Online Retail Scheme Grant Checklist 
	Project Number: 

	


	Details of person responsible for company claim
	

	Name:
	Date claim received by 
Enterprise Ireland

	Company:


	

	
	

	Email Address:


	

	Address:

	


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

· Failure to submit any of the required documents will result in the claim being returned with the missing items marked.
· Documents should be attached to this completed checklist in the order listed below and submitted by post.
	Required Documents
	Details
	Items

Enclosed
	Checked

By E.I.

	Online Retail Scheme Grant Claim Form and associated documents
	Please ensure that the claim form is completed, and that each entry is given a sequential “item no.”.  Supporting documents, such as invoices and associated proof of payment*, must be clearly marked with the corresponding “item no.” as listed on the claim form.
N.B. All proof of payment for each item, must be in the Grantee Company name.

*N.B. When printing out online bank statements as proof of payment, please ensure that the account number and the Grantee’s name are clearly showing on the statement.


	
	

	Directors Statement
	Completed and signed by MD or 2 Directors on Grantee Company’s Headed Paper.  Must be original. Copies, P.P. and or electronic signatures are not accepted.

	
	

	Please note the Claim Form is available in Excel – there is 1 worksheet (split into 2 parts) in the excel claim form covering each type of eligible expenditure.

Please refer to your Letter of Offer to confirm what expenditure has been approved.
	Part 1: Consultancy Fees: Submit copy invoices* and proof of payment (i.e. bank statement, showing payment to consultant).
*Copy invoices, all invoices must clearly state the work undertaken, daily rate and number of days. 
	
	

	
	Part 2: Internal Project Champion Salaries: For the employee claimed, you must attach 

a copy of the most recent payslip for the employee, corresponding proof of payment i.e. bank statement (for batch payments, payroll listing is also required) 
Please ensure that the Internal Project Champions name and activity undertaken on each given day is listed on the claim form.


	
	

	Progress Report
	For each claim, a progress report on the project(s) outcomes must be submitted with the claim.


	
	

	Tax Clearance
	Tax Clearance for the Grantee Company must be valid on submission and at payment of grant claim.  Please input PPSN/Tax Reference Number (TRN) and Tax Clearance Access Number (TCAN) for verification.
PPSN/TRN: _________________   TCAN: ______________

	
	

	Bank Details Form
	Enterprise Ireland makes all payments by Electronic Fund Transfer (EFT). 
A bank details form should be completed and submitted if, this is the first time a claim is made or if the Grantee’s bank details have changed.
N.B. The name of the bank account must be the same as that of the Grantee.  

If the above does not apply, mark “n/a” in the “Items Enclosed” column.


	
	


Note: A maximum of 2 claims are allowed under this Grant.     Is this your Final Claim? Yes or No 
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