Forth Valley College
Community Asset Transfer Request Form
For requests made under Part 5 of the Community Empowerment (Scotland) Act 2015
	Important
This form is designed to help community transfer bodies provide the information required for a valid asset transfer request. It does not replace the statutory requirements in the Community Empowerment (Scotland) Act 2015 or the Asset Transfer Request (Procedure) (Scotland) Regulations 2016. Applicants should read Scottish Government guidance before submitting a request.


	Applicant organisation
	

	Asset requested
	

	Type of request
	☐ Ownership   ☐ Lease   ☐ Management agreement   ☐ Other rights

	Date submitted
	




Before you complete this form
Please complete all sections as fully as possible. If a question is not applicable, state "Not applicable" and explain why. You may attach supporting documents where there is not enough space in the form.
	☐ Check that your organisation is eligible to make an asset transfer request.

	☐ Identify the asset clearly, including address, title, plan or map if available.

	☐ Contact the College for early discussion before submitting a formal request.

	☐ Attach your constitution and supporting governance documents.

	☐ Attach a business plan and evidence of funding where available.


1. Applicant details
	1.1 Name of community transfer body
	

	1.2 Main contact name and role
	

	1.3 Contact address
	

	1.4 Email address
	

	1.5 Telephone number
	

	1.6 Website / social media
	

	1.7 Legal form of organisation
	☐ SCIO   ☐ Company limited by guarantee   ☐ Community benefit society   ☐ Unincorporated association   ☐ Other: __________

	1.8 Charity or company number, if applicable
	



1.9 Purpose and activities of your organisation
Briefly describe your organisation, its aims, main activities and the community it serves.
	









2. Eligibility as a Community Transfer Body
	Eligibility
The College must be able to confirm that the applicant is a community transfer body for the purposes of Part 5 of the Community Empowerment (Scotland) Act 2015. Please provide enough information to demonstrate eligibility.


	☐ Our organisation has a written constitution or governing document.

	☐ Our membership is open to members of the community we represent.

	☐ Our organisation is controlled by members of that community.

	☐ Our surplus funds or assets are applied for community benefit.

	☐ Our constitution includes arrangements for winding up and transfer of assets for community benefit.

	☐ We are seeking ownership and meet the additional ownership requirements, where applicable.


2.1 Community represented
Describe the geographical community or community of interest represented by your organisation.
	








2.2 Governance and membership
Describe your membership arrangements, decision-making process and how the community controls the organisation.
	












2.3 If you are not a community-controlled body
Explain the basis on which your organisation considers that it is a community transfer body. If not applicable, write "Not applicable".
	







3. Asset requested
	3.1 Asset name or description
	

	3.2 Address / location
	

	3.3 Asset reference, if known
	

	3.4 Is a plan or map attached?
	☐ Yes   ☐ No

	3.5 Is the whole asset requested?
	☐ Yes   ☐ No - part only. If part only, describe below.



3.6 Description of the land or building requested
Describe the asset and any part of the land or building included in the request. Attach a plan or map where possible.
	












4. Rights requested
	☐ Ownership of the asset
	☐ Lease of the asset

	☐ Management agreement
	☐ Licence to occupy or use

	☐ Other rights over the asset
	☐ Not sure - we would like to discuss options


4.1 Details of the rights requested
State clearly what right you are requesting, including proposed duration for a lease, licence or management arrangement, and any proposed price, rent or consideration.
	










5. Proposed use and community benefits
5.1 Proposed use of the asset
Describe how your organisation proposes to use the asset. Include intended services, activities, users, opening hours, partners and delivery arrangements.
	











5.2 Community benefits
Describe the expected social, economic, environmental, educational or wellbeing benefits. Explain who will benefit and how benefits will be measured.
	








5.3 Alignment with local priorities
Explain how your proposal supports local community needs, inequalities, sustainability, skills, employability, inclusion or other relevant priorities.
	









6. Funding and sustainability
6.1 Funding for the transfer
Explain how the purchase price, rent, legal costs, professional fees, adaptation costs and any other transfer costs will be funded.
	









