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How to Guide - Advanced Claim Payments

1 Introduction

This How To Guide will help you complete the Advance claim form that is required
for your project.

It is expected that you have already read the related guidance available in the
Resources section of the relevant Biodiversity Challenge Fund (BCFs) website for
your project. The Finance Guidance is the same for all BCFs projects. This can be
found on the ‘Finance Guidance and Claims Templates’ page in the Resources
section on the respective webpages :

  • Darwin Initiative

  • IWT Challenge Fund

  • Darwin Plus

Please see section 5.3 Payment Schedules and section 5.4 Conditions for
Payments of the finance guidance for deadlines and reporting requirements for
each claim.

Forms and Templates

2 You should download the Advance claim form from the website. This can be found
on the ‘Finance Guidance and Claims Templates’ page in the Resources section on
the respective webpages.

Please note that the financial year runs from 1st April – 31st March.

https://www.darwininitiative.org.uk/resources/finance-guidance-and-claims-templates/
https://iwt.challengefund.org.uk/resources/finance-guidance-and-claims-templates/
https://darwinplus.org.uk/resources/finance-guidance-and-claims-templates/
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Advance Claim form (Word Doc)

3 Project Details: Enter your project details at the start of the form ensuring you
enter your Project Reference and not your application reference. You can find this
in your Award Paperwork. Please ensure all project details are included as per
your Grant Acceptance Form (GAF).

4 1. Claim Period: Using the drop down lists, you should select which quarter you
are claiming for, the month, and financial year. Most BCFs projects can submit up
to 3 Advance claims per financial year.
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  • Q1 Advance: 1st April – 30th June (due by 30th April)

  • Q2 Advance: 1st July – 30th September (due by 31st July)

  • Q3 Advance: 1st October – 31st December (due by 31st October)

  • Q4 Advance*: 1st January – 31st March (due by 31st January)

  • Q4 Actual: 1st April – 31st March (due by 15th May)

  • Final claim: due within 3 months of project end date

*Only applicable to projects on the Advanced Actuals process.

5 2. Claim Amount and certification: Enter the amount that you are claiming,
select the start of the financial year from the drop down list, and complete the
table shown below.

If your claim amount is the same as the submitted forecast for this quarter, please
select ‘yes’ from the drop down list in the table.

If your forecasting has changed, please select ‘yes’ from the drop down list in the
table, provide an explanation and an updated forecast at the bottom of the form
(see ‘changes’ below).
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6 Certification: Ensure you have signed and dated your form, ensuring the
signature is one of those already submitted to us on the signatory panel.

If you need to update your signatory panel, please download the signatory panel
form and submit the updated version to BCF-Finance@niras.com with your claim.
This form can be found on the ‘Finance Guidance and Claims Templates’ page
under the Resources section of the websites.

7 3. Confirmation of Bank Details: Bank details should match the submitted
supplier form and should provide as much information as possible for
international payments.

If your bank details have changed, please download the supplier form and submit
the updated version to BCF-Finance@niras.com with your claim. This form can be
found on the ‘Finance Guidance and Claims Templates’ page under the Resources
section of the websites.

mailto:BCF-Finance@niras.com
mailto:BCF-Finance@niras.com
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8 4. Contact Details: Please provide the contact details for the person we can
contact if there are questions about the claim. Please also provide the email
address the remittance advice should be sent to when the payment has been
processed.

9 5. Changes: As mentioned above, if you need to update your signatory panel,
bank details or forecasting, you should tick the box below and provide an updated
form/forecast with your claim. You should use the table provided in the Advance
claim form for your updated forecast. We will update our records for the current
and future quarters for your project.

We encourage you to review your project forecasting regularly.

For lead organisations: For you and your partners, forecasting allows you to plan
your budgets for future events based on an analysis of what has happened in the
past to ensure you have the funds available when you need them.

For the fund administrator: Every month, the fund administrator is required to
submit an updated forecast of planned expenditure for all grants. The information
you provide in your grant acceptance form and claims is part of that process.

For Defra: Forecasting gives Defra an insight into the activity of the portfolio
budget, ensures sufficient funds are available at the right time to meet project
needs, and allows spending to be monitored and kept in line with the
organisational budgets and forecasting.
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10 Checklist for submission: Please ensure you have completed each item on the
checklist: if any areas have not been included we will be unable to pay the claim.

Please contact BCF-Finance@niras.com if you have any questions on how to
complete any part of the claim form or spreadsheet.

mailto:BCF-Finance@niras.com

