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Contract Claim Form — How to Complete Guidance

Important Notice

This guide explains how to complete a Contract 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 Monday to Friday 09:00 to
16:00).

RPW Online Account

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

Cprmvns

Cymaaeg
We are changing the way you sign in to RPW Online

RF4Y Oriine sign in details are changing to use GOV.LIK One Login. Fram January 2026, you will no lsager be able to sign in te REW Online through Govemment
Gateway.

You will need bo continue o wse Governmend Gabewary i

®  you have not accessed your account (CRM) using GCWUK One Login before and do not have an email imdtation to migrate to GOV.UK One Login
= you have an invitation to migrate your account (CRN) to GOV UK One Login but o not wish to migrate tocay
® you are a Gavernment Gateway Administrator and wish to migrate your CRM to GOVUK One Login today

Yo will e to use GOVUUK Orse Login if:

= you have an imitation to join a business anfine
® you have accessed the CAN you are kagging inta with GOVUK Ore Lagin before
® you haven 't used BPW Online bedore

Select a way to sign in

Sign in using Government Gateway
Sign in ar register using GOV_UK Cne Lagin

What Is GOV.UK One Login?

GOV, LK Cne Login will be the new way for you ta sign in to all central government services. It will allow you to essily acoess all the serdces you use with GOVIUK One
Login in ene place, using the same emal address and passwond,

What changes will happen to RPW Online?

Yo will b able tr use your GOV.UK One Login sccount to acsess 3l of the businesses yau can sct on behalf af. Afer registering or jeining 3 kusiness online you will
be abile to select the business you want to use when signing in.

How do | start using GOV.UK One Login with RPW Online?

First you should register for an acoount with GOV.UK One Login. You will need to provide the email address you wsed to create your GOV UK One Login accout to
the Govermment Gateway group administratar far your BPW Online account

The group acministrator is the persan whao adds and manages members of a team on Gavernment Gateway, This may be the main cantact far the business or the
persan who manages your REW Online acoount. If you are the only person with access to your Government Gatewsy 10, you are lely to be the administratar.

The graup administrabas can invits themsshves fo the AEW Online accaunt and then uss GOVUE One Login to sign in. Thay can then invite othars to use the sccount
as well as using their GOV.UK One Login email address

How can | get in touch to ask a question?

|fyou require mare information an the transition to GOV.UK Ore Login, Contact Us

Guidance Contact Us Copyright Accessibility Coakies Frivacy
Documents Statement Statement



Accessing the Contract Claim Form

The Contract Claim Form can be accessed via the Contracts and Small Grants at the
top of the form on the Home screen (as shown below).

Fural Fayments Wales

Charlies Estate Agent - Viewing

Home My Details ~ Land ~ Comespondence 4 -~ Forms Contracts and Small Grants ~

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

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

Messages between You and RPW

=) Dogfennau wedi dod i law Taliadau Gwledig Cymru / Documents received by RPW

B Contract Claim Form Summary : Contract Claim Form (14/09/2023)

=) Datganiad Talu / Payment §

B Payment Statement : W_Contract © alm_

[E==F) Datganiad Talu / Payment Statement
B Payment Statement : W_Contract Claim|

Dogfennau wedi dod i law Taliadau Gwledig Cymru / Documents received by RPW
B Contract Claim Form Summary : Contract Claim Form (07/09/2023)

FUND FOR
L DEVELGPMENT;
ING [N RURAL AREAS

Cymraeg | Log Off

Your SAF 2023 is now available to be
compieted.

You must use the SAF 2023 to claim for
payment under Basic Payment Scheme
{BPS), Glastir Entry / Glastir Advanced
(GE/GA), Glastir Advanced (GA), Glastir
Organic {GO), Glastir Woodland Creation
Premium [GWCP and GCP), Glastir
‘Woodland Creation Maintenance {GCM),
Organic Conversion (OCS), Woodland
Creation Maintenance (WCM) and
‘Woodland Creation Premium (WCP). You

ek alon se tha CAF 3M23 # v wich +n

From the dropdown box select Contracts. A page will appear with your active
contracts, as shown below.
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Charlies Estate Agent - Viewing Cymraeg | Log Off

Home My Detgils » Land + Comespondence 20 * Forms Contracts and Small Grants =~ Woodland Plans

Contracts

Your Contracts are listed below.
Contracts with a status of Offered and an "Accept / Decling’ button can be accepted or declined in RPW Online.

