[image: image1.png]


DEPARTMENT FOR ENVIRONMENT, FOOD AND RURAL AFFAIRS

DARWIN INITIATIVE GRANT FINAL CLAIM FORM

Please send two signed hard copies to Darwin Finance, Pentlands Science Park, 
Bush Loan, Penicuik, EH26 0PL 

All queries relating to the completion or payment of claim forms should be emailed to Helen Beech 
at darwin-finance@ltsi.co.uk or 0131 440 5180
Darwin Reference No : 
Name of UK Organisation : 
Project Title:      
     



1.
Claim Period 


Covering expenditure
from :      
to :      
2.
Final Claim Amount and Certification

I claim £      from the Department for Environment, Food and Rural Affairs, being a payment for work funded by the Darwin Initiative for the year beginning 01 April 2008. I certify that, to the best of my knowledge and belief, the information is accurate and that no other grant has been or will be claimed from Central Government or government agency towards these costs without the full knowledge and agreement of the Department.   
I acknowledge that 10% of the total annual costs, or £5,000, whichever is the larger will be retained pending a satisfactory review of the final report.
Signed :





Date :      
To be completed by signatory authorised on the original Grant Acceptance 

Form or notified to the Department thereafter
3.
Contact Details – Who should we contact if we have queries about the information on this claim form?
Name :       
Position :      
Telephone number :      
Email :       
Address :       
4.
Changes – Please tick the box/s below if the details have changed since your last grant payment. 
 FORMCHECKBOX 
 
Signatory panel 

You must attach a new/amendment to signatory panel form *   
 FORMCHECKBOX 

Banking details

You must attach a new supplier set-up form *

* These forms are available at http://darwin.defra.gov.uk/resources/claim-forms/
6.
Staff
Please provide the actual total expenditure on employment of staff for the year, where funded under this year’s Darwin Initiative grant.

	Staff employed

(Provide name and position)
	Proportion of time spent on this work
	Date work commenced and  finished
	Cost 

(£)

	

	     
	     
	     


7.
Total Costs

	
	A
	B
	C
	D
	E

	
	Current Year’s Costs
	2008/09 Grant
	2008/09 Total Costs
	Claimed so far
	Claim for this period

	1
	Staff costs 
	
	     
	
	

	2
	Rent, rates, heating, lighting, cleaning
	     
	     
	
	

	3
	Postage, telephone, stationery
	     
	     
	
	

	4
	Travel and subsistence
	     
	     
	
	

	5
	Printing
	     
	     
	
	

	6
	Conferences, seminars etc
	     
	     
	
	

	7
	Capital items (see section 8)
	     
	     
	
	

	8
	Others (see section 9)
	     
	     
	
	

	9
	TOTAL
	A
     
	 B 
     
	     
	C D
     


A - This should not exceed the total grant approved in the annual grant offer letter or agreed with the Department thereafter

B - This column must be completed using actual total costs and cells C1 to C8 should not exceed by more than 10% the figures shown in cells B1 to B8

C - Actual total costs (see cell C9) minus any amounts already claimed (see cell D9)
D - Insert this figure in Section 2 (Final Claim Amount and Certification) of the Darwin Initiative Grant Final Claim Form
8. 
Capital items
Please provide a description of all the capital items funded under this year’s Darwin Initiative grant (including costs and their location).

     
9.
Others

Please provide a description of the ‘other’ items funded under this year’s Darwin Initiative grant (including costs).

     

































