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A guide to Completing Your Application Form 

  
 
Do not worry if you cannot complete all sections of the form. We have designed the form to cover a wide 
range of applicants, from large organisations with paid staff to small groups of individuals with a “good idea” 
and recognise that many of these will not be able to provide some of the information requested on the form.  
 
If you need to use additional sheets to complete any section, please use white paper, size A4, to facilitate 
copying.  
 
You are strongly advised to complete the checklist on the last page and keep a copy for your own records.  
 
We will be happy to help you complete your application. If you need assistance with any section or just 
want to ask us further questions before submitting the form, please contact the Parish Clerk of Debenham 
Parish Council on 07985 583798 or email parish.clerk@debenhamparishcouncil.org 
 
If you are a formally constituted organisation, remember to enclose a copy of your governing documents 
and accounts. If not, ensure that you have presented your idea clearly and given enough detail for us to 
thoroughly understand what you are trying to do. 
 
The form is designed with the following in mind:  
 
Section A It is sometimes the case that an application is from a widely dispersed group or organisation, 
where a local representative is leading the project. We simply need to know who you are, and how we 
should contact you if we need to discuss your application in more detail.  
 
Section B We are seeking enough information to allow us some insight into the workings of your group. Do 
not worry about fine points of distinction between categories of member, if you have them; we simply need 
to form a vision of your group and how it goes about its work.  
 
Section C We need to form a clear picture of the organisation, project or service that you are planning. We 
will look for a close relationship with our own policy (See the first section of these Guidance Notes) 
wherever possible, and evidence of sensible planning and research.  
 
Always remember that the money we award is public money and we must ensure that it will be spent 
wisely.  
 
The Parish Council, at its discretion, may choose to purchase the goods and donate them to the 
organisation, rather than issue a cash grant. This may be beneficial where the Parish Council has access to 
government purchasing contracts, such as those for IT equipment.  
 
We must also ensure that in giving a Grant we are not acting outside our statutory powers. We may decide 
that your application deserves an award, but be unable to give any money immediately, in which case we 
need to understand clearly how the project will run and may suggest that you re-submit your application at 
a later date.  
 
We will use the information you provide in this section to gain assurance that the project is viable, will be 
adequately managed and that you have planned sensibly to achieve your aims. Do not worry about precise 
details (unless the plan is very simple), we are looking for an overall impression of the elements of your 
scheme and how you have approached the issue of funding.  
 
Section D If you can provide formal documents and details then you must do so. If you are a small or 
informal group, then you should attempt to show clearly how you ensure proper control of your financial 
affairs.  
 
Section E We must be assured that the application is made with the approval of your organisation, if you 
are formally structured. If you are a small, informal, group this can be addressed with a simple written 
statement from the parties involved.  
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Section F We hope that completing the form will not be too difficult but do expect some effort to provide the 
information we require. If you have all the details “at your fingertips” and have already taken appropriate 
copies of supporting documents etc. then we estimate that the form can be completed in 30 – 45 minutes or 
so. Please let us know of any sections which you found unclear, or any improvements we might make to 
assist future applicants.  
 
This is a binding agreement, which will apply if your application is successful. Please read it carefully, and 
do not sign Section E unless you understand the terms and are prepared to accept them fully.  
 
Section G Please take a moment to go through this checklist and tick to confirm that the required 
information and supporting documentation has been provided.  
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DEBENHAM PARISH COUNCIL 
 

Parish CIL – Grant Funding Application  
 

Please write clearly in dark ink, or type. 
 

 

Section A: Contact details 

 
1. Name and address of your organisation: 
 
 
 
 
 
 
2. Any other name you use or name of your project if this is different: 
 
 
 
 
3. Main contact for this application:  
This must be someone who knows about your project and can be contacted during office hours. This is 
normally the person completing the form. 
 
 
 Title: _________ First name: _____________________ Surname: ______________  
 
 
4. Position held in the organisation:  
 
 
 
5. Contact address, including full postcode:  
 
 
 
 
 
6. This address is: (tick one box only)  
Your organisation’s office  The main contact’s home address  Other (please specify):  
 
Email address: ___________________Telephone: (Day)   _______      (Eve.) ________  
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Section B: About your organisation 

 
7. What type of organisation are you? (tick all boxes that apply) 
 
Community group/club/society:  Company limited by guarantee:  Registered Charity:  
 
Registration number: _____________________________  
 
Other:   (please describe)         
 
 
8. When did your group start? When did it first start meeting or running activities or projects?  
 
Month / Year: ____ / ____  
 
9. Briefly describe the purpose of your organisation: 
Describe the usual activities/services you provide. If you are a new group, describe what you plan to 
provide. If you have a written constitution, you must enclose a copy with this application.  
 
