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AD:VENTURE 
BUSINESS GROWTH 
GRANT SCHEME
Introduction 
The AD:VENTURE Business Support Programme provides dedicated, funded support to eligible 
start-up and young businesses located in Leeds City Region (see map below) which have strong 
ambitions to grow, expand and create jobs. 

The Business Growth Grant Scheme is one element of the support offered by the AD:VENTURE 
Programme. There are two different grants, known as Step 1 and Step 2, to support young 
businesses up to 3 years old on their growth journey.

These guidance notes focus on Step 1 Grants, with application value between £1,000 and £4,999. 
There is a separate Application Form and associated guidance for Step 2 grants.

Leeds City Region area
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1. ELIGIBILITY CRITERIA 

To qualify for an AD:VENTURE Step 1 Grant, businesses must:

• Be located in, and trade from, an address within the Leeds City Region (the Leeds City Region covers 
the local authority districts of Bradford, Calderdale, Craven, Harrogate, Kirklees, Leeds, Selby, 
Wakefield and York.)

• Be a Small or Medium-sized Enterprise (SME)
• Have fewer than 250 FTE employees (Full-time Equivalent)
• Have an annual turnover of less than €50 million (around £43 million)

• Have received less than €200,000 in State Aid over the last 3 financial years. State Aid is funding 
from any national or local public sector organisation or programme.

• Have a business bank account
• Be able to demonstrate that the business is viable and high growth potential, through a business 

plan or overview, cash-flow forecast and end of year accounts or other appropriate document
• Be registered and accepted onto the AD:VENTURE Programme

AD:VENTURE can NOT support:
• Non-SMEs
• Businesses outside the Leeds City Region 
• Businesses in the banking and insurance 

sector
• Businesses in the nuclear or nuclear 

decommissioning sector 
• Businesses in the agriculture and 

fisheries, coal, steel, ship building and 
education sectors

Retail Businesses
The AD:VENTURE grant programme can 
support retail and business to consumer 
businesses in limited circumstances only. 

A business is expected to be trading 
Business to Business and that this activity is 
growing and can be evidenced.

Eligibility for the AD:VENTURE programme 
will be assessed on a case-by- case basis. 
If you have any queries. please contact the 
AD:VENTURE team. 

Note: We encourage all applicants to take advantage of business adviser support, which includes sign 
posting to a range of other support available. This may not be necessary for all applicants. 

Take a look at the AD:VENTURE schedule of workshops. They offer practical business advice to 
develop new skills, increase efficiency, improve strategy and create valuable networking opportunities.

https://www.ad-venture.org.uk/events/
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2. GRANT USE 

The Grant can be used to fund costs that support growth and job creation in your 
business. For example:

• Tools and Production Equipment 
• Developing Initial Marketing Collateral
• Website Development and Design
• IT equipment and Office Furniture 

You can discuss with your adviser if the items you wish to purchase do not appear in the above list.

The Grant cannot be used to fund the on-going running costs of your business or 
anything that is a statutory requirement. For example:

• Stock or Working Capital 
• On-going Marketing Costs 
• Rent, Rates, Staff Salaries 
• Qualifications
• Data Protection Regulation
• Health and safety implementation
• VAT
• Delivery or Shipping Costs
• Warranties



5

3. APPLICATION PROCESS

Register on the AD:VENTURE Programme 
www.ad-venture.org.uk/registration

Support for Step 1 
Grant Applicants

Business Adviser
• Every applicant will have a 

named business adviser to guide 
them through the application 
process

Specialist Workshops
• AD:VENTURE runs workshops 

on a wide range of business 
topics. The full list is available 
HERE

Meet an AD:VENTURE Adviser to discuss 

Prepare Executive Business Summary 
and 1-year cashflow

Identify project or item to be funded

Complete Grant Application Form

Submit Grant Application Form 
with required supporting information 

adventure.grants@leeds.gov.uk

Grant Application Assessment underway

Provide any additional information 
requested by the assessor

Decision on Application

https://www.ad-venture.org.uk/registration
adventureportal.powerappsportals.com/ADVENTUREevents2022.pdf
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4. COMPLETING THE 
APPLICATION FORM 
Section 1. Need for the Grant

• Please explain why the grant is needed and describe the 
problem that the grant will solve or the opportunity it will 
enable your business to take advantage of. 

