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| ntroduction

The Ligted Places of Worship Grant Scheme makes grantstowardsthe VAT incurred in making repairs and carrying out
alterationsto listed buildings mainly used for public worship.

Thisguidanceisdesigned to help you in completing your application. Pleaseread thiscarefully befare compleing theapplication fam.

If you require further assistance then please speak to one of our operatorson 0800 500 3009. Callswill be charged at the local
rate.

To avoid the possibility of duplicate payment we share some of the information you provide to uswith other grant providing
organisations such as Historic England, the Heritage Lottery Fund, other relevant Lottery distributors and devolved
adminigtration heritage agencies, Cadw, Historic Scotland and Northern Ireland Environment Agency. We will hold some of
theinformation you give on the database and use thisinformation to process applications and grants and to produce
datigtics.

Background

The Listed Places of Worship Grant Scheme:

B gppliesonly to repairs, maintenance and alteration worksto listed buildings that are used principally as places of
worship and listed places of worship owned by or vested in anumber of specified organisations which look after
redundant places of worship;

®  gppliesto listed places of worship throughout the UK which are included on the public registers of listed buildings
kept for England, Scotland, Wales and Northern Ireland;

B gppliesto listed places of worship of al religions and faith groups;
®  only accepts applications madein arrears;
®  only accepts claims where invoices are submitted within 12 months of the invoice date, see note 3.2; and

®  only accepts applications where the minimum value of eligible work carried out on any one claim to the schemeis
£1,000 (excluding VAT) (see Note 3.1 for an exception to this).

Claimants are expected to ensure that that all other eligible VAT reliefs are sought before seeking agrant under the scheme.
Examples of other VAT reliefsthat may be available to listed places of worship are provided in Note 3.5.
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Summary

Funding available

The scheme has a fixed annual budget which will be advertised on the LPW Grant Scheme website (www.I pwscheme.org.uk)
each year.

Thefunding for the scheme was substantially increased from 2012/13 and the budget confirmed until March 2022. We are
confident that thisfunding will enable full compensation for claims under the scheme. In the unlikely event that this proves
not to be the case, advanced notice will be given should there be aneed to introduce a cap to the payment or achangeto the
frequency of payments.

We aim to pay eligible claimswithin 30 calendar days, where they are accompanied by the correct documentation, and once
any queries have been resolved. Large and complex claims and those submitted without the correct and complete
documentation are likely to require alonger processing period to alow queriesto be resolved.

The Department for Culture, Mediaand Sport and HM Treasury holds six-monthly meetings with faith group
representatives to review the financial position and operation of the scheme.

Payments

Paymentswill be made once per week. Each month we will publish the value of claims received againgt the budget.

Changesto the scheme

A number of changes have been made to the scheme sinceitsinception. The most recent changes have brought awider
range of repairs and aterationsinto scope. In summary:

m  from 1 October 2012, the scope of the scheme was expanded to include most approved aterationsto listed places of
worship, including plumbing and electrical works, worksto kitchens and toilet fittings, certain floor coverings and
handrails, decoration works, pews, ashestos removal, and security and forensic syssemsto prevent crime. T hese works
became eligible where undertaken on or after this date.

m  from 1 October 2013, most professional fees, turret clocksincluding autowinding, bells, and worksin respect of pipe

organs also became eligible for the scheme where undertaken on or after thisdate. Please read below for further
information on these changes and for detail on precisely which works are now in scope.

Changes made to the scheme after 1 October 2013

Following areview of the finances and operation of the scheme, the following restrictions on eligibility will be lifted for
works undertaken on or after 1 October 2013:

B Turret clocksincluding auto winding became eligible.

®  Bellsand bell ropes (in addition to bell frames) became eligible

B Pipe organsbecame€ligible

B Thecos of professional services, directly related to eligible building work including work necessary at the planning

and design stage of such works, are eligible from 1 October 2013. Professional fees not directly associated with eligible
building worksremain ineligible.
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Examples of eligible and ineligible professional fees are given in the table below. Thislist is not exhaustive.
Eligible

Architects Surveyors

Avrchitectural Technologists Conservation advisors
Archaeologists for work necessary for eligible building .

projects (current or planned) Structural engineers

Bat inspectors Health and safety advisors
Planning supervisors Accredited Conservationists

Maintenance plans

Ineligible

Accountancy services Cogsasociated with undertaking Quinguennial

ingpections
Local authority fees Diocesan faculty charges
Solicitors and lawyers fees Fundraising fees

Where aclaim coversworks before and after 1 October 2013, this must be declared on either the invoice or the
application so that it is clear how much of the costs are eligible. In al cases, an invoice must be provided to demonstrate the
works to which the fees relate.

Where the cost of professional fees covers both eligible and ineligible works, it may be necessary to apportion such fees, see
Note 3.10. One example of thiswould be where part of the listed place of worship is being converted into residential
accommodation. Another might be where the professional fees are in respect of worksto both the listed place of worship
and an ancillary building which is not eligible under the scheme.

B Minimum claim value
From 1 October 2013, each listed place of worship will also be allowed to submit one claim using invoices with avalue
of lessthan £1000, but more than £500 (excluding the VAT paid) in any twelve month period. Thisisin addition to an
unlimited number of claims where the value of eligible work carried out (excluding VAT) is £1000 or greater.

B Photocopied / scanned invoices
From 1 October 2013, the scheme will accept scanned or photocopied invoices; however the original invoice, or a copy
certified by the contractor, will sill need to be produced if the claim is subject to a post payment audit.

Previous changes made to the scheme on 1 October 2012

B Plumbing and electrical works (including lighting), installations and supplies
Prior to 1 October 2012 the scheme restricted claimsfor repairs on plumbing and electrical supplies where they
formed part of health and safety works, deterioration due to age, were carried out at same time as eligible works,
resulted in an upgrade of servicesor were intended to improve energy efficiency. We removed this restriction for
claimson all works carried out on or after 1 October 2012.

