CEI FEASIBILITY GRANT CLAIM CHECKLIST 
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	Details of person responsible for company claim
	

	Contact Name:


	Email Address:

	Company:
	Telephone No:


	
	Date claim received by E.I.

	Address:


	

	
	

	
	

	Max 3 claims allowed on this grant. Please state if this is your final claim.
Final Claim:      YES / NO

	


· Please complete details above and mark each box below to indicate that the required documents are enclosed.

· Documents should be attached to the checklist in the order listed below.

· Failure to submit any of the required documents will result in the claim being returned with the missing items marked.
	Required Documents
	Details
	Items

Enclosed
	Checked

By E.I.

	Completed Checklist
	Please mark each box with a tick or N/A and remember to submit this completed checklist along with the claim.  Ensure that you read the checklist carefully and submit all relevant documentation. Failure to submit any of the required documents will result in the claim being returned or suspended pending submission of missing information.
	
	

	CEI Feasibility Grant Claim Form and associated documents
	Please ensure that the Claim form is completed and that each entry is given a sequential “item no.”  Invoices and associated proof of payment must be clearly marked with the corresponding “item no.” on the claim form.  N.B. All proof of payment must be in the Company/Grantee name.
	
	

	Please note the Claim form is available in Excel – there are 3 worksheets in the excel claim form covering each type of eligible expenditure.  
Please refer to your letter of offer to confirm what expenditures have been approved. 
	1.Salary & Overheads  For each employee claimed you must attach 
1) a payslip relating to the period of the claim and 2) proof of payment for amounts claimed i.e. bank statements (for batch payments payroll will also be required).  Overheads: Ensure that the overhead rate you are claiming is in line with the approved rate as per your Letter of Offer.
	
	

	
	2. Domestic Travel & Subsistence:  Only Employees of the company can claim travel and subsistence costs.  Please ensure that full details are entered on the claim form. No Foreign travel costs are eligible.    
N.B. Subsistence to be claimed based on related travel.  Do not submit any receipts or proof of payment relating to subsistence.
	
	

	
	3. Consultancy/Fees: Copy invoices (invoices must clearly state the work undertaken, daily rate and number of days).
Proof of payment (i.e. bank statement or company credit card statement).  Please ensure each invoice and proof of payment is marked to highlight its corresponding “Item No.” on the claim form.
	
	

	Directors Statement
	Completed and signed on Company’s Headed Paper.  If you are a start-up entrepreneur and do not have a registered company you should submit the Director’s statement but do not require company headed paper.
	
	

	Tax Clearance
	Tax Clearance must be valid on submission & payment of grant claim.  Please input PPSN/Tax Reference Number (TRN) & Tax Clearance Access Number (TCAN) for verification.
PPSN/TRN : ____________________   TCAN : ___________________
	
	

	Letter of Offer Acceptance
	Signed & dated acceptance of the Letter of Offer (if not already submitted)
	
	

	Progress Report
	A progress report details the work undertaken as part of the feasibility study and will be sent to your DA for sign-off.  Progress Report template is available on the CEI Feasibility Claim Forms webpage.
	
	

	Bank Details Form 
	EI endeavours to make all payments by Electronic Fund Transfer (EFT), the bank details form should be completed and submitted if not already provided.  It is vital that the name of the bank account is the same as that of the grantee.  Mark N/A if you have already submitted same.
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