Covid-19 Business Grant Request Portal – Guidance

The link for the portal is on our website here:
www.lewes-eastbourne.gov.uk/businessgrants

You will be required to register on the portal before completing the online request
form.

This information will then be displayed:

You will be required to create an account on the portal with your email address.

A registration email will then be sent to your email address, you may need to check
your junk mail if you can’t find it. Click on the link in the email to create a password.

You will then need to register your home address and contact details before clicking
on ‘Request Grant’

Read the statements and tick to confirm. You will need to input the property
reference number and pick the council from the drop down list. The reference will
show on your Business Rates bill and your grant letter (if you have received it). If you
don’t have the number you can find it by clicking on the Valuation Office Agency link
and copy and paste it from their website.
NB: Some customers have reported issues with typing the reference number but
have been able to proceed by copying and pasting the number.

You will then be required to click on the type of grant you wish to claim. Only one
request can be made per property.

The details below will then need to be completed.
The property address and rateable value will be auto-populated from the property
reference number that was entered.
If the business is not VAT registered you can skip to the question asking if the
business is closed.

One of the three coloured buttons will need to be chosen.


Companies - If you click the top blue button you will be required to enter a
company name or registration number into the search box that comes up next
and then click on the continue button for the relevant company.



Individuals - If the business is run by individuals or a sole trader you should
click on the green button for individual/sole trader and will then be required to
complete the following details:



Non-incorporated body - If you are completing a form for a charity/club you
should click the bottom turquoise button and enter the following details:

You will then be required to upload two documents to support your request.
There is a drop down list of 15 document types to choose from, examples of
these would be a copy lease, utility bill, bank statement or insurance documents.

When the documents have been uploaded you will be asked to enter the bank
details for the payment. The account holder name will be auto-filled from the
business trading name that was entered on a previous page.

The final step on the form is the declaration. You should read the declaration and
enter the reference number quoted to accept it. Then click the green box to
complete your request.

You will then receive a confirmation and reference number.

If you wish to make grant requests for more than one property you can make
further requests by clicking on ‘New Request’ at the top of the page.
You can view a list of your requests by clicking on ‘My Grants’ at the top of the
page.