 
 
 
 
 
10. If you are a branch of, or related to, a larger organisation, please give details: 
 
 
 
 
11. How many people (approximately) are involved in your organisation locally?  
 
Management committee members: ______ Volunteers: ______ Paid officers/staff: ________ 
 
Number of Volunteer hours worked during the six-month period preceding this application: _____ 
 
12. Do you have a “Friends” society or similar supporters’ group? Yes   No   
 
 If Yes, how many members does it have? ________  
 
 
13. Please tick/complete if your group has any of the following:  
 
Public liability insurance    Maximum Cover: (£) ________   
Other insurance (specify)    Maximum Cover: (£) ________   
 
Name(s) of governing or affiliated bod(ies): 
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Section C: About your Project or Service 

 
 
 
14. Describe the project or service. Does it have a working title? What does it aim to achieve? How will it 
work? Please enclose any supporting documents, plans, projections etc. 
 
 
 
 
 
 
15. Please tell us how you think this matches the policy of Debenham Parish Council Grant Scheme 
(Please refer to guidance notes.) 
 
 
 
 
 
 
16. How have you identified the need for this project? 
 
 
 
 
 
 
17. When do you intend your project or service to start?  
 
Month / Year: ____ / ____  
 
18. Approximately how many people do you expect to benefit directly from your project?  
 

Age group Resident in Debenham 
Parish 

Resident outside Debenham 
Parish 

Children & Young People (< 18)   

Over 60’s   

Other age groups   

Total   

 
 
19. Will any special needs or minority groups benefit? (Please describe) 
 
 
 
 
 
 
20. How will you measure the success of your project?  
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21. What experience does your organisation, or individual members, have of running this type of 
project? 
 
 
 
 
 
 
22. Tell us the cost for your project and give a breakdown of what the money is for.  
 
We need this information to assess your application thoroughly. If you have a project budget, or have 
received estimates/quotations, please enclose copies.  
 

Item or Activity Estimated Cost 

  

  

  

  

  

  

  

Total Cost  

 
 
23. Have you sought funding from any other source? Yes   No  
 

Organisation Amount 
requested 

Successful? 
Yes/No, or Waiting 

Decision 

Conditions Attached 

    

    

    

    

    

    

Total    

 
 
 
24a. How much of your organisation’s money will be used for this project?  
 

£ _____________________  
 
 
 
24b. How much money are you asking the Parish Council to grant?  
 

£ _____________________  
 

25.   For funding applications up to £5,000, the amount of external funding secured must be no less 
than 50% of the total cost of the project. Has this been secured? If not, please provide explanation. 
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26.   For funding applications over £5,000, the amount of external funding secured must be no less 
than 75% of the total cost of the project. Has this been secured? If not, please provide explanation. 
 
 
 
 
 
 
 
27. Please give any additional information that you think may be helpful: 
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Section D: Your financial details 

 
If your organisation is less than one year old, do not complete section 29 below, but instead, please send 
us a financial projection or other information on which you have based your planning. Please state clearly 
any assumptions upon which you have relied when making projections. Then go to section E.  
 
 
28. Your bank or building society account details.  
 

Bank/Building Society Name: 
 

 

Bank/Building Society Address: 
 

 

Branch Sort Code: 
 

 

Account number or Building Society roll number: 
 

 

Account Name: 
 

 

 
        
 
 
29. Please provide the following summary details from your most recent annual audited accounts.  

Accounts Year ending 
 

 

Total Turnover/Income 
 

 

Total Expenditure 
 

 

Net Loss/Profit for the year 
 

 

 Reserves, Cash or Investments  
 

 

 
 

PLEASE ENCLOSE A COPY OF YOUR FINAL AUDITED ACCOUNTS FOR THE PAST TWO YEARS, 
WHICH COVER ALL OF YOUR ORGANISATIONS ACTIVITIES. 

 
 
 

And 
 
 
 

A COPY OF ANY FINANCIAL CONTROL PROCEDURES OR SIMILAR DOCUMENT 
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Section E: Authority and Application 

 
30. Declaration and Signature of Applicant This must be signed by the person who completed this 
application, normally the person named as main contact in section A  
 

a) I confirm that, to the best of my knowledge and belief, all the information in this application form is 
true and correct.  
 
b) I understand that you may ask for additional information at any stage of the application process.  
 
c) I am authorised to act for the organisation in making this application for financial assistance.  
 
d) I enclose a copy of the resolution or other form of authorisation for this application.  
 
e) I have read the Agreement detailed in Section G and agree to the terms.  
 

