of the cost of goods or services that will be purchased by the 
grant. 

 Copy of the constitution of the organisation or copy of aims and objectives (note one 
of these must be supplied). 

 Latest Annual Accounts including Balance Sheet (essential). 

 Current bank statement (essential). 

 Names and contact details of officers. 
 
In the case of a new ‘start-up’ group, the Annual Accounts and bank statement are not required. 
 
Total cost of the Project 
If the grant from Morley Town Council will only partially cover the cost of any new development 
etc., please indicate the full cost that will be incurred, with evidence of this. 
 
How much has been raised from other sources 
Please indicated the amount of money raised from alternative sources, with evidence of these.  If 
the Morley Town Council grant only partially covers a the full cost of a new development, etc., 
Morley Town Council may be prepared to offer supporting letters to the applying organisation.  
Please indicate on the application form if this support would be beneficial. 
 
Name, address/email and telephone number of contact person 
Full contact details of the individual representing the applying organisation. 
 
Please note: 
Grants will only be awarded to groups within the Morley Town Council area and whose activities 
are primarily aimed at Morley Town Council area residents. 
 
In regard to any grant applied for, the decision of the committee is final. 
 
Applications must be received in the Town Council office 8 days prior to the Community 
Development Committee meeting at which it is to be considered, i.e. where the meeting is held on 
a Thursday, the application must be with the Town Clerk by the previous Wednesday. Details of 
meeting dates can be obtained from the Town Clerk or the Town Council website. 
 
If you wish to hand-deliver your application, please bring it to the Town Council office in Morley 
Town Hall, which is situated on the first floor.  Please do not hand it to other departments in the 
Town Hall for forwarding, since this may mean the application is not received on time.  We will 
notify our decision in writing after the meeting. 
 
Data Protection Statement 
Your information will only be used for the processing of the grant application and will not be 
passed to any third party organisations. 
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