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	ABOUT THE STEPCLEVER LEGACY GRANT SCHEME

	· Stepclever is a business grant scheme funded by the UK Government’s Local Enterprise Growth Initiative.

· The aim of Stepclever is to increase economic activity in North Liverpool & South Sefton by providing financial support to new businesses and expanding businesses.  

· Stepclever operates in six wards; Everton, County, Kirkdale, Anfield, Derby and Linacre.

· New businesses creating employment opportunities located within the six wards are eligible to apply for Tier 2 grant funding.


	1. TIER 2 BUSINESS START UP GRANT

	

	1.1
	Definition of new business:
	A business that has yet to start trading or has been trading for under 18 months.

	

	1.2
	Ward areas eligible for support:
	· North Liverpool: Everton, County, Kirkdale, Anfield

	
	
	· South Sefton: Derby & Linacre

	

	1.3
	Minimum grant available:
	£1,500
	Maximum grant available:
	£7,500

	

	1.4
	Maximum level of support:
	100% of total project costs

	

	1.5
	Eligible costs:
	Capital costs only

	1.6
	Examples of eligible costs:
	Internal and external construction works, property refurbishment, production machines, plant machinery, IT hardware, office furniture, tools.

	

	1.7
	Ineligible costs:
	Revenue costs

	1.8
	Examples of ineligible costs:
	Rent, wages, utility bills, marketing materials, advertising, sales literature, business cards, websites, application software & operating systems on IT equipment, mobile phones, motor vehicles, stock for resale, HP or lease costs, legal costs. 

	

	1.9
	Businesses eligible to apply:
	Individuals, sole traders, partnerships and private limited companies, with less than 250 employees, who are creating new employment opportunities. This includes Social Enterprises and Community Interest Companies with a commercial income stream. 

	

	2. HOW TO APPLY

	To apply for Stepclever Tier 2 Business Start Up grant funding please complete this application form and provide the following information (where applicable):
Please note that application forms will not be accepted without the documents listed below  

	

	2.1
	A business plan with a clear commercial rationale. 

	

	2.2
	1 year cash flow forecast.

	

	2.3
	Evidence of a business address inside the Stepclever area. For example, copy of business premises lease or proof of residency if a home based business (dated within last 3 months).
If occupying rented business premises, the lease must have a minimum period of twelve months left to run. (3 month break out clauses are permitted.) “Tenancy at Will” agreements, hot desks and virtual offices are not acceptable.
     

	

	2.4
	Proof of identity for all applicants (including partners/directors) e.g. copy of birth certificate, valid passport or driving licence.

	

	2.5
	Proof that you or any partner/director of the business are eligible to work in the UK if you or they are a non- European Economic Area (EEA) national (excluding Switzerland), Bulgarian or Romanian national.

	

	2.6
	Proof that a business bank account has been set up in the name of the business. For example, a bank statement or letter from bank stating business name and account details (dated within last 3 months).

	

	2.7
	Her Majesty’s Revenue & Customs (HMRC) information:

· If you are a Sole Trader or Partnership provide 1 of the below(if you are a Partnership, HMRC information is required from both partners):
a) Copy of completed CWF1 form; Registering for Self Assessment and National Insurance contributions if you are a self-employed sole trader
b) HMRC National Insurance Contributions statement

c) Bank statement showing National Insurance Contributions payments to HMRC

· If you are a Limited Company provide a copy of a HMRC letter stating your Unique Taxpayer Reference (UTR)

	

	2.8
	3 quotes for items over £2,499 for which Stepclever funding is required.

	

	2.9
	Evidence of match funding if applicant contribution to project costs exceed £5,000.

	

	2.10
	Copy of Constitution, Memorandum or Articles (Social Enterprises only).


	3. SUCCESSFUL APPLICATIONS

	If your application for funding is successful, the grant will be issued after the following conditions have been met:

	

	

	3.1
	You have signed and returned the grant offer letter accepting the grant terms & conditions. 

	

	3.2
	You have provided copies of any legally required certificates applicable to your industry as specified in the grant offer letter. For example, gas engineers will need to provide evidence that they are Gas Safe registered

	

	3.3
	You have met any other conditions as specified in the grant offer letter.  

	

	4. HOW THE GRANT IS PAID- FREQUENTLY ASKED QUESTIONS

	

	4.1
	How will I receive the money?
	The Stepclever Legacy Tier 2 Business Start Up Capital Grant will be paid in instalments directly into the business bank account of the applicant. 