B Heating works, installations and supplies (including boilers, radiators etc)

Prior to 1 October 2012, the scheme restricted all claims for heating. We removed thisrestriction for claims on all
works carried out on or after 1 October 2012.
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m  Kitchensand toilet fittings, floor coverings and handrails
From 1 October 2012 most worksto kitchens, toilet fittings, permanent floor coverings and handrails have been
eligible for the scheme. Claims on detachable items such asfurniture, shelving, notice boards, dishwashers and ovens
remain ineligible. However, where the works create new toilets or bathrooms for the disabled, such works should ill
be zero+ated under an existing VAT relief (see HMRC Public Notice 701/7 — VAT reliefs for disabled people). Floor
coverings have been eligible since 1 October 2012 only where they are permanent and part of the fabric of the
building. Thisincludestimber, sone, ceramic, marble or solid floors. It does not include carpets, vinyl, removable tiles
or decorative soft furnishings.

B Decoration works
Prior to 1 October 2012 the scheme restricted claims on decoration where work was undertaken by choice. Thisisno
longer the case and from 1 October 2012, decoration work (including carvings, stone work, repainting) is eligible
providing it isto the fabric of the building.

u Pews
Claimsto repairs on pews were taken out of scope in January 2011. Works to pews (including permanently attached
cushions, kneelers and hassocks) are now eligible for work carried out from 1 October 2012. Any non-fixed items
remain ineligible.

B Asbestosremoval
Prior to 1 October 2012, ashestos removal wasineligible where used to insulate pipes, heating and boilers. All asbestos
removal iseligible for work carried out on or after 1 October 2012.

B Security and forensic systemsto prevent crime
Repairsas aresult of metal theft were previoudly eligible for the scheme, where these expenses were not met by an
insurance provider. These will remain in scope and claims on the ingtallation of security and forensic sysemsto
prevent crime (such as specialised fixing, security cameras, marking technology, roof alarms, anti-climb paint) are also
eligible for work carried out on or after 1 October 2012.

Trangtional arrangementswith HMRC for alterationsunderway prior to 21 March 2012

Under transitional arrangements VAT zero+ating continuesto apply until 30 September 2015 for certain approved
aterations where either a'relevant consent’ was applied for before 21 March 2012 or awritten contract was entered into
before 21 March 2012. More information is available in HMRC's Information Sheet 10/12. Please click here for details
http://cusoms.hmrc.gov.uk/channelsPortal WebA pp/channel sPortal WebApp.portal? nfpb=true& pagel abel=pagel.ibrary
PublicNoticesAndI nfoSheets&property Type=document&columns=1&id=HMCE_PROD1 032282

Where the work performed qualifies for zero+ating under the transitional rules and your builder has charged VAT in error,
the VAT cannot be reclaimed through the Listed Places of Worship Grant Scheme. Your builder should instead consult
HMRC's public notice 700/45 on How to correct VAT errors and make adjustments of claims. Please click here for details
http://cusoms.hmrc.gov.uk/channelsPortalWebA pp/channel sPortal WebApp.portal? nfpb=true& pagel abel=pagel.ibrary
PublicNoticesAndl nfoSheets&property Type=document&columns=1&id=HMCE_CL_000077

There are some other VAT reliefs which may apply to building work supplied to listed places of worship. Examples of these
are provided in note 3.5.

Eligibility Checklist

The checklist below sets out the general principles of which costs are eligible under the scheme, and isintended as guidance
only. Please note that thisisnot an exhaugtivelig asthere may be areas that we have overlooked. Final decisionswill be at
the discretion of DCMS.

We recognise that the terminology predominantly corresponds to features of Church of England places of worship, which
account for the majority of claims on the scheme. Notwithstanding, the schemeisopen to listed places of worship of all
denominationsand religions (see Note 1.2 and 1.3) and aimsto provide equivalent treatment to listed places of worship used
by other denominations and religions.

Where an invoice covers both digible and indligible works, the applicant should make an apportionment in respect of these cogs.
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If you arein any doubt asto whether your claim qualifies for a grant, please contact the Listed Places of Worship Grant
Scheme direct on 0800 500 3009.

ELIGIBLE EXPENDITURE

Building:

Roofs

Vestries

Chancels

Towers

Crypts

Undercrofts

Parapet

Purlin

Replastering

Repointing

Stone works

Timber (Whererelated to the fabric)
Rainwater Goods

Gulttering

Windows

Window reglazing

Window Grilles/ Bars

Transepts

Pinnacles

Rhones

Gables

Drainage (rainwater, foul water, French drain, trench arch, or soak-away - all within the boundary walls)
Floors and floor coverings (only where permanent and within the fabric of the building. T hisincludes timber, stone,
ceramic, marble or solid floor).

Bell frames

Weathercocks

Spires

Lightning conductors

Flagpoles (only if on place of worship)
Crosses (only if on place of worship)

Internal:

* Doors

e Altarsand communion tables (if built into, or permanently incorporated into the fabric)

Monuments (if built into, or permanently incorporated into the fabric)

Fonts (if built into, or permanently incorporated into the fabric)

Wall paintings/ Murals

Kitchens (thisincludes installation or repair of fitted kitchens and related electrical and plumbing work. Fixed items
such as water boilers and wall-mounted water heaters are eligible. Cupboards are only eligible where they are
specialy-supplied as part of afitted kitchen and are either fixed to the fabric of the building or form an integrated
kitchen facility (excluding any electrical appliances/equipment).Removable elements such as white goods,
dishwashers, cookerskettles and urnsare ineligible).

Permanently routed heating systems

Turret clocks (from 1 Oct 2013)

Bells, and bell ropes (from 1 Oct 2013)

Bell frames

Organs that are permanently fixed to the structure

General:

+ Damp treatment

e Pest control — provided the pest has, or islikely to cause damage to the fabric of the building. If the invoice does not
specify the type of pest, this must be included within the application.

