1. LIST OF REQUIRED CLAIM INFORMATION TO BE HELD AND/OR SUBMITTED BY FESTIVAL/EVENT
GRANT CLAIMS
Notes:
· The grant will be payable 

· on satisfactory delivery of the full Festival/Event based on expenditure incurred and paid by the Festival/Event.  
· on submission by the Festival/Event, via email, of the prescribed claim file documentation as listed below, subject to examination by Fáilte Ireland. 

· Expenditure paid by a third party in connection with the Festival/Event, unless reimbursed in full by the grantee, will not be grant-aided.  
· Claims should be submitted within 60 days of the festival taking place. Claims may not be accepted if not submitted within this timeframe and festivals will be required to refund any advance payment made.
· Documentation required is outlined in the table below. Templates for documentation can be downloaded from www.failteireland.ie/festivals.
· Claim Submission: 

National  programme claims to be submitted by email to festivalclaims@failteireland.ie. 


Regional programme claims to be submitted to appropriate Product Officer in the region.


Checklist for Claims documentation

	
	 Claim file Documentation
	Template

provided

	1.
	Satisfactorily completed Post Event Report including attachments.
	Yes

	2.
	Current Tax Clearance Certificate or evidence of charity status.
	

	3.
	Conditions of Financial Assistance Form
	Yes

	4.
	Income and Expenditure Statement for the festival / event signed by two committee members.
	

	5.
	Fully completed Statement of Claim (listing all eligible expenditure) signed by two Committee members or Directors.
	Yes

	6.
	Auditors Report

Claims over €20,000, or lower if requested by Fáilte Ireland, must be certified by an independent auditor or accountant.
	Yes

	7.
	Confirmation of VAT status. 

If grantee is not entitled to recover VAT and VAT is included in claim,  written Revenue confirmation of VAT status must be provided.
	

	8.
	Creditor Automatic Transfer Form 
	Yes

	9. 
	CD-Rom of official images from the event. The tourism bodies (Fáilte Ireland, Tourism Ireland, Dublin Tourism and Shannon Development) reserve the right to use these images in the promotion of Irish Tourism. These images may also be passed on to domestic and international media for the purposes of securing overseas promotion unless you advise Fáilte Ireland in writing otherwise. Wherever possible the festival/event will be credited but on certain occasions this may not be possible.
	


Invoices and Bank Statements 
· Failte Ireland will select a sample of Invoices and Bank statements for inspection.  However on occasion Failte Ireland may request all Invoices and Bank statements.

· To facilitate Failte Irelands checking of claim, Invoices and bank statements must be appropriately cross-referenced so that there is a clear audit trail from invoices, to bank payments, and to statement of claim.

Retention of records
· You must maintain, for a minimum of six years, the following 

· all claim file documentation as listed above 

· all invoices and bank statements, 

· proof of employers liability and public liability insurance

· any other relevant documentation

Fáilte Ireland, The Department of Tourism, Culture and Sport or any other nominated individual may, at any time up to six years after the event, request to inspect all of the documentation relating to the event. If you fail to provide material requested during this period you will be required to repay the grant in full.

All professional charges and any costs incurred in connection with the drawdown of the Grant offer will be payable by the grantee.  
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