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Active Travel – Core Application:
[bookmark: _Hlk121815643]Application Guidance for the completion & submission of the ATF Core Application
December 2022
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This guidance has been prepared by Transport for Wales for Local Authorities. Its purpose is to provide Guidance for the completion & submission of the ATF Core Application. For enquiries or any issues with access to our Portal please contact the TfW Grant Management team by emailing: grants@tfw.wales
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1. [bookmark: _Toc123898844]Logging into the Portal

· To create your Core application form you will need to Log in to the Portal here
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If you are encountering problems or are unable to access your online account, 
please contact the TfW Grant Management Team grants@tfw.wales

· Go to the ‘Core Application’ button
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· Hover over the Core Application button and select the funding year from the options listed i.e., 2023/2024
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2. [bookmark: _Toc123898845]Getting Started

· To start your application, click the Create Application button
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· Select the Application Type (All other fields will be auto populated)
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Description automatically generated]Will be auto populated
Select the Application type


Will be auto populated


Will be auto populated

Note: If you’re completing the application on behalf of the Project Manager, you will need to update the auto populated fields with the Project Manager details 







3. [bookmark: _Toc123898846]Core Activities

You can now complete your application. 

All fields can be edited whilst in the Unsubmitted status.
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Description automatically generated]These fields will auto populate from the first page – No input required
This will be the year that you are applying for funding.
Use the drop-down menu
Estimated dates must be selected 
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Description automatically generated]Files can be uploaded at any point whilst the application form is Unsubmitted.
You can add supporting evidence files at the bottom of the page. If you have Multiple files to add you ‘ll need to highlight and add them at the same time. 
You can still add additional files if you edit the application again.

Click Save and Close when you have finished editing the application. 
Clicking Save and Close does not mean that the application is submitted – therefore you can still edit this application
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4. [bookmark: _Toc123898847]Scheme Development

You can now complete your application. 

All fields can be edited whilst in the Unsubmitted status.
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Description automatically generated]These fields will auto populate from the first page – No input required
Estimated dates must be selected 
This will be the year that you are applying for funding.
Use the drop-down menu
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Use the drop-down menu 
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Description automatically generated with medium confidence]Files can be uploaded at any point whilst the application form is Unsubmitted.
You can add supporting evidence files at the bottom of the page. If you have Multiple files to add you ‘ll need to highlight and add them at the same time. 
You can still add additional files if you edit the application again.
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Description automatically generated]Click Save and Close when you have finished editing the application. 
Clicking Save and Close does not mean that the application is submitted – therefore you can still edit this application











5. [bookmark: _Toc123898848]Editing the Application

· You can Edit the application form as many times as you wish whilst the application is in the ‘Unsubmitted’ status
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· Hover over the Core Application button and select the funding year from the options listed i.e., 2023/2024
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· You will see a list of any unsubmitted applications that you have created.

· Click the down arrow to the right of the “Created On” date and click the ‘Edit Application’ option
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This will take you back into the application so that you can amend or update any of the fields.
Ensure that you scroll to the bottom of the page and click the ‘Save and Close’ button to Save any changes made to the application form. [image: Graphical user interface, application
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6. [bookmark: _Toc123898849]Email me a Copy

Whilst in the Unsubmitted status you can request a copy of your application via email through the Portal.

· To do this you will need to click Core Application
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· Hover over the Core Application button and select the funding year from the options listed i.e., 2023/2024
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· You will see a list of any unsubmitted applications that you have created.

· Click the down arrow to the right of the “Created On” date and click the ‘Email report to self’ option
[image: Graphical user interface, text, application

Description automatically generated]
· You should then receive an email from the Grant team containing a word version of the application. 
· Please note that the report will take up to 10 minutes to be sent to you.
7. [bookmark: _Toc123898850]Submitting the Application

· When you’re satisfied that you’ve provided all the required information for this application inc. any attachments, you can Submit your application.
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· Hover over the Core Application button and select the funding year from the options listed i.e., 2023/2024
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· You’ll see a list of any unsubmitted applications that you’ve created.

· Click the down arrow to the right of the “Created On” date and click the ‘Submit Application’ option.
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· Once submitted, the below message will appear. Note each application must be submitted separately
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· Please note that the application may still appear in your list of unsubmitted application for a few minutes – but providing you have seen the above green ribbon, the application has been submitted. Do not try to re-submit.
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From the end of December 2020, management of the Active Travel Fund (ATF) moved from the Welsh Government to Transport for Wales (TAW) as part of the broader plan to develop TAW as an integrated public transport
provider.

This portal and grant management system has been developed by Transport for Wales to enable local authorities to submit applications online and to provide Transport for Wales with the functionality required to carry out
management of the ATF programme on behalf of Welsh Government.

Supporting documentation, including a guidance note and an application form with examples, as well as training videos and user guides for the portal itself are available to assist local authorities in the preparation of their bids
and can be accessed below:

« Active Travel Fund Guidance
« Active Travel Fund Main Application Form with examples
« Portal training

To begin the application process, please select the appropriate application type (main, package or core) and the funding year from the options listed.