» Worksto repair damage to the fabric of the building caused by bats and mitigation measures to reduce or prevent
damage caused by batsis also eligible.
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ELIGIBLE EXPENDITURE (continued)

Repair of damage caused to the fabric as aresult of pests or metal thefts (including replacement of stolen metals) are
eligible where these expenses are not met by an insurance provider.

Asbestos removal

Locks and hinges

Stairs

Pews (kneelers, cushions and hassocks are only eligible where permanently attached to the pew)

Cleaning (if asaresult of eligible repair, maintenance or ateration works)

Preliminaries (for eligible works only)

Professional feesdirectly relating to eligible works (from 1 Oct 2013) see table on page 3

Electrics

Plumbing (including toilets, hand basins and sinks and kitchen facilities as outlined above)

Decoration such as carvings or ssonework (where part of the fabric of the building)

I nvestigative works/surveys (only where carried out by a VAT registered contractor)

Security and forensic systems to prevent crime (burglar alarms, roof alarms, CCTV equipment, forensic marking,
physical marking, special fixing, security lighting)

Handrails (although some may be eligible for zero+ating if ingtaled as part of other eligible works to the building for
disabled people — See Note 3.5 below)

Hearing loops

Maintenance Plans

NON ELIGIBLE EXPENDITURE

Internal:

Audio~visua sysemsor components of systems

Freestanding or fixed/detachable altars

Freestanding or fixed/detachable fonts

Freestanding or fixed/detachable monuments

Detachable floor coverings — carpets, vinyl, removable tiles
Decorative soft furnishings

Itemswhich consgtitute a moveable piece of furniture

Areas of the building used for accommodation (see note below)

External:

Pavings

Treeremoval (lopping where necessary to preserve the fabric of the building is eligible)

Ancillary buildings and structures such as boundary walls, gravestones and graveyard monuments, retaining walls,
gates, gardens, lychgates or car parks

Railings (internal railingsthat are part of the fabric of the building are eligible)

General:

Storage of items (see note on enabling works below)

Materials alone (see page 7)

General cleaning

Local authority charges

Notice boards

Shelving

Cupboards (cupboards are only eligible where they are specially-supplied as part of afitted kitchen or form an
integrated kitchen facility which will remain permanently in position).

Removable kitchen elements such as white goods, dishwashers kettles and urns.

Showers and baths, except where ingtalled to support facilities for homeless/social & welfare purposes.
Carpets, removable tiles, decorative soft furnishings

Fixtures, fittings or decoration for commercial tenants.
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Further digibility guidance

Cogsrelating to materials cannot be claimed unless they are supplied as part of eligible work by a VAT registered
contractor. T hese costs cannot be claimed unless supported by the related contractor invoice and would usually be listed
within an invoice which also includes building works. However, listed places of worship with their own works departments
may be ableto claim for VAT costs for materials which have been supplied as part of abroader supply of repair,
maintenance or ateration work by their works department providing thisis registered for VAT or the contractor carrying
out thework isregistered for VAT. Costsincurred for materialsin relation to works undertaken by e.g. members of the
congregation are ineligible, unlessthat person isregistered for VAT and a VAT invoice is produced.

Areas of the building used for accommodation are not eligible under the scheme. T he only exception to thisiswhere the
accommodation is provided for use on atemporary basis only as arefuge for the homeless or for similar social/welfare
purposes.

Where areas of the listed building are adapted to provide space for commercial tenants, the scheme will cover the

alteration to the building and the provision of utilities (electrics, plumbing), but not the cost of any fit out specific to the
commercial tenant.

Enabling works

We expect that historic material and parts will be retained and reused wherever possible. Where installations needed to be
moved solely to enable eligible works to be undertaken, we will only pay to reingtate the minimum level of ingtallation
required to effect the eligible fabric repairs.

Where it isconsidered most cost effective to remove ingtallations wholesale before fabric work commences, you should
provide professional verification of thisin advance of works commencing in order to verify the extent of eligibility. We will
not make a grant where these steps are not followed.

Worksto furniture, shelving, notice boards and detachable items are not eligible.
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T he 4-Step Process

The 4-step process will assist you in understanding whether or not you are eligible for the scheme. If you can answer “yes’
to the three questions below, you should complete the application form:

B |sitalisted building where the sole or main useis as a place of public religious worship?

B |sit availableto the general public for at least 6 religious servicesayear and availability is publicised and is not by
invitation only?

®  Aretheworkseligible?

If you require any ass sance, please speak to one of our operatorson 0800 500 3009. Callswill be charged at the local rate

Step 1 —Place of Worship

No

Isthebuildingsoldly ar mainly us asa place > Noteligible
d public relig ousworship?
(SeNaes11 & 1.2)
Yes Y Dasstheplaced warship bdangtoa monagtery, nunnery a ahe
: - : No | dmilar edadiswrent, o isit omned o veted in certain spedfic
Isit used for publicrdigoussarvices > organi sationswhidh laok after redundant churches?
at leas six timesa year? (S==Nael4d)
(SeeNael.3)
Yes Y Yes No
Eligible <

Not eligible

Note 1.1:  ‘solely or mainly’

The building's sole or main use must be as a public place of worship.

In most cases church halls do not meet the criterion of solely or mainly being in use for public religious worship. You will
need to provide evidence that use for public religious worship outweighs the total of all other uses. In order to be eligible, a
hall must also be alisted building in its own right.

In caseswhere ahall is primarily used for public religious worship, we may meet some cogts, but only those which arisein
relation to use asa place of public religious worship. All invoices will therefore need to be apportioned accordingly.

Andillary listed buildingd sand-alone or separate structures are not included unlessthey fulfil all the same conditions as the

principal building, i.e. their sole or main useis as a place of public religious worship, or they are permanently linked to and
form part of the structure of the listed building.
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Note 1.2: ‘publicreligiousworship’

The scheme isdesigned to assist worksto places of worship where the costs would be the responsibility of alocal
congregation or arecognised denomination or faith group.

