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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 08.30 to
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.

5 GOV.UK Government Gateway

English ymraeq

Keeping your information secure

Do not share your Government Gateway user ID and password with
anyone else.

Signin using Government
Gateway

Government Gateway user ID

Password




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.

Taliadau Gwiledig Cymru

a‘gr = Y
2 RPWRHES

Govermment Rural Payments Wales

CRN:

Home My Details ~ d ~ Correspondence 73 ~ Forms tracts and Small Grants ~

When you have finished your online session, please ensure that you log out and close the browser.

When completing applications ensure you do not use your browser's back button.

Messages between You and RPW

[II=T) Llythyr Hysbysu / Notification Letter
I Notification Letter : W_PPIMS_AQ000001.pdf (15/03/2023)

(=) Dogfennau wedi dod i law Taliadau Gwledig Cymru / Documents received by RPW
I Project Change Request Summary : Project Change Request (15/03/2023)

Datganiad Talu / Payment Statement
I Payment Statement : W_Glastir Advanced CW 2023_A0000001.pdf (14/03/2023)

CRONFA AMAETHYDDOL EWROP AR GYFER
D.

ATBLYGU GWLEDIG: EWROP YN
BUDDSODDI MEWN ARDALEODD GWLEDIG
THE EUROPEAN AGRICULTURAL FUND FOR
RURAL DEVELOPMENT:

EUROPE INVESTING IN RURAL AREAS

Cymraeg Log Off

You have started your but not
submitted it yet.
Last updated on 20/01/2023 at 10:46 by

SAF Reminder: The deadline for
submitting your SAF without late
submission penalties is 15 May 2023.
Therefore you only have 47 days

remaining to submit your SAF.

Continue my SAF 2023

Dogfennau wedi dod i law Taliadau Gwledig Cymru / Documents received by RPW
[ Manage My CPH Summary : AO000001_CPHNR (10/03/2023)

View all messages

Useful Links

Start a Form
BCMS

Single Application Form 2023 Available until Farming and scheme information
Bovine TB

Start a Form

Single Application Form 2023 Available until

Added Value (Fisheries) Application Available until
Appeal Available anytime

Capital Works Claim Available anytime

FCERM Contract Variation Available anytime

Farm Business Grant - Yard Coverings EOI Available until

Flood and Coastal Erosion Risk Management - Natural Flood Management Grant Available until
Flood and Coastal Erosion Risk Management Grant - Capital Pipeline Available until

Food Business Accelerator Scheme Application

Grant Claim Form fwailable anytime

Integrated Natural Resources Scheme - Project Development Grant Application Available until

Nutrient Management Investment Scheme Application Available until

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.
5



Home My Details ~ Land ~ Correspondence 73 ~ 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 also 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

cancel

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.

Liywodraeth Cymru
Welsh Government




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.

Grant Clim Form Salect Contracts
EEEEC| ot Rt 08 Fetence P— S ——

: Select Contracts

If you select both, then they will all appear on the left-hand side.

Grant Claim Form

L] Help @
B Introduction

B Select Contracts

Growing For The
5 Environment (EGO00602 -
Growing for the Environment

- Window 2)

WMFS Health And Safety
¥  [MHDODO19 - Wi

And Safety Window 1)

Health

»  Submission




If you only select one contract to claim, then only one scheme will appear on the left-
hand side of the page.




Activities Available to Claim

This screen displays the Grant Claim activities that are available to be claimed at this
time.

This screen will display the contract you are claiming for.

Clicking the blue ‘Help’ box at the top of this page will direct you to the main Farming
and Countryside Wales page. Here you can select the Home Page. Under this page
is a link to the Marine and Fisheries page where you can access the relevant
Scheme and How to Complete guidance at any time.

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.

tal Works Mumbes Description Approved Quantity i this Activity? Claimed Guantity Date Activity Compieted

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.

Note: 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.

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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Grant Caim Form

Activities Available to Claim

Contract Reference / £O1 Reference

MHO0001S -

1. Place ek inthe ‘Clsm this Acthity’ enlumn for each inciids! ety thet you wish o cl

2. For each activity Caimed, the “Aggroved Chaantiy wil be copied 10 the Caimed Quar
5. You mst npud 2 completan date for each actvty in the Date Acthty Completed

4 Certain ac

3 Thare are £rors. Plesse 004 CHEG Tham DEROTE CONUTUING,

omary Fate R T S50 TR P

o must e e gy,
Yo st et the dale on which the actity mas campleled.
o must el s e Al 5Bt 3l

4pan

Yo must ca ai e For his cantract I a sigle caim.

108 Racovery fysten

o o ms ftems forthis conact In a sigle caim.

wrs DSCAHF Hard hec radi

o mucam s 0 coneract n 3 sngie caim.

Lagenet 80

* oumuscem s s corerac n 3 single cam.

st this e,

' For some cariracts you Gan type a lesser amous

tpes may generate serme supmementary uestions. Piease see the How o Compiete Guieance for a ful exparabir.

Approved Quartity
1 e
5 hews

Contract Type

Health And Saery

e “Caimed Quanty i you wh, You cannot caim 3 arger quarily.

Guaimed Quantity

Date Activity Compicted
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Supporting Documents — Evidencing your Claim

You must submit the following with your claim:

« Evidence of defrayment of expenditure for all claimed items.
e Invoices for all claimed items.

Where evidence cannot be provided, the claim will be rejected.
Invoices must clearly display the word ‘invoice’ on the document and include the
following:

a unique identification number

your company name, address, and contact information
the invoicing company name and address

a clear description of what you are being charged for

the date the goods or service were provided (supply date)
the date of the invoice

the amount(s) being charged

VAT amount if applicable

the total amount owed.

Defrayment should be evidenced by bank statements. If the value of the transaction
does not match the invoice value (for instance if you have bought non project items

from the same supplier) a breakdown of the whole payment with supporting invoices
will be required.

If making payments by cheque, then a scan or photograph of the written cheque,
before it is presented to the supplier, will be required in addition to the bank
statement.

You can submit the invoices and evidence of defrayment by scanning them and
sending them via “My Messages” in your RPW Online account.

12



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.

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.

2023

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

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

Qaim Forr Errors, Information & Summary

WMFS Health And Safety (MH000019 - WMFS Health And Safety Window 1)
2023

Capital Works Number  Description Date Actiity Completed Chaamea Quantity value (62

13



If you have selected to claim for more than one scheme/contract, the Summary details
will include all the activities claimed for each scheme.

Growing For The Environment
2023

Map 0. Capital Works Nursber Description Date Actrvty Completed Ciaimea Quantity vatue ()

BO0E02 - Growing for the Environment - Window 2)

ceoos cone R — s mn
Tota Cham Ve
WMFS Health And Safety (MH000019 - WMFS Health And Safety Window 1)
2023
Copial Works Number Desription Date Actity Completed Chimed Guaniity Vaon (0

14



Declarations and Undertakings

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.

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.

15



1amm aware that | st pravide geotagged photographs ta support s cla, These can be pravided when the Clalm is subimitied or afterveards using the Document Uplad mesw option undes ‘Contracts and Small Grants”on the RFW Online Home Page.

| e read and agree to the above Declarations and Undertngs.

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.

Once you have submitted the claim you must submit all supporting documentation
applicable.

16



If you fail to submit all relevant supporting documentation by this deadline you will not
receive payment.

Contact Details

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 251,
Caernarfon,

LL55 9DA
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