i

Llywodraeth Cymru
Welsh Government

Small Grants Yard Coverings How to
Claim



Contents

Grant Claim Form — How to Complete Guidance .............ooooiiuiiiiiiiiine e 3
[ VA @ o] 1 g T3 e oo U o | 4
Accessing the Grant Claim FOrmM ... 4
INTrOdUCHION PAQJE ...t 5
SeleCt CONTFACES ... e e e e 5-6
Activities Available to Claim ...........ooooiiiiiiii e 6-7
B (T 1 = o P UPPUPUPPRRRN 8
Supporting Documentation ..., 9
RS TU ] o] 4171 (o] o 1P 10 - 14
Errors and INformation....... ... 10-11
Declarations and Undertakings.............coooiiiiiiiiiiiiee e 12
RS T0] o] o | O PP PPPPRPR 13
CoNtact DetailS.......oooeee e 14

Version 1 (03/23) Page | 2



Grant Claim Form — How to Complete Guidance
Important Notice

This guide explains how to complete a Grant Claim Form and the
documentary evidence required in support of a claim.

If you are encountering problems or are unable to access your online
account, please contact the Customer Contact Centre on 0300 062 5004
(Open 08.30to 17.00 Monday to Thursday and 08.30 to 16.30 on Friday).

RPW Online Account

The Grant Claim Form can be accessed via your RPW online Account. Once you
have logged into your online account the RPW online ‘Homepage’ will appear.

& GOV.UK

Keeping your information secure English | Cymraeg

Businesses and organisations using HMRC services will scon be
required to use an access code to sign in. If you do not already receive
access codes, you can find out more about the planned changes (opens
n new tab).

Da not share your Government Gateway user |D and password with
anyone else.

Sign in using Government
Gateway

Government Gateway user |D

This could be up to 12 characters.

Password

Create sign in details

Version 1 (03/23) Page | 3



Accessing the Grant Claim Form

The Grant Claim Form can be accessed via the link on the bottom left of the Home Screen
(as shown below). Alternatively, you can click on the ‘Forms’ tab on the menu bar, and
then click on the link for ‘Grant Claim Form’ in the blue panel on the right of the screen.

Tofiadau Gwledig Cym CRONFA AM)

A -Leln BUI tr::fwr.- nnzval-.l{scu

Online

Rural Payments Wales

Cymraeg Log Off

Home My Details = Land * Correspondence ¥ Forms Contracts and Small Grants ~

Messages between You and RPW Heniians
BCMS
(=7 Contract / Contract Farming and scheme information
[ Contract : TWIGAppraisalAndContract pdf Bovine TB

: Farm animal movements and identification
=T Derbyniwyd y Contract / Contract Accepted

E Farming Connect
[ Contract Delivery Profile Summary

Offices Map
Dogfennau wedi dod i law Taliadau Gwledig Cymru / Documents received by RPW European Maritime and Fisheries Fund
[l The Woodland Investment Grant Summary : The Woodland Investment Grant

View all messages

Start a Form

Appeal Available anytime

Capital Works Claim Available anytime

Grant Claim Form Available anytime

Once you have selected to start your Grant Claim Form you will see the following page.
Ensure your details shown are correct, and if they are not, correct these on your RPW
Online account before continuing. If you are ready to proceed, click the ‘Start’ button.

,}ﬁ) liadau Gwiedig Cymin

Rural Payments Wales

Cymraeg Log Off

Home My Details ~ lLand -~ Comrespondence ~ Forms Contracts and Small Grants ~

Start Application start an application or claim

You have asked to complete the following application online: Grant Claim Form.

RPW Online will prompt you for the information required by the form. By starting this application online you are not committing to submitting it online; you may Exit
the process at any time. If you Exit the application, you can come back later to complete the remainder, RPW Online will have saved the information you entered in
your previous session

The application will not be submitted to the Welsh Government until you click the ‘Submit’ option at the end of the process. Once you have submitted the application
you will not be able to make changes to it using RPW Online.

If you have any problems completing your Grant Claim Form then you can alse contact 'Customer Contact Centre’ for further guidance.

Please check that the Customer Details and Online Preferences shown below are correct before submitting your application. If incorrect, you can change them now by
clicking the Customer Details or Online Preferences links below.

Customer Details Online Preferences
Trading Title Email or SMS (Text) Preference
Address Email Address

Mobile Number

Postcode
Telephone Number
Email Address

Number of Partners

Siaaes]
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When you click the Start button this will take you to the Grant Claim Form Introduction
Page.

Introduction Page

This page provides key messages about the Grant Claim Form. Please ensure you
have read them thoroughly before you begin. You can access the Grant Claim Form
How to Complete Guidance on the Welsh Government website (this will open a new
tab on your Internet Browser) by clicking the ‘How to Complete’ link.

Grant Ciaim Form Grant Claim Form

3 AQOO3ST 00

Llywodraeth Cymru
Welsh Government

> Submission

Select Contracts

This page will only appear if you have more than one contract available to claim under.
This can be separate contracts for the same scheme or contracts for different
schemes. Select which contract(s) you wish to claim by clicking the relevant box.

As an example, the Grant Claim Form below has two contracts available to claim:

Grant Claim Form Select Contracts € Previous B s

& A0000023 Help @

Select the contracts for which you want to claim Capital Works items.
B Introduction

Contract Reference / EOI Reference Contract Type Claim for items on this contract?
HS000028 - Small Grants - Herticulture Start Up Application Window 1 small Grants - Horticuture Start Up ‘

YC000018 - Small Grants - Yard Coverings Window 1 Small Grants - Yard Coverings | ‘
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When you select a contract to claim, the scheme will appear on the left-hand side of
the page. If you select more than one contract, each scheme you have selected will
appear here.

