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How to respond to a 

Verfication Sample Request



• Every claim submitted will be subject to a sample verification check.

• You will receive the sample request AFTER your claim has been processed.

• The request will contain a “Grant Claim Verification Sample” spreadsheet 
listing the items selected for sampling. 

• A sample may be selected from:

• Expenditure transaction list

• Procurement undertaken

• Branding and publicity

• Outputs achieved to date 

• Outcomes achieved to date

Verification Sample Process



• You must complete the ‘Submission Form’ tab of the spreadsheet and 
include the spreadsheet with your evidence.

• You must respond within 10 working days of the request.

• DO NOT submit your response until you have a PDF file for every item 
listed in the sample request.  

• Only one submission should be made - once all evidence is ready and can 
be provided together.

Verification Sample Process



“Grant Claim Verification Sample” spreadsheet – Sampling Guidance tab

Guidance



• The following slides provide examples of suitable evidence for each of the 
following sample types.

• Expenditure transactions

• Procurement activity

• Branding and publicity

• Outputs achieved to date 

• Outcomes achieved to date

Examples of Evidence 



Expenditure transactions

1 – Invoice 2 – Bank Statement

• Provide a copy of the invoice
and a bank statement showing
the invoice amount paid. 

• The bank statement should
correspond to the claim period.

• The bank statement needs to 
match the bank details
provided at time of application



1 – Invoice (showing full amount)

2 – Calculation 
If the full invoice amount is not claimed from 
UKSPF, provide a copy of your calculations to 
show how the claimed amount was reached.

3 – Bank Statement (showing 
full amount)

Expenditure transaction (partial invoice amount)



1 – Organisation chart showing
the role funded by UKSPF 

2 – Job description referring to 
UKSPF funding the role 

3 – Letter of appointment
acknowleging UKSPF 

Expenditure transaction: Salary



4 – Payroll showing amount claimed from UKSPF

5 – Employee 
Payslip

• The same Net Pay amount should appear on the bank 
statement and payslip.

• However, if payment is made via batch then the Net 
Pay value should appear in the batch statement and 
the batch value appear in the bank statement.

6 – Batch and/or 
Bank Statement



Procurement Activity 

• Tender Evaluation Statements are 
acceptable for procurement activity 
between the UKSPF thresholds of 
£2,500-£25,000.  This should include 
information on the 3 quotes and 
scoring details. If the cheapest quote 
has not been chosen, then an 
explanation is required.

• Tender Evaluation Reports should be 
made available if a full tender process 
was undertaken.  

• You must retain all documents to 
support any procurement activity 
carried out for UKSPF purposes.



Example Evidence Requirements for 
OP03: Amount of Public Realm Created 
or Improved (in m2) =

• Location (including coordinates); 

• Square metres created or improved. 

• Specify if 'created' or 'improved’; 

• Before and after photographs of the 
building or space.

Outputs claimed Location: This map alone was  
unacceptable because not all of the shaded
area was included in the works. 

The project then provided several maps 
such as shown below to specify the 
specific areas, in square meteres, that were 
improved. 

Before and after photographs 
showing improvement.

• Refer to the ‘Output and Outcomes List 
and Evidence Requirements’ document 
on the SPF North Wales website.  



Outputs claimed
Example Evidence Requirements for OP10 - Number of 
enterprises receiving non-financial support =

• Enterprise Name; 

• Enterprise Address (including postcode); 

• Description of type of support provided. 

From this list a sample would then be selected and the information 
listed on the right would need to be submitted.1 – List of enterprises 

• Refer to the ‘Output and Outcomes List 
and Evidence Requirements’ document 
on the SPF North Wales website.  



2 – The Evidence here has been accepted 
for OP025 – Number of Organisations 
receiving Grants. 

Outputs claimed

• A copy of the application for non-
Financial Support

• Letter to organisation confirming support
approval and type of support provided.

• Feedback form completed by 
organisation confirming support received.

• This also shows evidence of how any
previous MFA Subsidy has been checked
and provided under this grant. 

• Refer to the ‘Output and Outcomes List 
and Evidence Requirements’ document 
on the SPF North Wales website.  



These lists are examples of the evidence we would require
to support OP17-Number of People Reached
• Surname; 
• First part of postcode; 
• method and measurement used for reaching people. 

Outputs claimed

From this list a sample would be selected and the 
evidence on how they were reached and the support 
provided  would need to be submitted.



Example Evidence Requirements for OP18-
Number of People receiving support to 
gain employment = 
• Surname; 
• First part of postcode; 
• Type of support. 

From this list a sample would be selected and 
the information listed under column G of the 
Evidence Requirements document should be 
submitted.

Remember! People must be aged 16 years
and over for both OP18 and OP19. 

Outputs claimed

• Refer to the ‘Output and Outcomes List 
and Evidence Requirements’ document 
on the SPF North Wales website.  

1 – List of people receiving support



Example Evidence Requirements for OP23- Number of 
households receiving support =
• Address of household (including postcode); 
• Type of support.
 
From this list a sample would be requested and the information 
listed on the right should be submitted. 

Outputs claimed

• Refer to the ‘Output and Outcomes List 
and Evidence Requirements’ document 
on the SPF North Wales website.  

1 – List of households 



Example Evidence Requirements for 
OC02- Increased use of cycleways or 
footpaths = 

• Address of cycleways or pathways 
(including postcode);

•  Baseline figures before work 
completed;

•  Before and after photographs of 
cycleway or pathway created or 
improved 

Outcomes claimed

• Refer to the ‘Output and Outcomes List 
and Evidence Requirements’ document 
on the SPF North Wales website.  

1 – Written statement



Outcomes claimed

• Refer to the ‘Output and Outcomes List 
and Evidence Requirements’ document 
on the SPF North Wales website.  

Example Evidence Requirements for 
OC04- Increased number of Users =
• Address of facilities/amenities
• Baseline figures before support provided
• Information to support figures reported.

1 – Written statement

In this example the evidence for Segontium 
Roman Fort a baseline figure is not available. 
They are therefore unable to show an 
increase and the number of users cannot be  
claimed.  

However, for OC05- Increase visitor numbers 
newly established venues without a baseline, 
that are created during the reporting period 
can be included. The written statement 
provided would need to clarify the position.



Outcomes claimed • Refer to the ‘Output and Outcomes List 
and Evidence Requirements’ document 
on the SPF North Wales website.  

Example Evidence Requirements for 
OC05- Increased visitor numbers =
• Address of facilities/amenities
• Baseline figures before support provided

1 – Written statement

The statement above is unacceptable. The numbers show that there is not an overall increase in visitor numbers.  
The baseline of the previous time period should be used and not only the months showing an increase be counted. 

This statement is acceptable. The numbers show the overall increase in visitor numbers compared to the baseline of the previous time period. 
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