Highland Opportunity (Communities) Ltd

Community Enterprise Loan Fund

APPLICATION FORM

ORGANISATION INFORMATION
	Organisation Name:
	


	Organisation Address:
	



	Post Code:
	

	Telephone (inc. STD Code)
	



	Address of Registered Office:
	

	(If Registered with Companies House)
	


	
	

	Telephone:
	


	Company Reg. No.
	



Please attach copies of Constitution or Certificate of Incorporation and Memorandum & Articles of Association and Letter of Recognition as a Charity by Inland Revenue (where relevant).
	If organisation has professional advisers please give details below

	Name, Address & Telephone No. of Accountant.



	Name, Address & Telephone No. of Solicitor.






Endorsements

The person who will supervise the Loan should sign the form below; this may be a senior committee member or a paid manager depending on the organisation structure etc.

	Name:
	


	Post Held:
	


	Statement.
	To the best of my knowledge the information given in this application  and the supporting documents is a true and accurate account of this organisations work and. I confirm that I am authorised to commit my organisation to apply for a loan from Highland Opportunity (Community) Limited.

Signed

Date



Please give details of someone, who is independent of your organisation and knows your work well we may contact to give a reference on your organisation. Please ask them to sign the statement below:

	Name:
	


	Occupation:
	


	Organisation
	


	Address:
	


	Postcode:
	


	Tel. No.
	


	Statement.
	I know this organisation well and can talk to you, if necessary, about its work

Signed

Date


	Please note that should your application for assistance be approved this will be published to Highland Councillors and Local Enterprise Companies. We also may also publicise the award generally, through Highland Opportunity publications and the media.


If available, please ensure that all copies of the necessary statutory authorisation to operate the business in the premises, e.g. planning permission, building warrant, change of use permission from The Highland Council are attached.

Please note that failure to complete all the questions in the Application Form and/or failure to provide the essential supplementary information as appropriate will result in the application being returned to you for completion.

FOR OFFICE USE ONLY

	Date received by ADM
	
	Date first received by HQ
	
	Date acknowledged by HQ


PERSONAL INFORMATION

	App. Ref.
	
	
	Area:
	


Each key person (office bearers, managers etc) involved in the organisation must complete a Personal Information Form. 

Data provided will be stored and used under the terms laid down under the Data Protection Act 1998.  Registration Number PZ6168395.

1.
Personal Details

	 *Surname:
	
	Mr/Mrs/Miss/Ms
	

	*First Names:
	
	* Date of Birth
	   /     / 


	Role in Organisation
	


	Home Address








Postcode: 


Telephone: 

Day: 



(Inc. STD Code)
Evening: 


(Inc. STD Code)



N.B. If no telephone, please give a number we could contact to leave a message for you.

Nationality:



2.
REFEREES

Please supply details of two referees who should not be relatives and should have known you for at least two years.

	Name:
	

	Name:
	


	Occupation:
	

	Occupation:
	


	Address:
	

	Address:
	


	Postcode:
	

	Postcode:
	



3.
PERSONAL BACKGROUND – GENERAL INFORMATION

Outline your background including, any technical and managerial qualifications, skills, training, previous job experience, experience and knowledge of your organisation, the nature of any previous and/or present financial or other involvement in organisation.

	


DECLARATION

I have read the section entitled “ Using Personal Information “and consent to the uses and disclosures of information as described in it.

Signed 

Date 


SUMMARY FINANCE DETAILS

	Name, Address & Telephone No. of Organisation’s Bank:
	







	Sort Code:
	


	Account No.
	



LOAN ASSISTANCE REQUESTED

Specify the loan assistance requested from Highland Opportunity (Communities) Limited

Loan Amount

£_________


Repayable over___________
years

If loan requested is more than £20,000, describe security available.

	

	


COST DETAILS OF THE PROPOSED PROJECT















£

Land












_________

Site Works











_________

Premises











_________

Equipment











_________

Plant












_________

Working Capital e.g. stock, rent, wages



_________

Other (specify)









_________

Total












_________

SUMMARY OF SOURCES OF FINANCE

The total of this should equal the proposed cost of the project















£

Own Resources









__________

Bank












__________

Local Enterprise Company






__________

Highland Opportunity (Communities) Limited

__________

Other (please specify)








__________

Total












__________

RESTRICTIONS IN THE USE OF FUNDS

Do any of your other sources of funds have conditions preventing the use of those funds to repay loans? 

Yes

No

If YES, please give details.

	



GRANT AID RECEIVED IN THE PAST 3 YEARS

Has your organisation received public sector loan and or grant aid funding in the past 3 years? 

Yes

No

If YES, please advise the grant and or loan amount received, dates received and names of the loan/grant funders. If a loan please advise the rate of interest charged.

	



SUPPLEMENTARY INFORMATION

In addition to your Business Plan, the following essential supplementary information must accompany this Application Form.

Have you enclosed:

	For a limited/plc company, a copy of the articles and memorandum of association and certificate of incorporation


	

	For other entities, a copy of the constitution   

                                                   
	

	For Charities, a copy of letter of recognition from Inland Revenue


	

	If a organisation is already trading, a copy of previous certified accounts 

(3 years if available), and/or management/trading accounts
	

	2 Trade References (If available)


	

	If appropriate, up-to-date proof of the costs involved such as estimates, quotations, invoices should be provided.


	

	Statutory Permissions (if available)


	

	Other information (please specify)


	

	
	

	
	


USING PERSONAL INFORMATION

Who is using your information?

Highland Opportunity (Communities) Limited is part of the Highland Opportunity Limited Group, which is wholly owned by the Highland Council. The Group hosts the Prince’s Scottish Youth Business Trust in the Highland Council area and European Business Services, the Euro Info Centre for the North of Scotland. 

How and why do we hold personal information?

We may keep information that you give us either in paper file or on our computer system. 

We can contact you by post, telephone or in any other way we feel is appropriate in connection with your repayment of the loan, if approved.

To keep to financial legislation and for auditing purposes, we may hold details about your relationship with us after it has ended. This will also help us answer any future queries that may arise.

How can we use your personal information?

We will give information about you and your application to our employees and employees of Highland Council, Highland Councillors, who are members of the Board of Highland Opportunity (Communities) Limited, members of the Awards Panel and agents on the understanding that they will keep your information confidential:

· to assess your business proposal for loan investment, 

· if approved, to prepare loan agreements, and give other legal advice, if required,

· to prepare instruction to collect monthly loan repayments

· to confirm that your business proposal complies with all statutory legislation e.g. planning permission, health and safety, environmental issues etc.

We may pass your name and business address to European Business Services in order that they can write to you with relevant information about the services they provide.

We will liaise with officers of the Local Enterprise Company operating in the area of your business address to confirm grant assistance for the past three years and discuss aspects of your business proposal.

We will pass information about you or your application to anyone we legally have to inform, or if the law allows us to do this.

How can you find out what personal information we hold?

By law you are entitled to a copy of any personal data we hold (as defined by the legislation). You can also ask us to correct any inaccurate data we hold about you. If you want to see this information, you must ask us in writing.
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