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Helpful Hints
   2007-2008
1:  General
Adjustments/clarifications
· A network may decide not to require its branches to open a bank account for the purposes of participation in the scheme (See par. 4 TPN1 – Guidelines)

· TPN5 – the composite application form – must be accompanied by copies of the original TPN4 forms – the branch proposals. 

· Claims in relation to travel and subsistence incurred in relation to the activities of a National Executive must not exceed 40% of the total approved allocation.
ALL FORMS

· All forms can be filled electronically.  They are Word tables (except TPN3, Part 2) and will take as much text as you can enter.  Very useful for descriptions of activities!

CONFERENCES


· Give as much information as possible when presenting a proposal for a conference; in particular, a draft programme will be required.  Please note that conferences should be held outside of the school week. 

DEADLINES 

· The deadline for receiving claims on 2006/07 funding is 30th September 2007, both for claims on activities’ (TPN3) and National Executive’s expenses (TPN7) 
· The final deadline for application for funding 2007/08 is 30th October 2007, both for activities’ (TPN5) and National Executive’s proposals (TPN6). The first deadline is September 30th 2007.
SIGNATURES

· No forms, whether proposals or claims, will be accepted without the appropriate signatures, especially those requiring the signature of the Director of the nominated Education Centre.
2: Forms

TPN1 GUIDELINES
· Always refer to this document for information.
TPN2 REGISTRATION

· Your association will be provided with a printout of your details as you returned them last year.  Please use this form to communicate changes in the different contacts, both for branches and the National Executive.
TPN3 RECORD and REPORT FORM

· This form is in two parts: one in Word and one in Excel.  To speed payment of claims it should be completed and returned after each activity – no receipt equals no payment!
TPN4 BRANCH PROPOSAL FORM

· Copies of branch proposal forms must be included with the composite proposal form (TPN5). The TPN Coordinator should have all the information relating to branches’ activities in case the Steering Committee requires more information.  
TPN5 NATIONAL NETWORK COMPOSITE PROPOSAL FORM

· Three things to remember when filling this form:  fill electronically; make sure it is signed by Director of the nominated Education Centre and note the final deadline of 30th October 2007.  No proposals will be considered after this date. 
TPN6 NATIONAL EXECUTIVE ADMINISTRATION COSTS PROPOSAL FORM 

· Items which could be included in this proposal are:  website, publications (see paragraph below), attendance at international conferences (provide as much information as possible). 
TPN7 NATIONAL EXECUTIVE ADMINISTRATION COSTS CLAIM FORM
· Deadline for claims on 2006/07 funding is 30th September 2007.

· Always refer to your TPN6 proposals for guidance; T&S claims may not exceed 40% of total grant.  
3: Claims

NEWSLETTERS and PUBLICATIONS

· Any mailshot intended for members only cannot be claimed from TPN funds.  If asking for grants for publications please note they should be available to ALL teachers.  

ACTIVITIES and CLAIMS

· When preparing a claim please refer to your estimated cost.  While some flexibility will be allowed planning should be consistent.  

EDUCATION CENTRE CHARGES

· Education Centres will provide meeting rooms free of charge when such rooms are available under the Centre’s timetable.  
· If the Centre is required to open outside its hours of business a charge of €45 will be invoiced to the TPN.  
· Tea/coffee will be complimentary. 