• Clearly describe the benefits that will be achieved and the 
impact the grant will have e.g. increase in jobs, increased sales, improved efficiencies, productivity.

• Clearly explain the benefits and the needs for the grant support in the grant application form
• Please explain how the grant funding will be spent and what items or services will be purchased 

with the grant

Section 2. Growth Potential

• Please outline the areas where your business has the potential and the ambition to grow. This could 
be, for example, in moving to new markets, developing and improving new internal processes, 
increasing production. 

• State where there is the potential for growth, the business’s current position, and give a forecast of 
anticipated growth/increase in these areas.

Section 3. Impact of the Grant

3.1 Impacts
Please select all the impacts you anticipate the grant will deliver e.g. jobs, products, services 
processes, increased turnover. In the sections below, choose the relevant box, and describe the 
positive impact of the grant on this aspect of your business.

3.2 Detail of impact
i)  New products, process or services
 Complete this section only if you have indicated that this is an impact the grant will have, at question 

3.1 above
• Explain what new products, processes or services will be developed
• How will these new products/processes/services affect your growing business?

ii)  Increase in Turnover
 Complete this section only if you have selected increase in turnover as an impact the grant will have. 

Please set out what increase in income are you forecasting for the next 1-3 years. Make sure that 
you include your current income as well as anticipated income in future years.
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iii) New Jobs Created
 The AD:VENTURE Programme is linked to job creation.
 Job creation is not a formal requirement for a Step 1 Grant. However, 

if you expect to be creating jobs, please give as much detail as you can. 
This should include the number and type of jobs that will be created. For 
each job, please provide the full job title and the salary.

 Please also describe how you intend to recruit to any jobs that you will 
create. 

iv) Other benefits
 Please describe what other impacts the grant might have on your business. Please explain what 

they are and the value or size of the impact you anticipate.

Section 4. Costs and Funding

4.1 Total Cost and Grant Request
• Please enter the total value of proposed project or purchase, and the amount of grant you are 

requesting from the programme. 
• Ensure that the amount of grant requested is no more than 50% of the total cost.

4.2 Breakdown of items to be purchased
• List each individual item that you intend to purchase using the grant and its value. Exclude VAT 

from the costs as a Step 1 grant cannot cover VAT.
• Note that there is a minimum purchase of £50 per item. 
• Add additional lines to the table as necessary.
• The table does not automatically calculate the total costs. Please check that the total figure is 

correct before submitting the application.

4.3 Financing remaining costs
• The grant can provide up to 50% funding: please set out where the remaining outline how the 

remaining 50% or more will be met. (e.g. business , overdraft, loan, other sources)

4.4 Other Public Sector Funding
• Complete this section only if your purchases will be part-funded by another source of public 

sector funding. Give the name of the funding source(s), value, the date you applied for funding or 
the date the funding was approved

4. COMPLETING THE APPLICATION FORM (CONTINUED)
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Section 5. Selecting your supplier

• Please describe how you chose your preferred supplier. 
• What process did you use? 
• Did you select based on the lowest price or used a combination of price and quality? 
• What influenced your decision to select your preferred supplier?

Section 6. Declarations

Please tick the relevant boxes under each of the four sections
• Size of Business 
• Data Protection 
• Marketing 
• State Aid and UK Subsidy Control 

Enter your name and date the form. Complete the form as a first draft. The AD:VENTURE Grants team 
will work with you to develop a final version before full assessment of the application.