Private chapds, and chapelsat schoals, colleges, universties hospitals, prisonsand almshouses are not eligible under the
scheme unless AL L of the following apply:

B Thebuilding isavailable to the general public for at least 6 religious services ayear, and that availability is publicised
and isnot by invitation only

B Thebuilding's sole or main purpose isas a place of public religious worship

B Thecostsof works are the responsibility of alocal congregation or recognised faith group

Areas of the building used for accommodation are not eligible under the scheme. T he only exception to thisiswhere the
accommodation is provided for use on atemporary basis only as arefuge for the homeless or for similar social/welfare
purposes. Where an element of the building is used for ineligible accommodation, the percentage of space alocated for this
use must be made clear on the application.

A building used or made available for use by aminister or religion wholly or mainly as aresidence from which to perform
the duties of hig’her officeisnot included.

T he scheme covers only formally congtituted religious organisations. You will be asked to certify that the religious
organisation the place of worship serves:

B hascharitable satus, or isrecognised as a charity by HMRC

B scovered by aparochial church council or equivalent; or
®  if none of these apply, you will be asked to provide a copy of your constitution.

Note 1.3: ‘six timesayear’

The building must be used as aplace of publicworship at least Sx timesa year. You will be asked to certify that thisisthe
case, and further enquiries may be made.

Note 1.4: ‘monasteries, nunneriesand specific organisations which look after
redundant churches

Certain places of worship are not required to demonstrate that buildings are used for public religious worship at least six
timesayear. T hese are places of worship used by monasteries, nunneries or other similar establishments, and churches
owned or vested in certain specific organisations that ook after redundant places of worship. These are the Historic Chapels
Trust, the Friends of Friendless Churches, the Scottish Redundant Churches Trust, the Churches Conservation Trust, the
Welsh Religious Buildings Trust and the Foundation for Jewish Heritage.

From 1 October 2013. The DCMSwill consider applications from other religious or charitable groups caring for redundant
places of worship. These groups would need to demonstrate that their principal or primary purposeisto conserve, repair
and maintain redundant listed places of worship which are not in private ownership.

Applications should be madein the first instance to the Listed Places of Worship Grant Scheme and should include the
registered charity number where applicable, along with any other supporting evidence to show how the criteriaare met.

For monagteriesand nunneries, and smilar establishments of ather faiths only the element of the building used for religious

worship iseligible. Other areas within the building (e.g. accommodation, dining area etc.) are not eligible. If works cover
both eligible and ineligible areas, this split must be stated on the application.
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Step 2 — Listed Building

I sthehuilding liged with therdevant satutary listing agancy

(i.e Historic England, Cadw, Higtaric Saatland, No See
Narthen Irdand Environment Agngy)? 1 AnnexeA
(Se=Nae21)

Yes

Y
GotoSen 3

Note 2.1: ‘listed building’

In order to be eligible to apply, your place of worship must be listed with the relevant statutory listing agency
(Historic England, CADW, Historic Scotland or Northern Ireland Environment Agency), and your claim must relate
to worksundertaken while the listing has been in force.

Ligtings carried out by local councils are not acceptable within the scheme. The listing must be approved by the relevant
statutory listing agency.

If your daimisreurned becausewe canna identify your liging, it doesna nesessarily mean that theplaced warshipisna liged — it may
mean that theddailsreoorded at thetimed liging diffe dightly to thosean theapplication. You shauld return your application togghe with
papawak to demongrateyour ligingwith therdevant datutary liging agancy.

Part of our approval process will be to check againgt the statutory records that your building isformally listed. Buildings can
be listed for their architectural or historic interest, close historical association with nationally important people or events, or
group value by the listing authority in your country. Age and rarity are relevant considerations, and the older abuilding is,
the more likely it isto be listed. Buildings under thirty yearsold are not normally considered for listing. Details of how to
apply to have abuilding listed are shown in Annex A.

Historic England manages the National Heritage List for England database which provides accessto up to date information
on all nationally designated heritage assetsin England. You can use the database to check if abuilding in England islisted:

https//www.historicengland.org.uk/listing/apply-for-listing/

Historic Scotland also manage a database to provide information on listed buildingsin Scotland. You can use the following
database to check if abuilding in Scotland islisted:

http://www.historic-scotland.gov.uk/index/heritage/ historicandlistedbuildings.htm

You can search for listed buildingsin Northern Ireland using the database managed by the Department of the
Environment, Northern Ireland:

https//apps.communities-ni.gov.uk/Buildings/buildM ain.aspx?Accept
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Step 3 — Eligible Expenditure

Will theinva cesupparting your daim beno more than 12 months old No
when your daimsismade? (SeeNate 3.2)

Yes +
Wastheaontractar who carried aut thewarks VAT registered? No
(S=Nae3.4)

Yes +

Werethewarkstorepair, maintain or alter the fabric of the building or No
professional feesrelating to such work, and are they eligible for daims?
(SeeSummary and Nate 3.3)

Ya+

Doyou havetheoriginal VAT invoice or a copy of the invoi ce? No
(Se=Nate3.6)

Yes +
Waeany of thewarksdligible for zerorated VAT? Yes
(SeNae3.5)

No +
Dotheinva o9 havea valued no lessthan £1000 warth o dighlewarks No
(exdudingthe VAT paid) (Seenate3.1).

Yes y

Havethewarks covered bem theubjet o a previous grant award? Yes
(S=Nae3.9)

Y

Not eligible

Not eligible

Y

Y

Not eligible

Not €eligible

\

Not €eligible

Y

Not €eligible

Y

GotoSe 4

Y

Note 3.1: Minimum value of workseligible for the scheme

The minimum value of invoices (excluding VAT) for any one claim to the scheme is£1,000. An application may
comprise anumber of smaller invoices, but each claim must apply to works that are eligible under the scheme and together
generate combined invoice values of no less than £1000 excluding VAT.

From 1 October 2013, each listed place of worship will also be allowed to submit one claim in respect of workswith a

value of lessthan £1000, but more than £500 (excluding the VAT paid) in any twelve month period. T his change has
been introduced to enable places of worship undertaking smaller works to claim under the scheme.