6.2 Funding for ongoing operation
Explain how the proposed use will be funded and sustained over time. Include income sources, grants, contracts, fundraising, reserves and staffing assumptions.
	










	6.3 Business plan attached?
	☐ Yes   ☐ No   ☐ In development

	6.4 Financial projections attached?
	☐ Yes   ☐ No   ☐ In development

	6.5 Funding confirmations attached?
	☐ Yes   ☐ No   ☐ Not yet available

	6.6 Risk register attached?
	☐ Yes   ☐ No   ☐ In development



7. Community support and consultation
7.1 Evidence of community support
Describe the level and nature of community support for the request. Include consultation undertaken, survey results, letters of support, public meetings or partner commitments.
	











7.2 Engagement with affected groups
Describe how you have engaged with current users, neighbours, potential beneficiaries and any groups who may be affected by the proposal.
	









8. Delivery, compliance and risk
8.1 Delivery plan and timescales
Set out key milestones, responsibilities and timescales from approval through to operation.
	











8.2 Skills, experience and capacity
Explain the skills, experience and capacity your organisation has to deliver the proposal and manage the asset.
	









	☐ Health and safety arrangements considered

	☐ Insurance requirements considered

	☐ Safeguarding requirements considered, if relevant

	☐ Equality and accessibility impacts considered

	☐ Data protection responsibilities considered, if relevant

	☐ Planning, building warrant or licensing requirements considered

	☐ Environmental and sustainability impacts considered

	☐ VAT, tax and legal advice considered


8.3 Key risks and mitigations
Identify the main risks associated with your proposal and how these will be managed.
	











9. Supporting documents checklist
	☐ Constitution or governing document
	☐ Evidence of community transfer body eligibility

	☐ Site plan, map or title plan
	☐ Business plan

	☐ Financial projections / budget
	☐ Funding evidence or fundraising plan

	☐ Community consultation evidence
	☐ Letters of support

	☐ Risk register
	☐ Equality or impact assessment, if available

	☐ Insurance information, if available
	☐ Any other supporting information


10. Declaration
	Declaration
By signing below, the applicant confirms that this is an asset transfer request made under Part 5 of the Community Empowerment (Scotland) Act 2015 and that the information provided is accurate to the best of its knowledge.


	Name
	

	Position / role
	

	Organisation
	

	Signature
	

	Date
	



Forth Valley College | Community Asset Transfer

Community Asset Transfer Request Form
For College use only
	Internal processing note
This section is for Forth Valley College use when logging, validating, acknowledging and assessing a request. It should not be completed by the applicant.


	Date received
	

	Received by
	

	Asset reference
	

	Initial check completed by
	

	Validation date
	

	Decision due date
	

	Lead officer
	

	Decision route
	☐ SMT   ☐ Board / Committee   ☐ Other: __________



Validation checklist
	☐ Request is in writing.

	☐ Request states that it is made under Part 5 of the Community Empowerment (Scotland) Act 2015.

	☐ Name of community transfer body included.

	☐ Contact address included.

	☐ Asset is sufficiently identified.

	☐ Rights requested are described.

	☐ Proposed use is described.

	☐ Funding for transfer is outlined.

	☐ Funding for proposed use is outlined.

	☐ Level and nature of community support is described.

	☐ Constitution is attached.

	☐ Eligibility basis is explained where applicant is not a community-controlled body.

	☐ Further information requested, if required.

	☐ Acknowledgement issued with validation date.

	☐ Online/public notices arranged, if valid.

	☐ Third party owner/tenant/occupier notice considered.


Internal notes / information requested
	










Sources and legal basis
Community Empowerment (Scotland) Act 2015, Part 5 - Community Asset Transfer provisions.
The Asset Transfer Request (Procedure) (Scotland) Regulations 2016, Regulation 3 - form and content of asset transfer requests.
Scottish Government: Asset transfer - Community empowerment guidance and model documents.
