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Claiming Your Grant

Submitting your claim

On-line

The SEUPB has developed System 2007 to enable expenditure claims to be compiled electronically directly into the web based database. Most projects will be required to use this system for claims preparation and are required to familiarise themselves with the operation of all the relevant sections of the database. 

Projects which have only one programme /activity have been set up on System 2007 as a Standard Project. These projects can access the web based database through the public user website www.eugrants.org. (You used this to submit your Part A application). A system user manual is available on line at the SEUPB web site under the 2007-2013 Programmes section and can be accessed under the practical project guidelines / guidance notes / manuals section. (Section 9.6 of the manual details the steps to be followed by the lead partner using the public user route to prepare and submit an expenditure claim.) The Grants Officer or the Project Development Officer can provide advice when you are submitting your first claim.
As far as possible each item of expenditure is entered individually into the database against the appropriate budget heading.  If more than one partner is incurring expenditure under a particular project, the Lead Partner must create separate claims for each partner involved in the project. This arrangement will assist the lead partner with its arrangements for reimbursing partners in the project and will also result in the ease of payment by Lisburn City Council.

Before the project claim is submitted, it is the lead partner’s responsibility to satisfy itself that all expenditure, including claims they have received from partners or beneficiaries (final recipients), is eligible and must carry out all necessary checks to ensure the validity of the claims. 

Once the claim has been submitted on the database, the Lead Partner must complete the Declaration by Lead Partner (Appendix A) for each claim period to confirm that they have conducted a check of all original documentation that relates to claims by final recipients. As a minimum this statement must be signed at Director level or equivalent. 

The signed declaration and relevant claim prints should be sent to the Peace III Secretariat, Leisure Services Department, Lisburn City Council,The Island Civic Centre, Lisburn ,BT27 4RL

Hard copy

With the agreement of the PEACE III Secretariat, Lead Partners can request that the Secretariat enters their claim detail on-line, on behalf of the Lead Partner. However this may result in delays in payments being made by Lisburn City Council, due to the extra claim processing time required.  In any case, the Lead Partner must still complete and submit to the Secretariat the claim forms (Appendix B) and declaration form at Appendix A, before the claim can be processed. MS Word versions of these forms can be downloaded from the Lisburn City Council web-site www.lisburncity.gov.uk/peace3/downloads
Appendix A

Lead Partner Declaration Form

	Project Ref No.
	

	Lead Partner/Partner
	

	Period Covered  (Month or Quarter)  and Year
	


I hereby declare that the expenditure detailed in this claim has been incurred and paid solely for the purposes of the approved project in accordance with the terms and conditions of the letter of offer dated                   and in full compliance with the relevant EU and national regulations governing this project and in accordance with the programme guidance issued by the SEUPB.

Summary of claim:

	Attached Sheet Number
	Eligible Portion of Goods or Services

	
	Net
	VAT
	Total

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	TOTAL
	
	
	


	CLAIM PREPARED BY:  
	

	BLOCK CAPITALS:  
	

	POSITION
	

	DATE:
	

	CLAIM AUTHORISED BY:
	

	BLOCK CAPITALS
	

	POSITION (must be at least Project manager, Director or Chairperson level)
	

	DATE:
	


Appendix B

Details of Expenditure Claim Form

	Project Ref No.
	

	Lead Partner/Partner
	

	Period Covered  (Month or Quarter)  and Year
	

	Budget Heading in Letter of Offer
	


	Line No
	Payee
	Description
	Invoice No.
	Invoice Date
	Payment Date
	Payment Ref.
	Full Cost of Goods or Services
	Eligible Portion of Goods or Services
	VAT Included as Eligible

Y/N

	
	
	
	
	
	
	
	Net
	VAT
	TOTAL
	Net
	VAT
	Total
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	TOTAL  -Amount being claimed to be taken forward to the declaration form
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DOCUMENTS TO BE COMPLETED AND RETURNED


Claiming Your PEACE III Grant











Grant Declaration and Claim Form


31 January 2011
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