Additional Guidance Objective 3 


OBJECTIVE 3

‘Now that you have your Contract’ 

· Sign both (one on letter head and one copy), please return the COPY to the GO to signal that you agree with the terms of the contract. This should be within 1 month of receipt. Return any outstanding PMFCs if these were not sent with the original application.

· A Project Profile and Advance Claim Form should be completed within a month of the start date of the project, or receiving the contract whichever is the latter.  Chase outstanding PMFCs as the Advance Claim will not be paid without it.

· A Progress Report and Interim Claim Form must be completed for each period detailed in the profile (i.e. each column). If you have profiled Monthly we will expect an Interim Claim per month, Quarterly = 1 per 3 months, Six Monthly = 1 per every 6 month period (with any remainder months in the last column)

· Please note within a month of the end of each claim/profile period the Progress Report and Interim Claim should be submitted to the GO.

· PMFCs MUST have original signatures; amended PMFCs must be initialled/re-signed in ink.

· Correction fluid must NOT be used on any ESF forms.

· In addition, to a letter of explanation if Significant Changes result in an underspend this must be notified on photocopied pages of the original application form, changes handwritten next to original figure which should be crossed through. Changes have to be made to the National Payments database and details must be clear and legible.

· Changes where you are requesting moving costs between headings (or adding small budget lines but the total costs are not affected) can now be notified by a letter of explanation, unless it affects the annual totals/Public Match Funding details in which case refer to advice above regarding Significant Changes.

· Please double check all arithmetic on all claim forms and revised forms for Significant Change requests. 

Audit regulations dictate that the Programme Management and Finance Teams are separate. All claims are filed and forwarded to the Finance Team within a day of receipt. Please allow some time for processing before telephoning the office and please quote your project number when you contact us.

Objective 3 Programme Management Team - GONW 

GONW Additional Guidance Notes


