
 

Church Rate Letter Generator 

A step-by-step guide for those administering parish rates in the City of London 

What is this? 
This tool generates the formal letters sent to businesses in your parish requesting their 
voluntary Church Rate contribution. It automatically loads the correct ratepayer data for your 
parish and produces a ready-to-send PDF letter for each business — all in a single download. 

Before you start 

1.  PCC motion 
Your PCC must first pass the following motion to authorise access to the City of London's 
ratepayer data on your behalf: 

"This PCC authorises Christopher Marland, Honorary Treasurer of The 
Parochial Church Council Of The Ecclesiastical Parish Of Great St 
Bartholomew, to act on our behalf to use the City of London's Commercial Rates 
list to extract data for the parish for use in requesting a Voluntary Church Rate 
from them." 

Once passed, complete this letter template, add your church logo to the header, and send it to 
treasurer@greatstbarts.com. It will then be filed with the City of London’s rates administrator. 

 

2.  Set up Google sign-in 
The app uses Google to confirm your identity. If your email is already a Gmail address (e.g. 
name@gmail.com), you are all set. If not, you need to link your existing email to Google — a 
one-time step that takes about two minutes: 

1.​ Go to accounts.google.com and click Create account then "For my personal use". 

2.​ When asked for an email, choose "Use your existing email address". 

3.​ Enter your current work or parish email and click Next. 

4.​ Enter the verification code sent to that address. 

5.​ Create a password and finish the process. 

Once done, let us know which email you registered so he can grant you access. 

 

https://storage.cloud.google.com/gsb-public-docs/Letter%20of%20authority%20Voluntary%20Church%20Rates.docx
mailto:treasurer@greatstbarts.com


 

Signing in 
Open the link provided and sign in with your Google-linked email address. The app will load 
your parish's ratepayer list automatically — no further setup required. 

 

Using the app 
Work through the sections on screen from top to bottom, then click Generate at the bottom. 

 

 

 

Step 1: Rate configuration 
Set the percentage rate for this year's Church Rate. You can also choose whether businesses 
with multiple properties in the parish receive one combined letter (showing the total amount) or 
a separate letter for each property. 

 



 

 

 

Step 2: Rate & church details 
Fill in the details that appear on every letter: bank account for payments, payment deadline, 
clergy and officer names, church address, charity number, and PCC name. Upload signature 
images here — these appear on the formal demand notice. 

 

 



 

Step 3: Friendly letter (optional) 
You can add a personal covering letter as the first page of each PDF. Write your message in the 
text box — the business name, address, and amount due are filled in automatically for each 
recipient. 

If you would like different wording for smaller versus larger businesses, tick "Use different letter 
templates for different property value bands", set your thresholds, and write a separate message 
for each group. The chart and table show how many businesses fall into each group. 



 

Step 4: Preview 
Select any business from the list to see exactly how its letter will look before generating the full 
set. Use this to check the layout and wording. 

 

Step 5: Generate & Download 
Click Generate All Letters. The app will produce a PDF for every business in your parish — this 
usually takes about a minute. When complete, a download link appears. Click it to save a ZIP 
file containing all the letters. 

 



 

What's in the downloaded file? 
●​ One PDF per business (or one per ratepayer if you chose to combine multiple properties). 
●​ An index spreadsheet listing every business, its address, rateable value, and the amount requested. 

 

 

Common questions 

Are my details saved between sessions? 
Yes — your church details and settings can be saved by clicking “Save Settings” in the sidebar.  

 



 

 

What if a business name or address looks wrong? 
The data comes directly from the City of London's official ratings list. Any corrections must be 
requested through the City of London; they cannot be changed within this app. 

 

What if I can't see any businesses after signing in? 
Check that you signed in with the same email address you gave to Christopher Marland. If the 
problem persists, contact him directly at treasurer@greatstbarts.com. 

 

Is my data secure? 
Yes. Access to the app is restricted to named individuals only, and every sign-in is verified by 
Google.  

No data leaves the secure system except in the letter ZIP file that you download. 

mailto:treasurer@greatstbarts.com
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