Section 7. Grant Application Checklist

This checklist acts as a reminder to ensure that you complete all sections of the application form and 
submit all the documents required for the assessment of your application. 

Please tick all of the boxes and ensure that you submit all the necessary detail. The review of your 
application can only start when the team have received the required documents.

Upload to AD:VENTURE portal or send to the 
AD:VENTURE Grants Team email address:
adventure.grants@leeds.gov.uk

4. COMPLETING THE APPLICATION FORM (CONTINUED)
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5. SUMMARY OF 
DOCUMENTS TO SUBMIT 
1. Completed Application Form
2. A business plan or completed Executive Summary template
3.  A 12-month cash flow forecast and up-to-date Management Accounts 

(where available)
4. Quotation for each item applied for. All quotes must be uploaded with the Application Form. 
 i) Goods: Quotes for goods can be screenshots from websites.
 ii) Services (Websites, Consultancy, Marketing): 
 Provide a specification OR at least an email chain with the supplier that sets out: 

• what the business expects the provider to deliver 
• why the business needs this support from the provider 
• what outcome the business expects this intervention to produce,
• the timescale for the intervention (6 months maximum) 
• the cost.

 iii) Business premises
• Evidence of lease agreements, particularly if expenditure relates to business premises
• Evidence of Intellectual Property (where appropriate)
• Proof of match funding. This could be a bank statement or loan approval. 
• Evidence of meeting regulatory trading standards i.e. Environmental, data protection or planning

5. Details of proposed timeline of activity relating to specialist consultancy; proposed timeline of 
activity relating to specialist consultancy; marketing, web development, PR, legal.

Note: Grant applications will not be reviewed until all required documents have been submitted (see 
the application process section for full details).

Applications must be signed and dated by the grant applicant.

In signing the grant application, the business is confirming that all information included in the 
application is true to the best of their knowledge. If Leeds City Council subsequently discover that 
information provided was untrue, they reserve the right not to award grant funding, or ask you to repay 
any grant already paid.
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6. BUSINESS SUMMARY / EXECUTIVE 
SUMMARY REQUIREMENTS
A business summary is required as part of a Step 1 grant application. The information in the 
Executive Summary Template below should be included. The bullet points should be addressed in 
short paragraphs in each section. A business summary template is available on request.

Name of Business and Business Owners, 
including each person’s:
• Shareholding %
• Equity Investors including % (if relevant) 
• Persons of significant control/decision makers 

and their % voting rights 
• Director’s experience/CV

Full business address, plus property details:
• If leased, the terms of lease 
• If owned, any borrowing outstanding 
• If sublet, under what terms
• If shared, then who with and under what terms

The business legal structure, at present and any 
planned future transition:
• Sole/Trader/Partnership/Limited Company & 

Number/Unique Taxpayer Reference number 
• VAT Number or intention of when the business 

will be registered
• When the business raised its first invoice
• Website address
• Relevant IPO (Intellectual Property Office) 

Registered Trademark/Patent secured or in 
process 

Explain your core business, making sure you 
include:
• Whether it is product or service related
• Geography of your delivery; local, regional, 

national or global 
• Target Clients, whether other businesses or 

consumers, or a mixture of the two
• USP
• Opportunity you have established for the short 

term and long term
• Any Market Research carried out, along with 

the outcomes and learning points

Quantifiable value of current business activities 
• Number of clients/customers 
• Turnover 
• Costs 
• Net Profit

Completing the Executive Summary Template
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Funding to date from other sources
• Supply details of date approved, amount and 

over what period 
• Grants 
• Start-Up Loans or other Business Loans
• Investor – Private, Commercial, Crowd 

Funding
• Business Overdraft

AD:VENTURE Grant 
• Amount applied for and how the funding will 

be used. 
• How this further funding will support your 

business and its growth
For example: 
• Growth in employees
• Move into new premises 
• Machinery to improve production efficiency 

or volumes
• Support reach of new client/customers

Marketing Activity Priorities
Choose three of your business’s marketing 
activities and provide the following details for 
each activity: 
• Its objectives
• Frequency 
• Relevant costs
• Expected return on investment

