Commercial-in-Confidence (when filled in)


Grant for 

Research & Development
Claim form
Research projects, Development projects,

Exceptional projects and Micro projects.
· Please read your offer letter and the guidance notes at the back of this claim form before preparing your claim

· We aim to pay claims within 30 days.  However, we can not make payment unless all the required information has been submitted to support your claim.  We reserve the right to ask for further information and withhold payment until we have all the required information.
· Please type your answers, or write in black ink using CAPITAL LETTERS.  

· All details given in this form should relate to actual expenditure on your project.

· If you need further advice, please contact your project officer (see offer).

· Where boxes are provided, please mark the correct box with a tick. 

· Further copies of this form can be obtained from our website at www.seeda.co.uk 
	Business name and address 


	Business name:         

Business address (if different from the original application): 

     
Postcode:      

	Project reference number:

(Please quote your offer letter reference number)
	     

	Project dates: 
	Start date:      
End date:      

	Claim period:

	From:      
To:      
Claim number (for example, 1, 2, 3)                 Final claim (Check Box)  FORMCHECKBOX 



	Have there been, or are there likely to be, any changes in the ownership or control of your business?
	Yes  FORMCHECKBOX 

No  FORMCHECKBOX 

If ‘Yes’, please give details within your project report.

	Have there been, or are there likely to be, any changes to the status of your business (for example, sole trader to limited company)?  
	Yes  FORMCHECKBOX 

No  FORMCHECKBOX 

If ‘Yes’, please give details within your project report.


Project  Expenditure

Claims should be submitted either quarterly or within an agreed claiming timetable set out in your offer letter.  Claims must be made against costs incurred and spent within a given a claim period.  Copies of related invoices for items over £100 should be provided.  

Please enter, under the headings listed in your offer letter, the net eligible amount spent on your project during the period of the claim (excluding VAT).  Contingencies and inflation must not be included in any of the costs.
	
	Amount spent £

(total of previous periods/quarters)
	Spent this period £
	Total spent £
	Grant claimed £

@        %

	Staff pay (for work carried out on the project)
	     
	     
	     
	     

	Overheads
	     
	     
	     
	     

	Materials consumed during the claim period
	     
	     
	     
	     

	Consultancy fees
	     
	     
	     
	     

	Subcontract charges
	     
	     
	     
	     

	Fees for trials and testing
	     
	     
	     
	     

	Preparation of technical manuals
	     
	     
	     
	     

	Licensing in new technology/IPR costs
	     
	     
	     
	     

	*Net cost of capital equipment and tooling
	     
	     
	     
	     

	Hire/purchase and leasing
	     
	     
	     
	     

	Market assessment
	     
	     
	     
	     

	Training
	     
	     
	     
	     

	Other as specified in offer letter
	     
	     
	     
	     

	TOTALS
	     
	     
	     
	     


*(Net cost is the amount defrayed, less the established value at the end of the project)

I claim:  £       
Project Background

	Have there been, or are there likely to be, any changes in the nature, scale or timing of the project? 
	Yes  FORMCHECKBOX 

No  FORMCHECKBOX 

If ‘Yes’, please give details within your project report.

	Are the project costs likely to vary significantly (plus or minus 15% or more)? 
	Yes  FORMCHECKBOX 

No  FORMCHECKBOX 

If ‘Yes’, please give details within your project report.

	Has there been, or are there likely to be, any changes in the prospects for technical and commercial success? 
	Yes  FORMCHECKBOX 

No  FORMCHECKBOX 

If ‘Yes’, please give details within your project report.

	Has there been, or are there likely to be any other public authority grant paid towards your project?
	 Yes  FORMCHECKBOX 

No  FORMCHECKBOX 

If ‘Yes’, please give details within your project report.