Grant Claim Form
& A0069702 Help @
B Introduction

v

Small Grants -
> Submission
Activities Available to Claim

This screen displays the Grant Claim activities that are available to be claimed at this
time, plus the contract you are claiming for.

At the top of this page is a blue Help box which provides guidance on what you need to
do in order to complete your claim.

For certain Grant Claim Forms, another blue box will appear under the Help box
providing more detailed scheme specific guidance relevant to the claim you have
selected.

You must accurately complete the information contained in this screen. Tick the box

against the activity you wish to claim. Enter the claimed quantity, and the date the
activity was completed.

Cisstract Rt 40K Rnfeemnce Comesst Tyoa Cembaset Porics

Note that you can only claim once for an activity, i.e., you cannot claim for part of an
activity now, then submit another claim for the remaining part later.

You must only claim an activity when all work under that activity has been completed.

You must also provide documentary evidence in support of your claim as described in
the following Section — Supporting Documents - Evidencing your Claim

If any of the details entered are incorrect, error messages will appear on the screen and
you will not be able to submit your claim until all errors have been corrected.
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Supporting Documents — Evidencing your Claim

You must submit the following with your claim:

Invoices for all claimed items, clearly indicating the area of roof constructed.

= Geo-tagged photographs of the roofed area and supported items after the
investment

= has been completed.

= Planning approval documents or proof planning permission is not required.

= SAB approval if applicable.

A geo-tagged photograph includes location information within the photograph data.
Most mobile phones with an internet connection and a camera will record GPS
coordinates automatically. They also record the date and time the photograph was
taken. Detailed guidance on the geo-tagged photographs required and how to submit
geo-tagged photographs will be available on the website at the claim stage.

Geo-tagged photographs must be submitted as supporting documentation to
evidence the following:

= New roof cover.

= Relation of area to neighbouring permanent structures.

» OQOutlet and flow for diverted rain water.

»= Outlet / method of collecting slurry from covered area and route to storage
tank/store.

» Location of the slurry store / reception pit.

» The installation of supportive items, except for slurry analysis kits.

» If you are claiming for supportive items that are in more than one location you
will need to submit photographs showing each location.

For primary items (roofing) a minimum of four photographs are required to show the
new roof taken from different angles. Where location allows, from a North, South,
East and West direction.

You can submit the invoices by scanning them and sending them via “My Messages”
in your RPW Online account.
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Submission
Errors and Information

This section lists any ‘Errors’ or ‘Information Messages’ contained in your Grant Claim
Form. You must correct any errors before you can submit the Grant Claim Form.

Information Messages are to prompt you on any action you may need to take, but do
not prevent you from submitting your claim.

Grant Ciim Form Errors, Information & Summary < Proioss 85

& Ad0003sT

srate. You must sl ensure hat you have selected the appropriate acivies that are to be included and that al detalls are complete and accurate

The fol ks Claim as comy by you.
Small Grants - Yard Coverings (YC000009 - Small Grants - Yard Coverings Window 1)
P— 2022
¥ Uncersings

Map D Capital Works Number Description Date Activity Completed Claimed Quantity Value (6)

100000

Yoo Yoot Roofing aing ares

Total Claim Value 4000000

Errors or Information Messages specific to a section can be viewed by clicking the section
name on the left-hand side or click the Section Name link within the Errors and
Information box.

Once you have corrected any errors your Grant Claim Form is ready for submission. The

submission screen will list all the activities that you have selected to claim and will also show
the value of the claim.

Declarations and Undertakings

8]
@

miets ware 1 LACE ) ersune i Impiementation pYogResies 26 secEezied o by e Dedonry Profie

50 am awae t | st o pho 1o support this claim, These can be aftermwarth using Te Document Upload men option under “Contracts and Small Grants’ on the K7W sline: Home Page.
50w e e B the abowe Dectarations aee ndertakings.

You must read the Declarations and Undertakings to ensure you comply with these. Scroll
down the page to read all of the Declarations and Undertakings. Once you are happy you
have read, understood, and complied with these, tick the box at the bottom to proceed.
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If you do not tick the box to confirm you have read, understood and complied with the
Declarations and Undertakings, you will encounter an error message and will not be
able to submit your claim until you have ticked this box.

For certain Grant Claims, there will be more than one tick box, please ensure that all
boxes listed are ticked.

Select the Next button if you wish to continue.

Submit

Your Grant Claim is now ready for submission. If you are ready to submit you must
press the submit button. You must ensure you submit your Grant Claim Form by the
deadline contained in the contract. If you fail to claim by this deadline, you will not
receive payment.

':'__,' mpart Brvouites E R ONUNE AT

et Caes Forrs

Once you have submitted the claim you must submit all supporting documentation
applicable. If you fail to submit all relevant supporting documentation by this deadline
you will not receive payment.

Contact Details
General Enquiries — Customer Contact Centre

Your first point of contact for all telephone enquiries and email correspondence should
be the Customer Contact Centre where staff are on hand to provide information and
answer queries.

You can use the ‘Messages’ page on your RPW Online account to send an enquiry to
the Customer Contact Centre. Alternatively, you can use the following contact details:

Tel: 0300 062 5004

PO Box address:

Rural Payments Wales,
PO Box 1081,

Cardiff,

CF11 1SU
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