A. Grants from £1,500 to £4,000 will be paid in 3 instalments as follows:

First payment: 40% of total grant awarded
Second payment: 40% of total grant awarded

Third payment: 20% of total grant awarded

B. Grants from £4,001 to £7,500 will be paid in 3 instalments as follows:

First payment: 25% of total grant awarded
Second payment: 50% of total grant awarded

Third payment: 25% of total grant awarded

First payments will be released when the conditions specified above in SUCCESSFUL APPLICATIONS section have been met.

Second payments will be released when evidence of first payment expenditure is submitted to Stepclever. 

Third payments will be released when evidence of second payment expenditure is submitted to Stepclever. 

 

	

	4.2
	How long do I get to spend the grant?
	The full grant must be spent and evidenced within 3 months from the date that the grant is approved.  Any unspent grant funding remaining after the expiry of this period will return to Stepclever.

	

	4.3
	Do I have to tell Stepclever what I have spent the grant on?
	Yes. Evidence of all items purchased with Stepclever funding must be submitted to Stepclever. The date of purchase for items bought with Stepclever grant funding must not pre-date the offer approval date.



	

	4.4
	How do I prove what I have spent the grant on?
	Acceptable evidence for items bought with Stepclever funding are paid invoices, receipts and bank statements that clearly show items purchased. If necessary, further checks will be made to evidence expenditure by way of site visits and/or checks made directly with suppliers.

	

	4.5
	Can Stepclever pay my suppliers direct?
	Yes. Direct payment to third party suppliers can be made for amounts that do not exceed the total grant awarded. In these circumstances an invoice must be raised in the business name of the applicant which Stepclever will then pay on behalf of the applicant. 




	5. SUPPORT WITH YOUR APPLICATION

	If you need help with writing a business plan you may be eligible for support from one of our partner organisations.

For more information visit www.investsefton.com or telephone 0151 934 4672.


	6. TERMS & CONDITIONS

	

	You are strongly advised to read the following Terms & Conditions before completing the Application Form

	

	6.1
	You are not eligible to apply for Stepclever funding if you or any of the business directors, shareholders or partners have been convicted of fraud or any other offence involving deception or dishonesty.



	

	6.2
	If successful, applicants should not assume they will receive the full grant amount that is applied for.

	

	6.3
	Grant assistance is not retrospective. Any items purchased prior to the Stepclever offer approval date will be ineligible.



	

	6.4
	All grants offered are entirely at the discretion of Stepclever.

	5

	6.5
	Grant assistance provided by Stepclever must be used only for the approved purpose.

	
	

	6.6
	Where other Government funding is being sought, the combined public sector financial assistance must not exceed EU State Aid limits, currently €200,000 over the past three financial years. 



	

	6.7
	Stepclever or other relevant Government bodies have the right to inspect the equipment/works, and receipted/paid invoices relating to the project, at any reasonable time.



	

	6.8
	Stepclever should be notified immediately if the business is to move outside the qualifying area.  Should the business relocate outside the qualifying area a refund of part or all of the monies may be required.



	

	6.9
	Stepclever must be notified immediately if your business is closing down.

	

	6.10
	Your proposal must include business growth to qualify for Stepclever grant funding.

	

	6.11
	Sefton@Work and Liverpool In Work are committed to encouraging employers in the Stepclever area to create sustainable jobs and training for the local workforce, including the provision of new Apprenticeship opportunities wherever possible. If your project will be creating new jobs you will be referred to Sefton@Work or Liverpool In Work for free expert help and advice in all aspects of staff recruitment.

	

	6.12
	The application process will include a credit check and if required, further checks on previous business activities.  

	

	6.13
	Grant-funded businesses agree to participate in publicity as part of any Stepclever promotion such as press releases, business journals and display of certificates.

	

	6.14
	The decision of Stepclever is final. Stepclever reserves the right to withdraw funding where the conditions attached to the award have not been adhered to.

	

	6.15
	The applicant should ensure that they are aware of and will comply with all legal and statutory requirements that apply to their business. 

	

	6.16
	The applicant shall at all times maintain in force all necessary and appropriate policies of insurance for their business.

