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Payment Claim Form

• The Payment Claim Form provides detail to the JTS of the 
expenditure incurred by a project over a six month period.   

• The Payment Claim Form must be completed by the Lead Partner 
only and incorporates expenditure incurred by all partners.

• Lead Partner must complete the Payment Claim Form, Indicators 
Report and Progress Report and submit to the JTS in Waterford with 
the Certificates of ERDF Control for each partner.  

• Once the Certificate of ERDF Control is issued, the desk-based First 
Level Control work is completed.  The next stage of the process 
commences when the above documents are checked by the Project 
Officer and passed to the Managing Authority & Certifying Authority 
to be checked & signed off before payment is issued to the Lead 
Partner.  



Orange boxes must be completed by Lead Partner



How to complete the Payment Claim Form 

Section A – General Information
• Good Practice Guide No. 7 – How to complete the Payment Claim 

Form

• The Ireland Wales Programme IT system generates project specific 
information on the Payment Claim Form, sourced from the Subsidy 
Contract & completed Statements of Expenditure.

• Part of this section will be pre-printed when a Payment Claim is sent 
out to the Lead Partner.  (See sample form)

• Contact Person – The Payment Claim Form will be sent to the Lead 
Partner contact person as stated in the Subsidy Contract.  If there is 
a change in personnel, the JTS must be notified in writing.

• Date of Submission – The date the Contact Person signs the 
Payment Claim Form.



Section A – Continued 

Details of Certificates of ERDF Control Issued
The Lead Partner must collect all the Certificates of ERDF 
Control from the Partners to complete the following information:

Adjacent Area – if any of the partners are located in an adjacent area, 
for example, Swansea, insert ‘Yes’ into the box, otherwise answer ‘No’. 
(Separately tot the “Total Adjacent Area Expenditure” & enter figure) 

Total Amount approved on Certificate – this will feature on the 
Certificate of ERDF Control in the ‘Total Expenditure Certified’ box. 

Address Supporting Documents Held – Insert the address at which all 
supporting documents are stored.





Bank Details

• The Project Bank Account must be in the Lead Partners name. It is 
important that the correct bank account details are submitted to the 
JTS.

• One payment is made to the Lead Partner, on behalf of the entire 
Project, by electronic bank transfer. It is the responsibility of the 
Lead Partner, operating in accordance with the Partnership 
Agreement, to issue payment to all other partners. 

• Details on allocation of funds should be outlined in the Partnership 
Agreement.  



Section B – Total Expenditure Summary 

Section B.1 Total Eligible Cost Per Partner for period being claimed

This table is a summary of the individual partner expenditure as

certified by First Level Control.  The Lead Partner enters the total 

certified spend on each budget line for each partner and cross checks 

the total against the amount on the Certificate.  

Section B.2 Total Project Expenditure Summary

Column 1 will be pre-printed by the IT system.  Note that for the first 

claim, Column 2 (Previous Expenditure) will obviously be zero.  Column 

3 - 6 will be populated as Section B.1 above is completed. The total 

figure will also be automatically populated. 





Section C – Revision of Future 
Expenditure Profile 

This table reviews the expenditure profile over the next 6 months.  It 
does not constitute a formal budget change request.   

The ‘Budget for the next 6 months (as per contract)’ column must 
detail, for each budget line, the expenditure forecast for the next claim 
period as originally forecast in your Financial Tables.  

Partners should review their expenditure profile carefully & identify 
what budget headings will incur overspends or underspends.  

Once reviewed, complete “Proposed New Budget for next 6 months” .  
If there are any differences, the next two columns will automatically
identify them & identify the percentage difference.  If you conclude that 
your budget needs revision, provide details in this section of the form.



Section D – Declaration  

• The Lead Partner should read the declaration carefully before 
signing the Payment Claim Form.  

• This form should be signed by the Lead Partner Contact Person.

If there is a delay in submitting the completed Payment Claim Form, 
there will be a delay in making payment to the Lead Partner.  



Indicators Report

Complete the relevant Priority & Theme 



Indicators Report

Complete the relevant Priority & Theme 



Indicators Report 

Progress Against Outputs and Results

This section compares actual outputs & results against forecasted 
projections in the six month delivery period.  

The Lead Partner should refer to the Project Subsidy Contract & 
Annexes (Q10 – Expected outputs, results & impacts of the project).  

Based on the work plan in the Subsidy Contract & annexes, is the
project on schedule to achieve targets as agreed.  If the answer is No, 
please explain the reasons for not reaching the target(s).

Progress will be monitored by your Development Officer and during On-
the-Spot Verification.

It is important to detail any additional outputs and/or results from project 
activity.  



Progress Report
• The Progress Report provides details to the JTS on the projects 

progress against the expected aims, objectives, outputs and results 
as agreed in the Subsidy Contract over a six month period.  

• The Progress Report is completed by the Lead Partner.  The Lead 
Partner must give an accurate account of project activity and 
outcomes.  This information will be checked during the ‘On-the-Spot’ 
verification visit.  Regular feedback will be provided by the DO’s.  

• The Progress Report, Indicators Report & Payment Claim Form will 
be examined by the Project Officer, and if they are satisfied that 
progress as reported is substantially in line with what was outlined in 
the Subsidy Contract, then these documents will be passed to the 
Head of Unit and in turn to the Managing Authority & Certifying 
Authority.  



Progress Report 





• The Certifying Authority will sign off and make payment to the Lead 
Partner, who is responsible for distributing payment to the other 
partners.

• The time period from receipt of the documentation to issue of 
payment could be up to 10 days, but this timeframe can only be 
achieved if the claim is presented correctly and supported 
appropriately.  

• It is important that these documents are completed correctly to allow 
for compatible with the Programme’s IT system.  

• Progress will be assessed in greater detail during the ‘On-the-Spot’ 
verification check which each partner will be subject to over the 
lifetime of the project.



Summary 
• This stage of the payment & control process is completed by the 

Lead Partner in collaboration with all the other project partners.

• The Lead Partner completes the Payment Claim Form, Indicators 
Report and Progress Report and submit to the JTS in Waterford with 
the Certificates of ERDF Control for each partner.  (These 
documents are issued once all the partners Statements of 
Expenditure have been desk-verified and Certificates issued).   

• One payment is made to the Lead Partner on behalf of the entire 
Project.  It is the responsibility of the Lead Partner to issue payment 
to all other partners.  

• The Lead Partner is responsible for monitoring & reporting on 
progress made by the whole project and the overall management of 
the project.



Joint Technical Secretariat Contact Details

Ireland Wales Programme 
Southern & Eastern Regional Assembly
2 George's Street
Waterford
Ireland

Tel: +353 51 318100
Fax: +353 51 318129

www.irelandwales.ie

Rita McGarvey 
Project Officer 

Tel: +353 51 318100
rmcgarvey@seregassembly.ie
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