Core Application Main Application Package Application

Active Travel Quarterly Returns (All Applications)
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Supporting documentation, including a guidance note and an application form with examples, as well as training vic
to assist local authorities in the preparation of their bids and can be accessed below:

® Active Travel Fund Guidance
o Active Travel Fund Main Application Form with examples
o Portal training

To begin the application process, please select the appropriate application type (main, package or core) and the fun
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TAW Grant Applications > Core Applications 2023 List

Core Applications 2023 List

Core Number Scheme Name Application Type Account ¢ Contact Created On

There are no records to display.
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Scheme description (brief summary of proposals) - Maximum of 250 words

Case for Change (brief description of current issue and prioritisation) - Maximum of 250 words.
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‘Current walking route audit score - Expressed as a %

‘Current cycling route audit score - Expressed as a %

Proposed walking route audit score (post intervention) - Expressed as a %

Proposed cycling route audit score (post intervention) - Expressed as a %

Future costs estimate Gf known) *€* Not Required number only

Type of Activity
Captn

] Dropped kerbs and tactile paving
] Widening and surface enhancements
) Junction improvements.
] Installation of lighting
) New or upgraded crossings.
 Installation of build-outs
] Modal filters/filtered permeability
0 Signage improvements
) Barrier & clutter removal.
0 Cycle parking (particularly secure parking for accessible and cargo-bikes).
[ Seating
] Installation of cycle counters/monitoring equipment.
0 Cycle repair and e-bikes charging stations.
Cycle hire proposals.
0 School Street Measures
Enrichment of active travel schemes through the implementation of artwork and space for play.
] Biodiversity enhancements on existing or new routes.
] Appropriate improvements identified during ATNM engagement such as via CommonPlace or similar.
] Further ATNM development (including additional work to support ongoing ATNM development such as auditing, prioritisation or publication)
(J Promotion
] Other.
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Please detail “other’ - Maximum of 100 words

File Attachment

File Name 4 Description

There are no records to dsplay.

Note Text

There are no notes to display.

Multiple files need {o be attached at the same time

No fle chosen

Title
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AW Grant Appicatons > Core Application

Core Application

Please go tne Core Appiication page {o View, Edit, Delete or Submit your application. Please note TAW can only consider appiications once submitted
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‘Scheme description - Maximum of 250 words

Case for Change (brief description of current issue and prioritisation) - Maximum of 250 words.

Current Stage Gate

Proposed Stage Gate





image15.png
‘Current walking route audit score - Expressed as a %

‘Current cycling route audit score - Expressed as a %

Proposed walking route audit score (post intervention) - Expressed as a %

Proposed cycling route audit score (post intervention) - Expressed as a %

Key risks/Issues and proposed mitigations - Maximum of 250 words

Stage A - Strategic Definition, project scope and outcomes
] A1 Case for change established and accepted

] A.2. Shortlist of schemes that meet scheme objectives

] A3, Options appraisal to identify shortlist of projects

] A4. Key risks identified

] As. High-level cost estimates identified

[ A. Stakeholder engagement plan prepared

] A.7. Monitoring and evaluation plan prepared

A8, Draft procurement strategy prepared
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Stage B - Options Development and Selection
B.1. Assessment of short-listed options against scheme objectives
B.2. Preferred option meets minimum audit tool requirements
B.3. Evidence of public engagement in line with stakeholder engagement pian
B.4. EQIA completed
B.5. Updated procurement strategy
B.6. High-level risk register prepared
.7. Permissions/consent requirement identified
B.5. Need for additional surveys identified

Stage C - Preferred Design of Single Option

1. Prefed option concept design meets minimum quality criteria
. Public engagement undertaken on concept design
Stage 2 RSA undertaken (if appropriate)

Project programme deliverable

. Updated monitoring and evaluation plan

. Updated business case (inc. revised cost estimates)

7. Updated risk register

SRRERE

o

Stage D - Statutory Processes
0.1 Confirmation of ecessary permisions being dentifed and secured

Stage E - Detailed Design of a Single Option
E.1. Detailed designs meet agreed quality criteria
Tender documents inc. BoQ prepared
Procurement strategy confirmed
Project programme deliverable
. Updated risk register

2oEog

£.7. Monitoring and evaluation plan updated

Stage F - Construction and Handover

F1. Tender process completed
F.2. Contractor appointed - ongoing dialogue and progress reporting
F.3. Completion of works

F4. Stage 3 RSA undertaken (f appropriate)

Stage G - Closeout
.1, Outtur business case prepared and financal completion of scheme)

G2, Evidence of project outputs (snagging list and scheme completion and handover)
G.3. Project met expected outcomes/outputs (collection of post-implementation monitoring)

G.4. Lessons learned report completed
File Attachment

File Name 4 Description

There are no records to dsplay.

. Updated business case is acceptable and funding available to proceed to tender

Title
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Note Text

Multiple files need to be attached at the same time.
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