	

	6.17
	The grant is subject to availability of funds and is awarded at the absolute discretion of Stepclever.

	

	6.18
	All grant offers are in the form of a written agreement between Stepclever and the applicant.  This agreement may contain terms and conditions additional to those above.
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Stepclever Legacy Business Start Up Grant

Tier 2 Application Form: Capital Grant from £1,500 to £7,500

	Please fill out the following form. You can save data typed in this form.  Where boxes are provided please ensure the correct box is clearly marked with a TICK. (You can copy and paste this symbol ( into the relevant tick boxes on this form)


	SECTION A: PERSONAL DETAILS

	

	Q1
	Title (e.g. Miss/Mrs/Mr):
	

	
	First Name(s):
	

	
	Surname:
	

	

	Q2
	Home Address:
	

	

	Q3
	Postcode:
	

	

	Q4
	Telephone Number:
	

	

	Q5
	Email Address:
	

	

	Q6
	Date Of Birth:
	

	

	Q7
	Nationality:
	

	

	SECTION B: BUSINESS DETAILS

	

	Q8
	Type of Business (Please tick):
	Private Business
	(
	Social Enterprise
	(

	

	Q9
	Legal Structure:
	Sole Trader
	(
	Partnership
	(

	
	
	Limited Company
	(
	Other (Please specify)
	( ____________________

	

	Q10
	Name(s) of Applicant(s):
	

	

	Q11
	Name of Business:
	

	

	Q12
	Business Address:
	

	

	Q13
	Postcode:
	

	

	Q14
	Telephone Number:
	

	

	Q15
	Fax Number:
	

	

	Q16
	Main business activity:
	

	

	Q17
	When did you start trading: (dd/mm/yy)
	

	

	Q18
	Are you VAT registered?
	Yes
	(
	No
	(
	Pending
	(

	

	Q19
	If Yes to Q18 enter VAT number:
	

	

	Q20
	Are you part of a group of companies? 
	Yes
	(
	No
	(
	
	

	

	Q21
	If Yes to Q20 enter name of 

parent company:
	

	SECTION C: PARTNER/DIRECTOR DETAILS

	

	Please enter below full details of all partners/directors of the business. If you are a sole trader or sole director of your business leave this section blank and go to SECTION D.

	

	PARTNER/ DIRECTOR 1
	Title (e.g. Miss/Mrs/Mr):
	

	
	First Name(s):
	

	
	Surname:
	

	
	Home Address:
	

	
	Postcode:
	

	
	Date Of Birth:
	

	
	Nationality
	

	

	PARTNER/ DIRECTOR 2
	Title (e.g. Miss/Mrs/Mr):
	

	
	First Name(s):
	

	
	Surname:
	

	
	Home Address:
	

	
	Postcode:
	

	
	Date Of Birth:
	

	
	Nationality
	

	

	PARTNER/ DIRECTOR 3
	Title (e.g. Miss/Mrs/Mr):
	

	
	First Name(s):
	

	
	Surname:
	

	
	Home Address:
	

	
	Postcode:
	

	
	Date Of Birth:
	

	
	Nationality
	

	

	PARTNER/ DIRECTOR 4
	Title (e.g. Miss/Mrs/Mr):
	

	
	First Name(s:
	

	
	Surname:
	

	
	Home Address:
	

	
	Postcode:
	

	
	Date Of Birth:
	

	
	Nationality
	


	SECTION D: DETAILS OF YOUR BUSINESS PROPOSAL

	

	Q22
	What is the total cost of your business proposal?
	£

	

	Q23
	How much grant are you applying for from Stepclever?
	£

	

	Q24
	Enter details of the capital items for which you are applying for Stepclever funding: (Continue on a separate sheet if necessary)

	
	Item Description
	Cost £ (including VAT)

	
	Example: Office furniture
	£500

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	TOTAL
	

	

	Q25
	Please provide details of additional funding required for your business proposal:

	
	Source of funding
(e.g. name of bank)
	Type of funding 

(e.g. loan, grant)
	Amount £
	Has funding been secured?

	
	
	
	
	Yes
	(
	No
	(

	
	
	
	
	Yes
	(
	No
	(

	
	
	
	
	Yes
	(
	No
	(

	
	
	
	
	Yes
	(
	No
	(

	

	SECTION E: BUSINESS BANK ACCOUNT DETAILS

	

	Q26
	Bank Name:
	

	

	Q27
	Bank Address:
	

	

	Q28
	Account Name:
	

	

	Q29
	Sort Code:
	

	

	Q30
	Account Number:
	


	SECTION F: JOB CREATION 

	

	Q31
	How many staff does your business currently employ?
	

	Please note:
Employee working 16 hours or more per week = 1 full time job 

Employee working at least 12 hours but less than 16 hours per week = 0.75 job

Employee working at least 8 hours but less than 12 hours per week = 0.5 job.

