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GUIDANCE  SHEET
This sheet gives details of the process a group or society within the Morley Town Council  area must follow. 

Please read the contents carefully as it will ensure that your application is processed efficiently.

Who is entitled to apply for a grant?

The funds are available for a group or society working within the area covered by Morley Town Council and written application for the release of grant funding for the current financial year, which is available for release after 1st April has been made.  

The grant available has been determined at a meeting of the Committee.  

All grant awards are with the approval of the Committee with no appeals procedure.  The Town Council would like their assistance/support to be mentioned in any press release and/or promotions of the events or project.

How does my group apply for financial assistance?

Please complete the  application form and return it to The Town Clerk, Morley Town Council, Morley Town Hall, Queen Street, Morley, LS27 9DY.

Telephone: 0113 378 8575.  
Email:  town.clerk@morley.gov.uk

The application, if necessary, will be discussed at the next available meeting of the Committee.  This Committee meets bi-monthly (except August and December).

A decision will be made as to whether the requested funding will be awarded. 
 
The organisation applying must attend the Committee meeting, if necessary, to make a 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.  

Organisations given funding will be asked to present feedback on how the monies have been spent, to the Committee, following completion.  

They will also need to 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 purposes 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 if we request additional information (see section ‘Purpose of the Grant and supporting information’), and 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 do not hesitate to contact the Town Council for advice.
Name and address of Organisation
The full legal name of the organisation that will be the beneficiary of any funding.  If the payee’s 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.

Note:  cheques cannot be made out to be paid into an individual’s 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.

Funding Criteria 

Annual Events are excluded  from the policy on the condition that they apply for grant for funding AT LEAST  3 months before their event.

The amount of grant funding that is being requested from Morley Town Council. 
 Please note that due to a limited budget, grants will be up to a maximum of £750 and, with match-funding, £1250. 
The Committee to have the discretion to award higher amounts.

Additionally, each organisation will only be considered for one grant per 12 month period and will not be considered for a further grant within  24 months (match-funding)  of a successful application.  

That the application material is circulated to committee members IN CONFIDENCE and unredacted , unless the applicant wishes to redact personal/sensitive details themselves.

The applicants are given a checklist of all information required by the committee to consider any application.

 Applications which do not supply complete and legible information will have the application referred back to them and will not be placed on an agenda until the information is complete and legible.

This will enable the largest number of groups within the Morley Town Council area to benefit from financial support.


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 to be submitted with the application form.  The following items should be enclosed: Failure to do so will mean the application is not included on the committee agenda 

· Consent Form  fully completed  -  signed and dated. 
· 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 and 2 previous bank statements (essential).  If you are part of a larger organisation/group which has one bank account, we require detailed Income and Expenditure information for your particular group/section.
· Name and  full contact details of Officers.
· Any other relevant information to support your application. 
 

How much has been raised from other sources
Please indicate the amount of money raised from alternative sources, with evidence of this.  If the grant only partially covers the full cost of a new development, 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 organisation applying.

Please note:
Grants will only be awarded to groups/societies working within the Morley Town Council area and whose activities are primarily aimed at Town Council area residents.

In respect of any grant applied for, the decision of the Committee is final.

Applications for events must be received by the Town Council office at least 3 months prior to the event taking place 

 Details of meeting dates can be obtained from the Town Clerk or the Town Council website.

 
We will notify the decision in writing after the meeting.

Data Protection Statement
Please see the separate ‘General Privacy Notice’ which accompanies the Consent Form.
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