Note 3.2: Invoicesin excessof 12 monthsold

Invoices will not be accepted where they arein excess of 12 months old from the date of issue to the date the grant claim is
received.

Note 3.3: ‘repair, maintenance or alteration’

Only works carried out to repair, maintain or ater the fabric of an existing listed building are eligible.
Thefabric includes foundations, walls, roofs, rainwater goods, drainage, internal surfaces, floors, sairs, landings, lightning

conductors and all doors and windows.
A lig of eligible and ineligible worksis set out in the Summary section of this document.

Department for Culture Media & Sport n



Approved alterations

Alterations or worksto the fabric of alisted place of worship may require relevant consent from the appropriate authorities.
In the case of an ecclesiagtical building to which section 60 of the Planning (Listed Buildings and Conservation Areas) Act

1990 or Section 54 of the Planning (Listed Buildings and Conservation Areas) (Scotland) Act 1997 applies, relevant consent
means consent for the approved alterations by a competent body with the authority to approve alterations to such buildings.

Written evidence of this approval is not required to be submitted within each claim. However applicants will be asked to
declare that where consent for alteration worksisrequired, that they have obtained this approval before undertaking the
works. Applicants may be asked to provide written evidence of approval or to demonstrate why consent was not required, if
their claim is selected for a post-payment audit.

If applicants are unsure whether consent for alteration worksis required, they should contact their denominational advisory
body (in the case of denominations operating the Ecclesiastical Exemption) or their Local Authority.

Note 3.4. ‘VAT registered’

To claim under the scheme, eligible works must be carried out by a VAT registered contractor. You should not be charged
VAT for any work supplied by a contractor who isnot VAT registered.

You should check that the contractor isregistered for VAT by asking for his’her VAT registration number, which must be
shown on the invoice. Post payment audit checks are carried out on a percentage of claims. If you are selected for one of
these checks, you should be aware that we will contact all contractors for whom you have claimed VAT on your application,
to confirm various details.

Places of worship that are registered for VAT because they charge entrance fees or run business activities can recover a
proportion of the VAT they incur through Her Magjesty’s Revenue and Customs.

Thelevel of irrecoverable VAT in the case of these buildings will represent the maximum payable under the scheme. For

example, if 40%of a place of worship is classed as commercial property, and it is able to recover 40%of VAT costs through

HMRC, then only the remaining 60%of VAT costs would be recoverable through the LPW Grant Scheme, if they relate to
eligible works.

Further detail on VAT reliefsavailable to listed buildingsis set out at Note 3.5 below.

Note 3.5. HM Revenue and Customs and general guidance on VAT zero rates
which might apply to building work to listed places of worship

Not all building work supplied to alisted place of worship will be standard rated.
There are other VAT reliefs which apply more widely to buildings used by charities or buildings used for arelevant
charitable use (non-business use by a charity or asavillage hall or similar). Theseinclude:

ZeroRate Reliefs

() Thesupply to acharity of the service of the construction of ramps and widening of doorways & passagesin any
building for the purpose of facilitating a disabled person's entry and movement therein (see Public Notice 701/7 “VAT
Reliefs for Disabled People” Chapter 6).

(ii) Thesupply to acharity of the service of providing, extending or adapting a bathroom or toilet for use by a disabled
person in abuilding used mainly for charitable purposes (see Public Notice 701/7 “VAT Reliefs for Disabled People”
Chapter 6).

(iii) Theconsruction and sale of a new building to be used solely for arelevant charitable purpose (see Public Notice 708
Buildings and Construction Chapter 3). A building is new:-

B when there was no building on the area of construction before

®  thepreviousbuilding was demolished to ground level

® 3l that remains of the previous building is asingle facade or when on a corner site, adouble fagade. I1n both cases,
retention of the fagades must be a condition of the planning consent.
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(iv) In some cases, the congtruction of anew annex to alisted place of worship will be zerorated for VAT purposes. (An
annex, for the purpose of determining VAT liability, is attached to abuilding) Zero+rating occurs where the following
conditions are met:

B theannexisintended to be used solely for arelevant charitable use

B theannex iscapable of functioning independently from the existing building

®  themain accessto the annex is not through the existing building or converse.

In caseswhere what is constructed does not meet the conditions above, it will not be zero+rated for VAT purposesand islikely
to be an enlargement of, or an extension to the building. Such worksarelikely to be eligible for the LPW Grant Scheme.

Reduced Rate Relief

Until 31 July 2013 the ingtallation of certain energy-saving materials was subject to the reduced rate of 5%when installed in
buildings used for arelevant charitable purpose. See Public Notice 708/6 “Energy-Saving Materials’ Chapter 2. Thisrelief
was withdrawn with effect from 1 August 2013.

VAT cogtsfrom worksrelated to taxable supplies

VAT costsincurred in worksthat relate directly to taxable supplies are not eligible for the scheme and any such costs should
be recovered through the VAT system. Thismay include worksto shops and cafes. Further information on thisis available
at: http://www.hmrc.gov.uk/vat/start/register/when-to-+egister.htm

Public Notices are availablein the Library section of HMRC’s web site www.hmrc.gov.uk

For queriesregarding the charging of VAT on worksto listed places of worship you should contact the HMRC Charities
Helpline, which is open Monday to Friday (excluding public holidays) 8.00 am to 5.00 pm, on 0845 302 0203. Written
enquiries should be sent to:

HM Revenue & Customs Charities

<. JohnsHouse

Merton Road

Liverpool

L751BB

Note 3.6: ‘VAT invoice’

You must submit with your application an original, photocopied or scanned invoice from the contractor certifying that the
VAT has been paid. Where photocopied or scanned invoices are submitted the applicant will be required to sign a
confirmation on the application form that it is atrue copy and that the original will be produced if the claim is selected for
audit. Claimswill not be paid without this documentary evidence.