	Q32
	How many new jobs will your business create?
(Please refer to Page 4, Terms & Conditions, for details of Stepclever’s partnership with Sefton@Work and Liverpool In Work to encourage employers in the Stepclever area to create sustainable jobs and training for the local workforce.)
	

	

	Q33
	Details of new jobs to be created: (Continue on a separate sheet if necessary)

	
	Job Title
	Contracted Hours
	Annual Salary £
	From the date of this grant application, when will these jobs be in place (months)?

	
	
	
	
	0-3
	3-6
	6-9
	9-12
	12 +

	
	Example: Electrician
	40hrs pw
	25,000
	
	
	(
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	

	Q34
	Where will you recruit staff?
	Sefton@Work
	(
	Liverpool In Work
	(

	
	
	Other 
	(
	(Please specify)__________________________________

	

	SECTION G: ADDITIONAL INFORMATION

	

	Q35

	Does your business have the following up to date policies (If yes please provide copies):

	
	Health and Safety Policy 
	Yes
	(
	No
	(
	N/A
	(

	
	Public Liability Insurance
	Yes
	(
	No
	(
	N/A
	(

	
	Employer Liability Insurance
	Yes
	(
	No
	(
	N/A
	(

	
	Equal Opportunities Policy
	Yes
	(
	No
	(
	N/A
	(

	

	Q36
	Planning Permission: If you will be occupying or altering business premises, has your business received all the necessary consents under the Building Regulations and Town and Country Planning Acts (including change of use):

	
	Type of Consent:
	Applied For:
	Date (dd/mm/yy):
	Reference No:

	
	
	Yes
	(
	No
	(
	N/A
	(
	
	


	SECTION H: STATE AID DECLARATION

	Important Information

To ensure that we comply with State Aid Regulations we need you to confirm in writing whether you have received any other public funding in the last three tax years.

The assistance provided is governed according to the European Commission’s “De Minimis” State Aid rules. Under these rules the maximum State Aid any business or individual may receive over any rolling three year period is €200,000. This letter is sent in accordance with European Commission Regulation (EC) No 1998/2006 of 15 December 2006 on the application of Articles 87 and 88 of the EC Treaty to De Minimis aid, Official Journal L379 of 28.12.2006 Temporary Framework for State Aid Measures (2009/C 83/01).  You should refer to this regulation.

It is your responsibility to retain records of any State Aid arising from assistance received for a minimum of three years (fiscal years) from the date of receipt and to ensure that you do not exceed the €200,000 rolling three year limit. If you make any other application for aid during the next three years you will be required to inform the provider of that aid about the aid you have already received.

This regulation doesn’t apply to undertakings in the fishery and aquaculture sectors, undertakings in the primary production of agriculture products, aid to export related activities or establishment and operation of distribution networks, aid contingent upon the use of domestic over imported goods, undertakings in the coal sector, aid for road freight transport, aid to undertakings in difficulty. Undertakings active in the road transport sector shall not exceed €100,000 over any period of three fiscal years.

Please note that this letter is issued solely to advise you of the value of State Aid arising from the offer of assistance that you have received and is not a notice of further funding.



	Please state your registered business name then read and complete both declarations below:

	Q37
	Registered Business Name
	

	

	Q38
	DECLARATION 1

	
	· I wish to apply for Financial Assistance to Businesses under the 'De Minimis' Regulation (EC) No 1998/2006. 

· I confirm that the business has been granted only the following 'De Minimis' aid within the past three years: 
(amount granted for each financial year to be entered in boxes below)


	
	
	2011/2012
	
	2012/2013
	
	2013/2014
	
	TOTAL
	

	
	
	£
	
	£
	
	£
	
	£
	

	
	

	
	Signature:
	

	
	Name (Block Capitals):
	

	
	Position in Business:
	

	
	Date (dd/mm/yy):
	

	

	Q39
	DECLARATION 2

	
	· I confirm that no other ‘De Minimis’ aid has been granted to the business within the past three years.

	
	Signature:
	

	
	Name (Block Capitals):
	

	
	Position in Business:
	

	
	Date (dd/mm/yy):
	


STEPCLEVER USE ONLY: Stepclever (Liverpool City Council) maximum amount of assistance - £

	SECTION I: ACCEPTANCE OF STEPCLEVER TERMS & CONDITIONS

	· STEPCLEVER must protect the public funds we handle and so we may use the information you have provided on this form to prevent and detect fraud. We may also share this information, for the same purpose, with other organisations, which handle public funds.

· If you are a limited company an executive director must sign; if you are a partnership all partners must sign; if you are a sole trader sign alone.