Growth Strategy 
This could include: 
• Geographical: where your business operates 

now and potential expansion targets with 
timescales

• Current staffing and potential future growth 
targets with timeframes

• Expansion of product/service range 
• Additional markets or sectors to explore 
• Possible Export Opportunities 
• New Technology 
 

6. BUSINESS SUMMARY / EXECUTIVE SUMMARY REQUIREMENTS (CONTINUED)
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7. PURCHASING 

Any items, products or services funded by an AD:VENTURE Grant must provide evidence of quotes as 
set out below. 

Total value of investment 
(Step 1 Grant and other funding /business 
investment)

Requirement

£1,000-£4,999 1 quote per item and evidence of having 
checked prices to get the best value

The quote must include
• The Supplier’s name address and VAT number
• The business’s name and address
• The date
• A description of what will be provided
• The price without VAT and delivery (sub total)
• The total cost
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8. MAKING A CLAIM FOR 
A STEP 1 GRANT
Once you have been awarded a grant, you will receive an email with a Grant Funding 
Agreement and a Claim Form. When the grant-funded work is complete, the business can 
submit a claim for the funding. 

a. Complete the Claim Form

You will need your original Grant Funding 
Agreement to hand. What you claim must 
correspond with the detail in the Grant Funding 
Agreement. Fill in all the required sections.

If you need to vary the purchase from the original 
application and quotation, you must discuss 
this with the AD:VENTURE Grant Team, before 
submitting the Claim Form.

b. Evidence of Purchase and Payment
You need to submit evidence of purchase and 
payment for the product or service. Depending 
on the purchase made with the grant, this could 
include

i)  Invoices 
Check that they contain 
• Your company name and address
• The date of the purchase which must not be 

before the Grant Funding Agreement was 
signed

• The supplier’s name and address and 
whether they are registered for VAT, if so 
show the registered number

• The cost of the purchase without VAT

If the items cost over £1,000, you need to create 
an asset register and upload it with your claim. 
You can download the asset register template 
with the claim form.

ii)  Visual evidence
For example
• Photographs of the purchased items, 

opened after delivery
• Screen shots of a new website 

iii) Proof of payment 
We will need a copy of your business bank 
statement, showing the payment for the items, 
product or service. The bank statement must 
show the heading of the statement page, 
including the following details:
• Name of Bank
• Name on the account
• Bank account number and sort code
• Date of expenditure
If you paid by other means, you need to show 
that the funds were transferred from your 
business bank account. This is especially 
important if you paid by credit card: we will 
need to see that you have cleared the cost of 
the purchase from your credit card balance.

c. Submit all documents to the  
Grants Team via the    
Adventure.grants@Leeds.gov.uk email
• Signed Claim Form
• Bank Statement
• Invoices
• Photos of items purchased 
Once the claim has been checked the claim form 
will be sent out to the business for signing off by 
Docusign.



Tel: 0845 524 0210
Email: support@ad-venture.org.ukALL ENQUIRIES:
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9. PAYMENT OF A STEP 1 GRANT 

• Step 1 grant is only payable for costs incurred after you have signed and returned the Grant Funding 
Agreement to the AD:VENTURE team.

• Grants are paid in arrears and cover up to 50% of eligible costs. Businesses have to provide 
evidence that the payments have been made before the Step 1 grant can be claimed and paid. See 
process above.

• Repayment of the full grant will be sought if any aspect of the application or grant claim is found to 
be fraudulent

• Approval of a Step 1 Grant DOES NOT imply approval under other relevant legislation or 
requirements. It is the applicant’s responsibility to obtain and comply with all necessary consents 
such as planning, building regulations, environmental health, landlord’s consent.


