Notes on Completing Grant Claim Form 15

1. Claims should be made on a quarterly basis cumulatively, and may include one, two, three or four quarters, provided they are within a calendar year.

2. Claims relating to a period covering two calendar years (for example, September 2001 to March 2001) should be submitted separately as two claims, one for the expenditure to the end of the earlier calendar year (for example, September 2001 to December 2001).

3. Cumulative certified expenditure (relating to the specific grant) should be submitted with each claim: that is, total costs to date, including all persons previously claimed for.

4. All wages should be exclusive of employer’s pay-related social insurance contributions.

5. Each individual may only be claimed under one category heading, unless specifically approved for inclusion in more that one category.

6. Each claim should be accompanied by an auditor’s certificate in the agreed format, certifying that monies have been paid and that the expenditure is exclusive of employer’s pay-related social insurance contributions, VAT and is in accordance with the books and records of the company.

7. Please indicate in Column 4 of the claim form which category your employee belongs to:

For trainees over 25 years of age please indicate by an * at Column 4 those unemployed for one year or more.

A
Unemployed

B
Underemployed (includes those employed part-time and generally persons from agriculture)

C
Danger or threat of redundancy, ie those existing workers who are being re-trained with a view to avoiding their redundancy in the firm.

D
Existing workers being retrained following the introduction of some new technology.

E
Other persons. This category should only be used if the persons have been recruited from immediately previous jobs.

Please indicate (N) in Column (1) for any non EU Nationals.
	PLEASE NOTE THAT THESE FORMS CAN BE REPLICATED ON YOUR OWN COMPUTER SYSTEM PROVIDED ALL INFORMATION REQUESTED ON THE CLAIM FORMS IS INCLUDED


