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A.  Starting your project
CONGRATULATIONS YOU HAVE A GRANT YOU CAN NOW START YOUR PROJECT.

The aim of this document is to offer both guidance and instruction on ‘what you can now do’ and ‘what you will need to do in the future’, with regard to your project and making a grant claim.

Please read this document carefully as it contains very important information that will advise you how to move your project forward and eventually claim the grant offered to you by WREN.  By reading the notes, you may save yourself time and unnecessary telephone calls to either your Project Manager or WREN Staff at our headquarters at Bridgham, Norfolk.  

B.  How do I claim the WREN grant?
WREN pays contractors directly on receipt of invoices for the work carried out, unless otherwise stated on your contract.
The enclosed grant claim form needs to be completed and forwarded to your WREN    Project Manager, together with the contractor’s original invoice(s) and any progress reports as detailed in annexure 1 of your contract.  

If you are making more than one claim please copy the enclosed form or download one from our website www.wren.org.uk 

To assist us, our preferred method of payment is by BACS. Please ensure that the contractors have supplied their bank details to include the bank name, account number and sort code.

If all the information supplied is correct, payment will be made and you will be notified accordingly.
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C. Progress of work…
Under the Landfill Tax Credit Scheme regulations WREN is required to monitor the projects it funds. Therefore it is very important for you to keep your WREN Project Manager informed of the progress of your project, i.e. when work on site has started. In addition, the Project Manager may wish to arrange a time to visit your project.

Enclosed is a progress report. You must provide regular reports to your WREN Project Manager as agreed in Annexure 1 of your contract, if your contract states that you are requested to make more than one report then please copy the enclosed form or download one from our website. 

If any difficulty arises with your project, (e.g. regarding funding / timescales etc) it is essential you contact the Project Manager immediately.  The Project Manager may be able to offer advice and assistance to overcome the difficulty.

D. Completion of project
Under the terms of the Landfill Tax Credit Scheme a project is not complete until;

· All the work WREN has provided funding for is completed.

· All of the required funding for the project has been claimed.

· A completion report is received as soon as possible after practical completion.

· Any additional information requested by WREN staff has been received.

E. Ongoing compliance…
Following completion, WREN will continue to carry out regular checks on your project to make sure it remains within the boundaries of the regulations, i.e. public access to the project remains and assets purchased with landfill tax money are still in your possession.
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F. How to publicise your project?
WREN invites all those offered a grant to participate in publicising;

· their project.

· the funding made available by Waste Recycling Group Limited through WREN.

· the landfill tax credit scheme to encourage other organisations and potential funders to apply.

Enclosed is a publicity guide and related forms which detail guidelines on how to publicise your project. Please read through this document carefully and make contact with your relevant WREN Project Manager if you wish to take up the publicity invitation.

Site signs

WREN has a selection of site signs which will have been made available to your project. In addition if you would like to create your own sign or project material eg. Leaflets, we can provide company logos with WREN and Waste Recycling Group Ltd, these can be made available from your Project Manager OR Project Administrator.

G. Amendments
WREN realises that as a project develops and progresses certain elements may change and that these changes may in turn lead to potential conflict with the formal contract you have signed with WREN. 

If you have any changes that will directly affect your contract please consult with your Project Manager and if necessary they can issue you with an Application Amendment Form. 

Application amendment forms are reviewed on a monthly basis but some may need to be referred back to your local Advisory Panel and the WREN Board for a decision. Your Project Manager will keep you advised of the progress of the amendment and inform you of the final decision. If WREN agree to the amendments, Entrust will be notified and a Deed of Variation will be issued to amend the contract.

This process could take up to 3 months and during this period you must not carry out any work on your project related to the amendment you have submitted
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