Invoices will not be accepted where they arein excess of 12 months old from the date of issue to the date the grant claim is
received. All invoices must bear the contractor’s VAT registration number and the date of issue. If these details are not
present your claim will be rejected.

Only works for which VAT has been correctly charged and has been paid are eligible. Where a claim includes an invoice
relating to both eligible and ineligible buildings or works the split must be declared on either the invoice or in column 4 of
guestion 23.

The minimum value of eligible work carried out on any one claim to the scheme is£1,000 (excluding VAT). An
application may comprise a number of smaller invoices, but each claim must apply to worksthat are eligible under the
scheme and together generate invoice values of no less than £1000 excluding the VAT paid (see note 3.1).

From 1 October 2013, each listed place of worship will also be allowed to submit one claim using invoices of lessthan
£1000, but more than £500 in value (excluding the VAT paid) in any twelve month period.

If you are applying on behalf of several different buildings please be aware that each place of worship has a unique

identification number, therefore for recording and reporting purposes, a separate application must be completed for each
individual place of worship.
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Note 3.70 Retention I nvoices

Retention invoices (invoices for final payments where money has been retained until an agreed period after completion of
the works) can beincluded with other eligible expenditure to ensure the minimum claim value is achieved. As always, please
ensure that all the invoices are submitted within 12 months of the date of issue.

When submitting a claim relating to aretention invoice you should provide invoices or other documentary evidence that the

retention invoice relates to building works which were eligible for claims under the Listed Places of Worship grant scheme at
the time the works were carried out.

Note 3.8: Insurance

T he scheme will not pay on claims where the cost of VAT has been covered by an insurance company and will not pay
grants on any excess payable by the claimant. Where an insurance company does not meet VAT costs, claimantswill be
required to provide documentation to certify this.

If you are claiming VAT costs where some costs have been covered by insurance, you should ensure that the invoice
supporting the claim is not addressed to the insurance company, but to the place of worship, or relevant contact within the
place of worship.

If you are not covered by insurance, the entire VAT amount can ill be claimed through this scheme.

Note 3.9: Previousgrant award

If the works covered have been the subject of a previous grant award for the costs of building works, including VAT,
from Historic England, Historic Scotland, Cadw, Northern Ireland Environment Agency, Heritage Lottery Fund, or
another Lottery distributor or grant giving body, places of worship will be required to pay the relevant proportion of the
grant received from the Listed Places of Worship Grant Scheme back to the statutory agencies (above), unlessthe original
grant was aready adjusted to take account of the Listed Places of Worship Grant Scheme.

Asasignatory, you will be asked to certify that the place of worship will make the repayments due. Details of these
applications will be provided to the relevant grant awarding agencies.

Note 3.10: Contracts of Works

When submitting a first application for a contract of works, this must be supported by the associated tender document (this
may also bereferred to asa‘priced Specification of Works' or ‘Bill of Quantities’). This document should detail the works
being undertaken together with associated values. Please be aware that where this document is not submitted or does not
provide the required details, your claim will be returned for further action.

The grant scheme will review the supporting documentation and calculate the eligible percentage of the overall contract.
T his percentage will then be applied to any relevant eligible professional fees.
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Step 4 -
Completing the Application

Please only complete the application form if you have followed the 4-step processillustrated above and think you are digible for

the scheme.

Please complete the application form clearly and ensure all sections are completed. Thiswill help to prevent delaysin

processing and payment of your claim. Please send your completed form to TMS (LPOW)Davies Group, 2nd Floor, Forysth Building,
5 Renfield Street Glasgow, G2 4TB.

We strongly recommend that you obtain proof of postage, and retain a copy of your application and all supporting documents.

If you requireany assfance, pleasepeak to aned aur goaratars an 0800 500 3009. Thiswill bedharged asa local cll.
Please note that from 23rd June 2014 there are now additional waysto submit your application to us.

1. It isnow possible to download an electronic copy of the application form from thiswebsite, type your responses and then
email the form directly to us, together with electronic copies or scans of the supporting documentation. You can also submit
the form by email and the invoices separately by post if you are unable to send electronic copies or scans.

2. You can download the form, complete this by hand and submit thisby email or post.

3. Alternatively, if you require a paper version of the application form sent to you, please call uson 0800 500 3009 or
send usarequest by email.

Our email addressis: dcms.cm@davies-
group.com

Section 1: Contact Details | nstructions

Please provide the full name of the listed place of

Name/dedication of the listed place of worship worship to which the application relates

Please provide the address of the listed place of worship
to which the application relates. Please note that
county must be completed in all cases. We also
require the postcode to be supplied.

Address of the listed place of worship

Please provide the name of the local authority or
council in which the place of worship islocated. In
Wales and Scotland thiswill be the unitary authority. In
Northern Ireland thiswill be the Digrict Council. In
England thiswill either be the London Borough, the
Metropolitan Borough, the District Council or the
Unitary Council.

Name of local authority / council in whose areathe
place of worship islocated.

Please provide the religion and/or denomination served

Religion or Denomination by the place of worship

Name of person/organisation with legal responsibility

or the works to which the application relates. This may be you or it may be another body.

Please provide the name of whoever would be best
placed to deal with queries, should the need arise.

You should also be aware that thisindividual will
Correspondent details receive all correspondence (including payment
remittance and returned invoices).

The grant administratorsare not able to speak to
any other individual regarding resolution of queries.

Section 2: Place of Worship Instructions

6 See Note 1.1 in the guidance notes
7 See Note 1.3 in the guidance notes
8 See Note 1.4 in the guidance notes
9 See Note 1.2 in the guidance notes
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Section 3: Listed Building

I nstructions

10 Listing grade or category

Listed buildings have anumber of grades or
categories. Please provide the listing grade or category
if you know it.

Section 4: Eligible Expenditure

I nstructions

n

See Step 3in the guidance notes.

12 Description of works

Please note we may need to verify that the works relate
to the fabric of the building as explained in Step 3 of the
guidance notes. You should ensure the supporting
documentation you enclose enablesusto do this.

See Note 3.4 in the guidance notes.