	

	Q40
	Have you or any of the business directors, shareholders or partners been adjudged bankrupt, convicted of fraud or any other offence involving deception or dishonesty, been a director or substantial shareholder in a company that went into liquidation or receivership or been removed from a Board of Directors? 

	
	
	Yes
	(
	No
	(
	

	

	Q41
	Have you personally or your business received any County Court Judgements (CCJs) in the past five years?

	
	
	Yes
	(
	No
	(
	

	

	If you have answered YES to either Q40 or Q41 please provide details on a separate sheet.

	

	Q42
	· I/We hereby apply for Grant Assistance from Stepclever and declare that all the information given in support of this application is true and accurate to the best of my/our knowledge and belief.
· I/We accept the terms and conditions set out in the Stepclever Guidance Notes and Terms & Conditions.
Deliberately providing false information could lead to prosecution


	
	Signature:
	

	
	Name(s) (Block Capitals):
	

	
	Position(s) in Business:
	

	
	Date (dd/mm/yy):
	


Data Protection Policy

Sefton Council is committed to maintaining your personal information in a manner which meets the requirements of the Data Protection Act (1998) and will take all reasonable steps to ensure that your personal data is kept secure against unauthorised access, loss, disclosure or destruction.

In order to respect your privacy, we manage personal data in accordance with the Data Protection Act's eight 'Data Protection Principles':

· Your personal data will be processed fairly and lawfully. 

· Your personal data will be obtained only for specified purposes, and shall not be further processed in any manner incompatible with that those
 purposes. 

· Your personal data will be adequate, relevant and not excessive in relation to the purposes for which they are processed. 

· Your personal data will be accurate and, where necessary, kept up to date. 

· Your personal data will not be kept for longer than is necessary for those purposes. 

· Your personal data will be processed in accordance with the rights of data subjects under this Act. 

· Appropriate technical and organisational measures shall be taken against unauthorised or unlawful processing of personal data and against accidental loss or destruction of, or damage to, personal data. 
· Your personal data shall not be transferred to a country or territory outside the European Economic Area unless that country or territory ensures an adequate level of protection

	SECTION J: CHECKLIST

	Please ensure that you have included the following information with this application form.

Failure to do so will prevent your application from being processed. 

	

	(
	A business plan with a clear commercial rationale.

	

	(
	1 year cash flow forecast.

	

	(
	Evidence of a business address inside the Stepclever area. For example, copy of business premises lease or proof of residency if a home based business (dated within last 3 months).

If occupying rented business premises, the lease must have a minimum period of twelve months left to run. (3 month break out clauses are permitted.) “Tenancy at Will” agreements, hot desks and virtual offices are not acceptable.

	

	(
	Proof of identity for all applicants (including partners/directors) e.g. copy of birth certificate, valid passport or driving licence.     

	

	(
	Proof that you and any partner/director of the business are eligible to work in the UK if you or they are a non- European Economic Area (EEA) national (excluding Switzerland), Bulgarian or Romanian national.

	

	(
	Proof that a business bank account has been set up in the name of the business applying for this grant. For example, a bank statement or letter from bank stating business name and account details (dated within last 3 months).

	

	(
	Her Majesty’s Revenue & Customs (HMRC) information:

· If you are a Sole Trader or Partnership provide 1 of the below(if you are a Partnership, HMRC information is required from both partners):
a) Copy of completed CWF1 form
Registering for Self Assessment and National Insurance contributions if you are a self-employed sole trader
b) HMRC National Insurance Contributions statement

c) Bank statement showing National Insurance Contributions payments to HMRC


· If you are a Limited Company provide a copy of a HMRC letter stating your Unique Taxpayer Reference (UTR)

	

	(
	3 quotes for items over £2,499 for which Stepclever funding is required.

	

	(
	Evidence of match funding if applicant contribution to project costs exceed £5,000.

	

	(
	Signed State Aid Declaration (Page 9)

	

	(
	Copy of Constitution, Memorandum or Articles (Social Enterprises only).

	

	WHEN COMPLETED:

	1.
	Send all documents by post to:
Stepclever Legacy, 1st Floor, Magdalen House, Trinity Road, Bootle, L20 3NJ

Bootle

L20 3NJ

.

	AND

	2.
	Email your application form, business plan and cashflow forecast to: Stepclever@investsefton.com
Please send your business plan as a Word document and your cashflow forecast as an Excel spreadsheet.


(Stepclever use only)


Ward:


Ref:
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