
Community Financial Assistance – Step by Step Guide 

 

Step 1

• Obtain copies of Funding Guidelines and Application Form from Council's website or 
from Council Office. 

• Read through guide and fill out application with as much information as possible to 
support your application. Attach quotations or any other substantiation to assist in the 
assessment of your application. 

• Submit application form Blayney Shire Council
Post: PO Box 62, Blayney NSW 2799, or                                                                                        
Email: council@blayney.nsw.gov.au 

Step 2

• Assessment Process
• Your application will be assessed at the Community Financial Assistance Program 

Committee meeting scheduled for after application closing date. 
• The recommendations from this committee meeting go to the next monthly Council 

meeting for consideration and endorsement (usually held 3rd Tuesday of the month). 
• Following determination by Council at their monthly meeting, applicants are advised in 

writing of their success or otherwise. 
• Approved applications will have a Payment Information Form and an Acquittal Form 

included in their correspondence.

Step 3

• How to claim approved funding 
• To claim funding Council requires the following documents from the successful 

applicant:
Completed Payment Information Form & 
Tax Invoice in the name of the successful applicant (including applicant ABN)

• Where Applicant does not have an ABN: 
A Statement by Supplier (Example attached) must be furnished with 
Council with a tax invoice showing the amount claimed.

• For grants in excess of $10,000 must also have a Funding Agreement completed prior to 
payment (a copy of this form will be included in correspondance to successful 
applicants).

Step 4
• When Project is completed
• Please complete an Acquittal Form along with relevant photos and proof of 

acknowledgement of Council to complete the process.



Sample - Payment Information Form 

It is mandatory that an invoice in the name of the applicant with the ABN of the applicant is included with 
this form and returned to Council to enable to payment of funding approved. 

  

  



Sample - Invoice 

Below is a sample of a required Invoice to be furnished to Council. This is essential to satisfy taxation and audit 
obligations associated with payment of public monies to third parties.  

• Where Applicant has an ABN and is registered for GST A tax invoice in the name of the 
successful applicant with the applicant ABN showing the amount claimed plus GST amount; 

• Where Applicant has an ABN and is not registered for GST An invoice in the name of the 
successful applicant with the applicant ABN showing the amount claimed; 

 

 

  



Sample - Statement by Supplier Form 

Where an applicant does not have an ABN you are required to submit a Statement by Supplier for not quoting 
an ABN.  Forms are available from the ATO website www.ato.gov.au  - please see below sample. 

 

 