14

See Note 3.4 in the guidance notes.

15 Effective net rate of VAT

We will need to see evidence of any VAT business/non-
business apportionment method agreed with HM
Revenue and Customs. Thiswill normally bein the
form of aletter from HMRC and should be enclosed
with your application.

16 Asabove.

17 See Note 3.9 in the guidance notes.
21 See Note 3.3 in the guidance notes.
22 See Note 3.3 in the guidance notes.
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Section 5: Your claim

Examples of claims are shown below:

The workswithin the invoice are fully eligible:

Inv Ref Net VAT %Eligible Works Total Amount of
Amount Rate Reclaimed Grant Claimed
@® @ ©), @
ABC123 £150.00 20% 100% £30.00

@ — Eligibleinvoice amount before VAT is added.
@ — Theactual VAT rate charged (in the majority of cases the current rate of VAT will be 20%).

@ - Theamount of work within the invoice you consider eligible. (Above exampleisfully eligible so thisis 100%
Example below is only partialy eligible, so this shows areduced percentage).

@ — Themoney you are requesting from the grant scheme in respect of the specified invoice.

The workswithin the invoice are only partly eligible:

Inv Ref Net VAT %Eligible Works Total Amount of
Amount Rate Reclaimed Grant Claimed
@ @ ® @
ABC123 £150.00 20% 75% £22.50

The minimum value of eligible work carried out on any one claim to the schemeis £1,000 (excluding VAT), see note 3.1 for
an exception to this. If you have not undertaken worksto this value, please keep al your documentation and submit the
application when you have the additional eligible invoices, which will bring the total to the required minimum amount.
Please note invoices cannot be accepted where they are in excess of 12 months old from the date of issue to the date the
grant claim isreceived.

If your claim includes alterations (either as part of this application or as part of a contract of works), you may be requested
to provide documentary evidence of the planning consent if selected for post payment audit.

Section 6: Your payment details

Payments will only be made to bank/building society accounts authorised for official use by the place of worship to
which the application relates.

Section 7: Declaration

Please ensure if submitting the application by email that you copy in the counter signatory.

Please also ensure all declarations are ticked asincomplete applications will be returned.

Section 8: Checklist

Thisshould be signed by an authorised individual in the organisation that has legal responshility for the place of worship.
Please ensure if submitting the application by email that you copy in the counter signatory.

Please refer to the checklist on the Application Form prior to submitting your application.
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FREQUENTLY ASKED QUESTIONS

LISTING QUERIES

| don’t know whether the place of worship islisted. How can | find out?

Contad e@thea your Local Autharity Planning Department, o therdevant gatutary liding agney (for oontad details refe to Annex A
on thebadk cover o thisleafld). Repairstounlisted buildingswill nat bedigbefar thissheme If, howeve, you condder that the
buildingwarrantsliging, you should condde submitting an application totherdevant satutary liging agncy.

If 1 get my building listed now, can | apply for workscarried out before it was listed?
No. Claimswill na beacogated far work carried out on buildingsthat arena lided at that time regardiessof whethe they arethen
liged in thefuture Claimswill only beconsdeed far rgpairsto buildingsthat areliged at thetimethewark iscarried aut.

I don’t know my listing grade / category. Does it matter?
No, weanly usethisinfarmation to aossrefeenceyour detailson aur liged reg ga. QL0 can beldt blank — thiswill nat dday processng

o your application.

INVOICE / VAT QUERIES

Can | apply if I've lost my VAT invoices?
You can apply with a aopy o thearignal invaias howeve you may bereguired to supply a furthe aopy marked asa trueand oattified
oy, Soned and dated by theantractar if your daimissdeded for a pogt payment audit.

Can | apply if | haven’'t paid my VAT invoice?
No. You mug havepaid your VAT invacepriar toapplying far grant unde thisstheme

Can | submit all my invoicesto the operator for them to decide what iseligible?

No. It isessntial that you read GuidancetotheLiged Placssof Warship Grant Schemeand submit anly inva aesthat rdatetowark
dighefa thisshame Submittinga largenumbe o inappraoriateinva csstothegoeratar will inaeasethe posshility of your

appli cation bang rgeded, and may causeganaal dday in proosss ng appli cations

Doesthe contractor have to be registered for VAT in order to be eligible?
Yes Yau shauld nat bedharged VAT on warkssupplied by a ontradar whoisna VAT reg deaed.

If | carry out work directly and have to pay VAT can | recover this?
Onlyif you area antragar whoisreg derad far VAT and areprodudng a rdevant VAT inva cefar thewarks undertaken.

The work hasbeen carried out by a nonVAT registered contractor. Can we claim for the VAT on the materials
we bought?
No. Yau canna daimfar VAT on materialsunlesthey aresupplied aspart of a broade supply o wak by a reg sered VAT antradar.

Can | submit invoicesolder than 12 monthsif they relate to eligible works?
No, invaiossin exasssof 12 monthsdd will bergeted asindighble

APPLICATION FORM QUERIES

Can | still send my application by post?

Yes if you areunableto submit theapplication by erail, it can gill besubmitted by post.

| can't scan my invoices. Can | send these by post but send my application by email.
Yes but if dang o, when ssmding theinva cssby pot, pleaseensurethat you mekeit dear which Liged Placed Warship they refe to.

Who can countersign the application?
Theauntes gnatary shauld besomemnewho hddsa suitablerespongble podtion within theplacedf wardhipie pried, treasurer,
churdwarden.

The people signing the form will not have full knowledge of the works carried out, does this matter?

Theantadt gpadfied in an the application shauld haveknomedge o thewarkscarried aut. Thisisthe person towhamwewill address
al queies and reurn al papawak. Wewill nat communi catewith any third party (eg antradar, ardnited, o athe altenative
antads).