 
Signature: ______________________________________ Date: ______________________  
 
 
Name: (please print) ______________________________________________________  
 
 
Contact details (if different from those given in Section A):  
 
 
31. Please give details of the senior member of your organisation.  
 
For example, this may be the Chair, Vice-Chair, Secretary, Treasurer, Chief Executive or Director.  
 
If this is the person who has completed and signed above, please tick here     
 
Title: _________ First name: ____________________ Surname: ______________________  
 
Position held in the organisation  
 
 
Contact address, including postcode 
 
 
 
 
 
Email Address: __________________________________________________________ 
 
Telephone: (Day) _________________________ (Eve) __________________________ 
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Section F: Agreement 

 
I confirm that the organisation named on the front of the application form has authorised me to sign this 
Agreement on their behalf.  
I certify that the information given in this application is true to the best of my knowledge, and confirm that all 
enclosures are current, accurate and adopted or approved by the organisation.  
If this application is successful, in full or in part, the organisation will keep to the following terms and 
conditions.  
I understand that this is an agreement between the organisation and Debenham Parish Council, which is 
legally binding, under the laws of England.  
 
We understand and agree to the following:  
We will deliver the commissioned project or service as set out in this application.  
We will not make any major change to the commissioned project or service without first receiving 
Debenham Parish Council’s written Agreement.  
We will not sell or dispose of any equipment or other assets which we have purchased in connection with 
this project or service without Debenham Parish Council written Agreement.  
If we sell any equipment or assets, we may have to pay Debenham Parish Council all or part of the money 
we receive for them. The amount we repay will be in direct proportion to the share of the project or service 
cost represented by Debenham Parish Council’s grant.  
We will comply with all relevant legislation applicable to the way we carry out our project or service.  
We will acknowledge Debenham Parish Council’s grant in our Annual Report, our Chairman’s or 
Secretary’s report at our AGM, our accounts which cover the period of the grant and in any publicity 
materials we produce about the project or service.  
We will supply copies of these documents to Debenham Parish Council if requested. We will show the 
grant in a separate line in our annual accounts, detailed as a „restricted funds‟ and will not include it under 
general funds.  
Debenham Parish Council may use our name and the name of our project or service in its own publicity 
materials. We will inform Debenham Parish Council of any situation where confidentiality is a particular 
issue.  
We will monitor the success of the project or service and report to Debenham Parish Council if requested. 
We understand that Debenham Parish Council will not normally increase the grant and that monitoring and 
control of the project or service expenditure is our responsibility. 
We will keep all financial records and accounts, including receipts for items bought. We will make these 
available to Debenham Parish Council on request.  
Debenham Parish Council may hold back payment or ask us to repay, in whole or in part, in the following 
circumstances: If we fail to keep to this Agreement in any way:  

• If the application form was completed dishonestly or the supporting documents gave false or 
misleading information  

• If we close down, become insolvent, go into administration, receivership or liquidation, or make an 
arrangement with our creditors  

If our organisation closes down, we will not sell or dispose of any equipment or assets without first receiving 
Debenham Parish Council’s written Agreement.  
If we have bought any equipment or assets with the grant, these terms and conditions will apply until the 
end of the normal expected working life of the assets.  
Any payment made prior to the completion of a project will be recovered if the project does not reach 
completion. 
If your application for Parish CIL Grant Funding is successful, you are required to wait 3 years (36 months) 
before submitting any new Parish CIL Grant Funding requests. This period will start from the Parish Council 
meeting date where this application was approved. This waiting period may be overridden by a vote held at 
a Parish Council meeting, but only in exceptional circumstances, such as disaster/emergency situations. 
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Section G: Checklist 

 
 
We have read and understood all the guidance notes       
 
We have fully completed all the sections of the application unless otherwise directed.   
 
We have enclosed all the relevant documents/ information we need to send:    
 
(As applicable): 

Constitution/Governing documents         
 
Accounts for past two years          
 
Project profile            
 
Copy of Resolution or authority to make application       
 

Other relevant material           
 

The main contact named has signed the declaration       
 
A senior person with authority to do so, has signed the Agreement     
 
We have made a copy of this application to keep for our reference.     
 
Please return your completed application form to us at: 
 
By Post: 
Mr Brian Mansfield 
Parish Clerk 
Debenham Parish Council 
c/o Dove Cottage 
39 High Street 
Debenham 
Suffolk 
IP14 6QN 
 
By Email: 
parish.clerk@debenhamparishcouncil.org  
 
 
If you need any assistance with any part of the application, please contact the Parish Clerk on: 
 
Telephone:  07985 583798 or Email parish.clerk@debenhamparishcouncil.org  
 

Reviewed on: 16th June 2025       Next review due: March 2026 
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