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Single Programme Claim Form - Guidance 

(Notes for guidance on completing claim form)

Introduction (1.1)

The claim form enables projects to claim funding towards capital or revenue expenditure defrayed (i.e. payments made) for the purpose described in the Funding Allocation Letter and to report progress.  It also provides information for use by One NorthEast in monitoring expenditure against the expenditure limits and forecasting outputs.

External projects are those run by Proposers outside of the Agency.

Internal Projects are those run within One NorthEast, using the Agency’s financial management systems (Workflow).
Eligibility (1.2)

All funding claimed must be in respect of eligible expenditure.  Eligibility for and conditions of funding are set out in the Funding Allocation Letter.

Internal claims (1.3)

Internal projects running within One NorthEast need to complete quarterly nil claims forms to report the progress of the project.  

Submission of Forms (2.1)

The claim form can be issued as an excel spreadsheet or downloaded from www.onenortheast.co.uk and can be completed manually or if electronically, then printed for manual authorisation, i.e. hard signature.
(Sheet 1)

Completion of Form (3)

Start and end dates (3.1)

Enter the project start date and estimated completion date.

Claim period (3.2)

Claims must specify the claim period to which they relate. For quarterly claims please use Jun, Sep, Dec, Mar, for the appropriate quarter-end, and for projects indicate whether it is interim or final claim. Final claims refer to the ultimate final claim for the overall project).  For monthly claims please supply quarterly forecasts on sheets 3 & 6.

Project details (3.3)

The title of the approved project should be entered, as given in the delivery plan/ funding allocation letter, together with the project reference number, name and address of Proposer and the name and contact details of the person to whom queries can be made. 

Activity & Programme (3.4)

Projects will also need to complete the green boxes using the drop down menu for activity and programme. (This information is contained in the funding allocation letter).

If a NIL claim please complete the Nil Claim section. (A nil claim is not a request for funds to be paid - the purpose is to allow One NorthEast to monitor the progress of the project).

Payments (3.5)

One NorthEast makes payment to claimants by Bankers Automated Clearing Service Ltd (BACS). This avoids postal delays and guards against possible loss, fraud or theft. Details of the appropriate bank account should be included on the form. No payments are made against Nil claims.  

Changes (3.6)

It is important that claims are fully and correctly completed, otherwise payment could be delayed. Any alterations should be initialled and dated.

Payment details (3.7)

The section on payment details is for ONE NorthEast use only and should NOT be completed for Internal projects running within One NorthEast.
(Sheet 2)

Expenditure breakdown (3.8)

Expenditure claimed should be broken down to show the total project cost, the total eligible costs (value of funding), total eligible cost claimed to date, cumulative eligible costs claimed in previous claims, eligible costs in the current claim, and the payment now being claimed.  This section should be completed to show information for the lifetime of the project to date.

For Nil Claims, the “Payment Claimable” field should NOT be completed.

Certification (3.9)

Claims from external projects must be manually signed and dated by the Chief Finance Officer. Claims certified by means of an official stamp will be treated as invalid and rejected. In cases where prolonged unavoidable absence prevents the CFO signing, another officially deputised person may sign.  For nil claims the signature certifies the outputs declared as achieved.

Signatures (3.10)

Prior to submission of the first claim you should provide sample signatures of the CFO and anyone who has been deputised to sign in the CFO’s absence.  This would also apply should there be a change in post.

For Internal Projects, no CFO Certification signature is required 

(Remainder of page for ONE NorthEast use only)

 Breakdown of Funding (sheet 3, 3.12)

The breakdown of funding should relate to the expenditure on which funding is being claimed, and include detailed breakdown of other partners’ contributions.  

Past expenditure should be given in terms of actual expenditure defrayed for the period of the claim.  Expenditure defrayed means payment made excluding accruals. 

Forecasts of expenditure should be the best estimates available at the time of the submission of the claim (this information is also needed for nil claims).

Forecast expenditure

Each claim should include :

· An estimate of forecast expenditure for future quarters in the current financial year, and for the current quarter 

· And the actual expenditure for all past and the current quarter, in the current financial year.

Total Outturn Forecast (3.14)

This column should reflect the total amount you expect to claim in the current financial year – this is made up of actual claims including the current quarter and forecasted claims for future quarters.

Forecast Lifetime total (3.15)

This column should show the forecast total costs over the lifetime of the project 

Private sector contributions (3.16 & 3.17)

Private sector contributions should reflect the contributions from the private sector including ‘in kind’.  

Public sector contributions should reflect the contributions from other public sector organisations including central government, but excluding One NorthEast.

(Sheets 4 & 6) 

Statement of Achievements for current claim period. 

Sheet 4 is for projects approved after June 2005 where outputs are recorded using the New Tasking Framework (NTF).  

Sheet 6 is for projects approved prior to June 2005 where outputs are recorded using Tier 3.

Claim period – your original forecast for the claim period should be entered along with the actual achieved.

Cumulative for year – your forecast for the current financial year should be entered and the total actually achieved in this financial year to date.

(Sheets 5 & 7)

 MONTHLY EXPENDITURE FORECAST TO BE CLAIMED IN THE FOLLOWING TWELVE MONTHS 
Provide details of the claims you forecast to make for :

· each of the next 12 months. Amounts should be split between capital and revenue 

Please make rolling monthly expenditure forecasts even if claiming quarterly.

(Sheets 5 & 7) 

FUTURE QUARTERLY OUTPUT FORECAST 

For the future quarterly output forecast, enter :

· In “Project Lifetime Target”- the project’s lifetime targets for each NTF/Tier 3 output listed in the FAL, 

· In “Project Achievement Lifetime to date”- the total achievement to date for each output  

· Starting from the Current Financial Year, for each remaining year of the project, enter the appropriate financial year as the title (Year/Year field), and an updated forecast of outputs to be achieved in each future quarter.  Repeat this for each future year of the project.  

If the forecast outputs have changed please include an explanation in the general progress report.  

Do not alter outputs unless the named Deliverer has given prior agreement.

(Sheet 8) 

General progress report (3.20)

The general progress report should include details of the achievement of milestones, strategic added value, outcomes and outputs.  The box can also be used to provide information on performance, including what action is planned to recover any shortfalls.  It is acceptable to provide this information in a separate document but please refer to its attachment in this section.

(Sheet 9)

 Auditors report (3.21)

This page shows the format that should be followed for the auditor’s report that must be attached to the final claim at least at the end of the project (annual auditors reports are acceptable but we must receive a final report).

For Internal Projects, no auditors report is required
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