Jobs Created since last claim (or start of project if this is the first claim) 

Please give details of any new jobs created in your business as a result of this project
	Job titles
	Qualifications
	Salary
	Number Full time
(30 or more hours/week)
	Number Part time
(15 or more hours/week)

	     
	     
	     
	     
	     

 FORMTEXT 
     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     

 FORMTEXT 
     
	     

 FORMTEXT 
     


New Collaborations since last claim (or start of project if this is the first claim) 

Please give details of any new collaborations between your business and any of the following organisations as a result of this project: Research and Technology Organisation; Higher Education Institute; Further Education Institute; UK Public Sector Research Establishment; or Research and Development Organisation.
	Name of organisation
	Nature of collaboration

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     


Your Bank Details (if different from original application)
Please note that any change in account details must also be submitted on your company letter headed paper.
Please provide the following bank details to enable payment by BACS:

	Name of bank
	     

	Address of bank
	     

	Account name
	     

	Account number
	     

	Sort code
	     


	Declaration – please read this carefully before signing  

	

	I confirm that I have enclosed with this form:

	A Project Report covering the progress to date
	Yes  FORMCHECKBOX 

No  FORMCHECKBOX 


	Latest audited business accounts, and any Parent Company or Group accounts where applicable (see your offer letter).  If these are more than 3 months old, the most recent audited or management accounts must also be supplied.
	Yes  FORMCHECKBOX 

No  FORMCHECKBOX 


	A report by an independent accountant confirming the costs of this claim (N.B. required for 1st and final claims for development and exceptional development projects, and final claims only for research projects).
	Yes  FORMCHECKBOX 

No  FORMCHECKBOX 


	Lists (for example, timesheets) showing how labour and capital equipment costs were incurred.  
	Yes  FORMCHECKBOX 

No  FORMCHECKBOX 


	An up-to-date estimate of project costs indicating any significant variations.
	Yes  FORMCHECKBOX 

No  FORMCHECKBOX 


	You must sign and date this form.  If you fail to do so, we will return your claim. This form must be signed by someone with the legal authority to bind the Business to the terms and conditions of the offer letter.  If you are a company, a director must sign.  If you are a sole trader, the owner must sign.  If you are a partnership, a partner with the authority to obligate the partnership must sign.                                                                                                                                                                                                                                                                                                                                                                                          



	

	As far as I know, the information on this form and all other information given in support of this claim is correct.   

	

	Signature:      

	

	Date:     

	

	Name (CAPITAL LETTERS):      

	

	Position in your organisation:      

	


Progress Report - guidance notes
You must provide a report on the progress of your project.  A Progress Report should be brief and relate to the progress made against the workplan and milestones.  We do not need a lengthy document, but the information provided should be focused on providing us with a picture of progress.  

· Progress (Gantt) chart 

Update a copy of your progress (Gantt) chart to reflect the level of progress relating to project tasks.  This provides a view on how specific tasks are progressing and an overall view of how the project is progressing within its timeframe towards the agreed completion date.

· Technical progress

This report should support the information in your progress (Gantt) chart.  Your report will need to cover: 

· which tasks have been started; 

· what has been done; 

· which tasks have been completed;

· who has been/is working on the tasks;  

· any problems that have been encountered; 

· how these problems have been overcome or how you are accommodating any delays;

· justification in the event of project costs differing from the original profile.

We do not require a detailed technical report (but please append any supporting documents to the report you feel necessary). We do need to establish how the work is progressing against the original workplan.

· Commercial and exploitation 

Keep us informed of what steps, if any, have been taken to progress or establish the commercial prospects of your product or process (for example, has the product or process been protected; have you approached any manufacturers or potential investors; has anyone shown any particular interest and so on).

We need to be reassured that you are contemplating how and taking steps to realise the market potential of your idea.

· Overview
Your overview should cover:

· whether you are on course to complete the work in accordance with the agreed timeframe;

· any changes to the project team or business situation;

· whether you see the need for a project extension  - you must request an extension ahead of the completion date and tell us why you need an extension AND you should note that extensions are not automatically accepted and may be refused;

· whether you need to revise the work plan or expenditure forecast; 

· what you will be doing over the next reporting period and what problems you are anticipating.

Final progress reports 

A Final Report should be submitted with your final claim and must summarise the work throughout the duration of the project and relate the achievements against the workplan.  Let us know what problems were encountered and how they were overcome.  We would also expect the Final Report to outline the exploitation plan for the following 6-12 months. It is important to demonstrate that you have carefully planned the exploitation of the work.  Your local Business Link advisor may be able to help you in this aspect.  

Independent Accountant’s Report

Development projects and exceptional projects require an audit report to accompany the first and final claims.

Research projects require an audit report to accompany the final claim.

Audit reports accompanying final claims must cover total project expenditure.

This audit report must be in the format specified in the offer letter and must certify actual project expenditure. 

For official use only


Date received		


Date full claim received……………………..


Reference:		


Project officer		


	


	








