'l - | =]
Uze a new row fogSeh indrN@ual item claimed

Click in each bo®and inp¥the required information

Complete all columns:

Each iecs

Referencing evidence |spreadshg
e, if vou have 5 recei@s you umber them 1 to 5.

of evidence sl i reference. Please add this reference in the ‘Invoice or receipt reference’ column on the ‘Direct costs’ tab on this

Running costs '
9 ze tab to record all time being claimed for, including administrators.

:dEITII_S Df;;mE ou need to include details for each event that has taken place.
claime

Column B Drop Down Guide

Meetings - mestiPgs hel
Training Activities — tr
activities.

rsuing other initiatives relevant to vour group.

&r, per vear, can be claimed}).

forms or activity evaluation forms, invoices/receipts, timesheet/claim form

g ainj

Admin: claim preparation/eviden

completion.

Admin: procurement — time spent on the g t process where a@aings fecRxs s £500.

Admin: equipment purchase — time 2pen@obtaWigd evidence and completin consumables to be approved for funding.

Admin: group engagement — time spent ene r members and ket ] ted with group activities.

Admin: group publicity — time spent rezearching publicity material Su ne ers, emailz or website updates.

Admin: adding new group members — time spent re meanbers and gatherin pORi0g evidence such as mapping updates, forms or going
through the group agreement, for this process.

Admin: updating the Facilitation Plan - time =spent compl rting evidence fo ce@E. In some case updates to budget, activities or
milestones may be required.

Admin: other — any time spent on admin not covered by other a

Other (please give details) — there may be 2ome examples of valid ach rtaken that are not co other drop down options. Use this category

" to claim for time spent on valid activity that does not fit in the other drop d

For every drop down used you shoulteg

12

Use this tab to claim for mileage expenses at the standard rate of £0.45 per mile®

13 Direct costs (mileage) Include full addresses for both start and end of the journey including postcodes.

]

Direct costs I:iI'WDiCES U=ze thiz tab to claim for any invoices and receipts.
and receipts) If claiming WAT make sure that the WAT amount being claimed iz entered and alzo marked on

ing costs and (B) direct costs for

Totals This tab provides the total for all 3 tabs (running costs, mileage, and direct costs). It splits your claim be
completion of vour grant claim and progress form.
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