Thedgnatariesarereppondblefar thededarati ans made on theappli cation fam.
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Will the information submitted on the LPW application form be shared with other statutory agencies?
Yes datutary agmdeswill bendified of all grantsawarded unde theLPW Sthame Thisistoavad thepasshility of pubic money
beng paid twicefar thesame aods

Can | apply for a Listed Places of Worship (LPW) grant and one from another statutory agency for the same work?
You may. Howeve, you mug enaurethat thegrant fromtheather gatutary agancy takesyour LPW grant into acoount. If it doexn't, then
yau will haveto repay to them therdevant prgpartion of themoney you resgvefar theLPW grant.

Previous grant awards—why can’t the LPW scheme reduce the amount payable to the place of worship, and
refund the grant organisation directly?
Any previcusgrant award isa contrad betwean the placeof warship and thegrant paying body, and isnat linked tothisschame

The church or church hall isalso used for community meetings, scout groups etc. Isthis eligible under the scheme?
Yes provided themain ueisfar pubicrdigouswarship, thisisfine You may beasked to provideprodf o this

If any part o theliged placed warship isusad far acoommodatian, thisdement isna dighbleunde thesthame Wheeinvaeesscove bath
placed warship and accommodation use theaod glit mud bemadedear on @the theinvdcear theapplication. Theonly exagtion to
thisiswheretheacoommodation isused on a temparary bassasa rfugefar thehamdessar far dmilar sodal/ wefare purposs

The place of worship iscurrently closed due to Health & Safety reasons. It has not therefore held six servicesin
thelast year. Do | still qualify?

Providingthewark garted within a shart paced timefrom theplaced warship beng d asad down, and priar tothedcaureit had ben

usd for at least 9x srvicessin theprevicusyear, thisisfine Ininganceswheethaeisa dday bawen dosureand wark commendng

please contad: the Hepline on 0800 500 3009 for guidance.

Pleaszbeawarethat wemay nead toréfe your casetothe Department far Culture Media & Spart far adeddon on dighility.

Question 23 isconfusing.
If you arehaving diffiaulty in completing thissttion of theapplication, pleeseantad theHdpline If wenesd todarify any pantsafter
thedaim hasban submitted, wewill contad the aorrepondant.

ELIGIBILITY QUERIES

Can | claim solely for aretention where it isunder £1,000, but relatesto worksthat have been previously
settled through the scheme?

No. Each application istreated in isdation, o mug achievetheminimum £1,000 threshdd. If your reention islikdy tobeunde this
amount, wewauld advisethat you retain thefinal application until thisinva cecan beinduded. Natethat inva ceesmug belessthan 12
monthsdd. Howeve, fram 1 Octabar 2013, each lided placedf warship will also beallowved to submit onedaimusnginvaaswith a
valued lessthan £1000, but marethan £500 (exdudingthe VAT paid) in any twdvemonth periad (ssenae3.l).

GENERAL QUERIES

Do | need to register with the scheme prior to applying?
No, thereisno reguiremantt to prereg4a. Oncewarkshavebem undataken and theinvd cehasben sdtled, you shauld aubmit theapplication.

What isthe deadline / time limit for a claim to be submitted?
Theghemewill only acogat inva assup to 12 monthsfram thedated issue  The Governmant has aonfirmed thefunding availal efor
theghameuntil March 2020.

Isthere alimit to the number of applicationsthat | can submit?
No.

Appeals—What if | disagree with the grant | am paid for a claim?
In thefird ingancg you shauld antad the LPW Hdpline If thematter ramainsunresdved, your application will berdfered tothe
Department far Culture Media and Spart far a final dedson.

In making an application can we nominate whom payments are made to?
Payments shauld bemadeto the argani sation that inaurred the VAT at far therepairs— narmally thiswauld bethe Parachial Church

Caundl o an apprapriate body.
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Annex A

The public registers of listed buildings are drawn up by, and applications for using and listing related enquiries should be
made to:

ENGLAND
Historic England

Historic England

4th FHoor

Cannon Bridge House
25 Dowgate Hill
London EC4R 2YA

Tel: 03703330607
http://www.historicengland.org.uk
https.//www.historicengland.org.uk/listing/apply-for-listing/

SCOTLAND
Historic Scotland

Longmore House
Salisbury Place
Edinburgh EH9 1SH

Tel: 0131 668 8600
http://www.historic-scotland.gov.uk

WALES
Cadw

Welsh Government
Plas Carew

Unit 5/7 Cefn Coed
Parc Nantgarw
Cardiff CF157QQ

Tel: 01443 336000
Fax: 01443 336001
http://www.cadw.wal es.gov.uk

NORTHERN IRELAND
Department of Environment

Department of Environment Headquarters
Clarence Court

10-18 Adelaide Street

Town Parks

Belfast BT2 8GB

Telephone: 028 9054 0540
Email: enquiries@dloeni.gov.uk
Web: http://www.doeni.gov.uk
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Applying To Have A Building Listed

Buildings are considered for listing in two ways:
B anyone can ask the appropriate body listed above to consider an individual building;
B huildingsarelised if identified as being of special architectural or historic interest.

If you wish to apply to have a building considered for listing, you should send the following to the relevant listing authority
shown above:

®  clear original photographs of the building showing all accessible sides asthey are at present, including internal
photographs if possible (please label the photographs on the back);

B an Ordnance Survey or A to Z map extract (or an up-to-date site plan) showing the location of the building —if
possible please indicate on it the position from which the photographs were taken and its postcode;

B anyinformation you have on the building’s architectural and historical interest; details of any threat to the building
which you are aware of which may affect its architectural or historic interest;

B wherepossible, the name and contact telephone number for the owner.

You can apply online or find further information at the following web addresses:

England:
https//www.historicengland.org.uk/listing/apply-for-listing/

Scotland:
http://www.historic-scotland.gov.uk/index/heritage/ historicandlistedbuildings/listingproposal.htm

Wales:
http://cadw.wal es.gov.uk/historicenvironment/hel p-advice-and-grants/makingchanges/ listedbuildconsent/ Aang=en

Northern Ireland:
https:// apps.communitiesni.gov.uk/Buildings/ buildM ain.aspx ?Accept
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