To view clder versions of Contracts, search for them in your RPW Online Messages.

Scheme Window Reference Contract Version  Status  Sign Off Deadline

Active:

Glastir Woodland Management 300 Active

Food Business Accelerator Scheme  FBAS 200 Active
Guidance Contact Us Copyright Accessibility
Documents Statement Statement

Click on Start Claim and you will be taken to the Claim Form Introduction page.



Supp:

Submi

<t Report

g Documents

Contract Reference Type of Contract Form Reference

Food Business Accelerator Scheme h

Flease note the following key messages before progressing with your claim for grant:

* You can use this on-ine facity to claim the grant included in your contract.
o can anly claim once the contract has been signed and Guates approved,

¥ou must submit a1 Supporing documentation where required otherwise your ciaim will not be valid and cannot be progressed. The on-line screen prompts will 2l you which tems require supporting documentation.

If required, you must Drovide geotagged photographs. These can be provided when the Claim Is submitted or aftenwards using the Document Upload menu option under “Contracts and Smal Grants'on tne RPW Oniine Home Page.
You can only claim for items once the works have been fully completed.

For items which are based ON NON-StaNard costs you must provide evidence that sevices / tems have been paid for feg. bank statement
Where appropriate, you must take into account any Special Conditions when submitting your caim.

* Where appropriate, you must submit ciaims In [ine with tne dates provided on your Delvery Profile,

along with yeur daim,

For help with completing your grant claim, please read the "How o Complete’ Guidance, Please see the Welsh Gaverment website for information about the schemes:
hitpsi/fgovwales/mural-grants-payments

If yu have any probiems completing your grant claim you can cantact the Customer Contact Centre using yaur RPW Online accaunt or on 0300 062 5004 for further guidance.
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Introduction Page

This page provides key messages about the Contract Claim Form. Please ensure you
have read them thoroughly before you begin. You can access the Contract 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.

Click on the Next button situated at the top right and bottom right of the page, this will
take you to Privacy notice: Welsh Government grants. Please read and understand
this before proceeding to the next page.

Click on the Next button and this will take you to the Claim ltems page where you can
start your claim. If you have several items to claim for you can use the Find Items
search box.

Please ensure that all details for your items are completed. If an item is complete
please tick the Item Complete box. If you fail to complete any of the boxes you will
receive an error message to prompt you to fill in the missing information. When you
are happy you have completed all your claim items click on Next and this will take you
to the Progress Report page.

You will need to complete all the boxes here, if you fail to complete any of the boxes
you will be prompted to fill in the missing information. When you have completed the
Progress report click on Next and you will be taken to the Supporting Documents page.



Supporting Documents — Evidencing your Claim

Here you will be able to upload all required documents to support your claim. Section F
of the scheme guidance details the documentation you need to provide to support your
claims.

https://www.gov.wales/food-business-accelerator-scheme-window-2-general-rules-booklet

Where insufficient evidence is provided, payment will be withheld.

Please note: Prior to submitting your first claim you must also submit a Schedule 6
Assurance Statement: Counter Fraud and Governance form. This will have been issued
to you along with your contract.

We will not be able to pay your first claim until we are in receipt of this.

When you have completed this section click Next and you will be taken to the Submission
page.

Submission
The first section you will be taken to is Errors and Information and Summary
Errors and Information and Summary

This section lists any Errors or Information Messages contained in your Contract 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.

The Summary lists the details you have inputted for your claim.

When you are content all is correct here click Next and you will be taken to the
Declarations and Undertakings page.


https://www.gov.wales/food-business-accelerator-scheme-window-2-general-rules-booklet

Declarations and Undertakings

You must read all the Declarations and Undertakings to ensure you comply with these.
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. Click Next and you will be
taken to the Submit page.

Submit

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

There is a prompt here to remind you that all the supporting documentation must be
submitted to support your claim.

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 251,
Caernarfon,

LL55 9DA





