[image: ] 

Active Travel – Quarterly Claim Forms (The Annexes):
[bookmark: _Hlk121815643]Application Guidance for the completion & submission of the ATF Quarterly Claims Forms (The Annexes)
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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 Quarterly Claims Forms (The Annexes). 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: _Toc123823097]Logging into the Portal

To complete/ Upload your Quarterly Claim forms 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



Click the Active Travel Quarterly Returns (All Applications) button
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2. [bookmark: _Toc123823098]Annex A

In preparation for the completion of your Quarterly Returns, the grants@tfw.wales  team will have created, populated, and posted your Annex As onto the portal for you based on the information provided in your previous claim. 

Meaning you will no longer need to create these and will simply have to update the information provided in line with project progress.

Your pre-populated Annex A’s will be Live in the system for your review and editing on the 15th of the month before your quarterly submission deadline. 

	Quarter
	GO -LIVE
	Completion Deadline

	Q1
	15th June
	15th July

	Q2
	15th September
	15th October

	Q3
	15th December
	15th January

	Q4
	15th March
	30th April



If you have not already done so, please follow the steps to login into the portal. 
Now select Annex A list as shown below
[image: Graphical user interface, text, application, email

Description automatically generated]







On the next screen you will be taken to a list of ‘Unsubmitted’ Annex’s. Below are some examples.
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Using the drop-down arrows on the right-hand side of each project you will be able to select to View/ Edit the Annex for that specific project.
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Make the necessary amendments to the Annex
Once you have finished completing or editing the form, scroll right down to the bottom of the Annex and click Save
[image: ]
You can go in & out of the Annex As to edit them as many times as you would like until you are ready to submit – at which point you will need to click the down arrow (as shown in Step 3c above) and select ‘Submit Application’

Note: Once you have selected ‘Submit Application’ – you will no longer be able to update the Annex yourselves. Email requests can be sent to grants@tfw.gov.uk mailbox for amendments to be made on your behalf.


3. [bookmark: _Toc123823099]Annex B

In preparation for the completion of your Quarterly Returns, you will receive an email from the grants@tfw.wales team containing your latest Annex B, C & a blank Annex E

For Annexes B & C there will be sections that are highlighted, along with a Key so that you can easily identify where your input is required.
Email Example: 
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Annex B example:
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Take a closer look at the key:
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Once your amendments have been made, click to SAVE the file to your desktop and move to the Portal here 
(For instructions on how to login to the Portal please go to Step 1. Logging in to the Portal)






On the Homepage you’ll need to click the ‘Active Travel Quarterly Returns (All Applications)’ button.
[image: Graphical user interface, text, application

Description automatically generated]
Click Annex B Upload
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On the next page click the ‘Choose file’ button ready for your file to be uploaded
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Select the relevant file for upload > Click Open
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Make sure that the file has been uploaded by reviewing the file name that appears under the Attach File heading. If the correct file has been uploaded, click Submit
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You have now successfully uploaded your Annex B







4. [bookmark: _Toc123823100]Annex C

In preparation for the completion of your Quarterly Returns, you will receive an email from the grants@tfw.wales team containing your latest Annex B, C & a blank Annex E

For Annexes B & C there will be sections that are highlighted, along with a Key so that you can easily identify where your input is required.

Email Example: 
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Annex C example:
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Take a closer look at the key:
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Once your amendments have been made, click to SAVE the file to your desktop and move to the Portal here 
(For instructions on how to login to the Portal please go to Step 1. Logging in to the Portal)






On the Homepage you’ll need to click the ‘Active Travel Quarterly Returns (All Applications)’ button.
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Click Annex C Upload
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On the next page read the declaration and select Yes 

Click the ‘Choose file’ button ready for your file to be uploaded
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Select the relevant file for upload > Click Open
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Make sure that the file has been uploaded by reviewing the file name that appears under the Attach File heading. If the correct file has been uploaded, click Submit

[image: Graphical user interface, text, application, email

Description automatically generated]
You have now successfully uploaded your Annex C




5. [bookmark: _Toc123823101]Annex E

In preparation for the completion of your Quarterly Returns, you will receive an email from the grants@tfw.wales team containing your latest Annex B, C & a blank Annex E. 
As mentioned above, unlike Annexes B & C, the Annex E will be blank. 
It is in the Annex E that you will be required to list your expenditures.
Note: If a nil claim is to be submitted – No Annex E is required (but an Annex C will still be required)
Copies of Invoices must be provided for any invoices over 40k.

Example Email:
[image: Graphical user interface, text, application, email

Description automatically generated]
Example Annex E:
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Once your amendments have been made, click to SAVE the file to your desktop and move to the Portal here 
(For instructions on how to login to the Portal please go to Step 1. Logging in to the Portal)







On the Homepage you’ll need to click the ‘Active Travel Quarterly Returns (All Applications)’ button.
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Click Annex E Upload
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Select the relevant file for upload > Click Open
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Make sure that the file has been uploaded by reviewing the file name that appears under the Attach File heading. If the correct file has been uploaded, click Submit
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You have now successfully uploaded your Annex E
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Subject  Quarterly Claims Process

EXAMPLE QTR 1 AT AnnexC (1).xIsx o
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. EXAMPLE QTR 1 AT AnnexB (2)xlsx
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Good morning.‘

Please see attached a copy of the Q1 Annex B & C submitted which we hope will assist you in
preparing the Q2 claim. We have also attached a copy of a blank ANNEX E. The ANNEX E is the list
of expenditure, we have not provided the Q1 Data because this will already have been claimed.
One thing we omitted to mention is we require copies of any individual invoices which re £40k or
over. You can either highlight and select multiple files when uploading the Annex E or you can
email them across to grants@tfw.wales and we’ll attach them to the ANNEX E for you.

Kind Regards

Kind regards
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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 (TfW) 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 2 guidance note and 2n application form with examples, as well 25 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:
o Active Travel Fund Guidance

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

package or core) and the funding year from the options listed.

o begin the 2pplication process, please select the appropriate application type (mai

Core Application Main Application Package Application
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