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Grant Application Form – Part 1
Applicant Information.



	FOR OFFICE USE ONLY: 
Date Received
	                  /                   /           

	Reference Number
	

	Applicant Name (Responsible for any award):
	

	Position:
	

	Organisation:
	

	Contact’s full postal address, including postcode. 

(Payment cannot be made without a postcode):

	


	
	

	
	

	
	POSTCODE
	

	
	

	Telephone Number:
	

	E-mail:
	

	Status of Organisation:
	

	Charity/Company number 
(if applicable)
	
















Privacy Notice

Newquay Town Council takes your privacy seriously. This notice explains when and why we collect person information, how we use it, the conditions under which we may disclose it to others and how we keep it secure. Any questions regarding this notice should be sent by email to: dpo@newquay.gov.uk 

Who will control my data?

Newquay Town Council will control your data.

How do we collect information from you?

When you complete your grant application form, personal data within the form will then be collected and processed. 

Why do we do this?
Newquay Town Council will hold and process your personal data for the purposes of reviewing this grant application. 
What type of information is collected from you?

The personal information we collect will include;

· Your name, address, telephone number, email address.
· Insurance provider (through a copy of your insurance certification)
· Bank account details (through submission of bank statements/financial accounts)
· Names and details of key people within your organisation (records of your constitution)
· Names and details of any companies that have provided you with information to support your grant request (quotes, letters of support, evidence of other funders etc)

How we may use your personal information

We will only use your personal information to:

· Review and process your grant application. 
· Notify you of relevant Council policies and procedures relating to your application.
· Contact you regarding any further enquiries we may need to make to clarify information which has been submitted.
· Contact you to inform you when your application will be discussed and whether you will be required to attend and give a presentation to Council.
· Notify you of any changes to the privacy notice.



Who has access to your information?

Only Newquay Town Council, it’s Officers and members, have access to your information. We may need to share this with our Internal and External auditors as part of the Annual Return however we will not share your information with any third party unless you have been notified of this through a change to our privacy notice. 

How we will look after your data

Access to your information will only be made to Newquay Town Council to process it for the purposes outline in this privacy notice.

Notification of privacy notice changes

We may update this privacy notice to reflect changes to our information practices. If we make any material changes, we may notify you by email (sent to the email address you have provided us).

What are my data rights?

Your personal information belongs to you, and you have the right to:

· Be informed of how we will process it
· Request a copy of what we hold about you and in the format, you request, for example by email or letter
· Have it amended if it is incorrect or incomplete
· Have it deleted (where we do not have a legal requirement to retain it)
· Withdraw your consent if you no longer wish us to process it
· Restrict how we process it
· Object to us using it for marketing or research purposes
· Object to us using it in relation to a legal task or in the exercise of an official authority
· Request that a person reviews an automated decision where it has an adverse effect on you. (No automated decisions are made)

How long will you keep this information for?

We will keep your data for as long as is required to process your grant application from submission to completion of the project and the end of the relevant financial year for audit purposes. 

How do I exercise these rights?

If you would like to access any of the information, we hold about you or have concerns regarding the way we process your information, please contact Newquay Town Council:

Email: dpo@newquay.gov.uk  
Post: Municipal Offices, Marcus Hill, Newquay TR7 1AF

I don’t agree with something

We would prefer any complaints to be made to us initially so that we have the opportunity to see if we can put things right. However, if you are unhappy with the way we have processed your information or how we have responded to your request to exercise any of your rights in relation to your data, you can raise your concerns direct with the Information Commissioners Officer. 

Tel: 0303 123 1113
https://ico.org/concerns

Please mark ‘X’ below if you understand how your data will be processed and stored and therefore give your explicit consent for Newquay Town Council to hold your data in accordance with this Privacy Notice. 

	Yes
	  

	No
	



Please return your completed form to:

Anne Banks – Finance and Procurement Manager 
Email: corporateservice@newquay.town 

Newquay Town Council, Municipal Offices, Marcus Hill, Newquay, TR7 1AF

Newquay Town Council - Official Policy/Procedure Document
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