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GRANT PREPARATION TEMPLATE
Grant Claim Pack & Project Completion Report
Most grants pay by reimbursement after the project. Use this pack to collect evidence as you go, so your claim is not delayed or rejected.
	EDGE Grant
	Up to 50% of eligible costs for SMEs and up to 30% for non-SMEs. Internationalisation and sustainability activities get up to 70% for SMEs and up to 50% for non-SMEs. The rate depends on the activity, so check each activity page.  Official page: https://www.enterprisesg.gov.sg/financial-support/edge-grant



	How to use this template
1. Grey italic text is guidance. Replace it with your own answers.
1. This is a preparation aid, not the official application form. Submit on the official portal; its questions may differ.
1. Ask our AI Grant Expert at businessgrants.sg/check if you are unsure which grant fits.


1. Applicant details
Use the exact company name and UEN shown on your ACRA bizfile. Vendor quotations must be addressed to this name.
	Registered company name
	As shown on ACRA bizfile

	UEN
	e.g. 201912345K

	Registered address
	

	Contact person, role
	Name, designation

	Email / phone
	

	Industry (SSIC) and main activity
	

	Group annual sales (latest FY)
	S$

	Group employment
	Total headcount

	Local employees (SC/PR)
	From CPF contribution records

	Local shareholding
	% held by Singapore citizens / PRs (most grants need at least 30%)

	Grant and application ID
	e.g. EDGE, application number on BGP

	Letter of offer date
	


2. Project completion summary
	Project title
	

	Actual start and end dates
	

	What was delivered
	

	Changes from the approved scope
	Changes usually need approval through a change request before you claim


3. Costs incurred
Match every invoice to the approved cost items. Only costs incurred within the approved project period qualify.
	Invoice no.
	Vendor
	Invoice date
	Amount (S$, before GST)
	Paid on
	Approved cost item

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


4. Outcomes achieved
Compare actual results with the projections in your application. Agencies may ask for these for a few years after the project.
	Measure
	Projected
	Actual
	Explanation of any gap

	Revenue (S$)
	
	
	

	Cost savings (S$)
	
	
	

	Overseas sales (S$)
	
	
	

	New qualifying jobs
	
	
	


5. Claim checklist
	✓
	Document
	Status / notes

	☐
	Final invoices addressed to the ACRA-registered company name
	

	☐
	Proof of payment for every invoice (bank statements or transfer records; cash payments are often not accepted)
	

	☐
	Deliverables (reports, photos of deployed solutions showing their unique ID, certificates, licences)
	

	☐
	Audit engagement letter, where an auditor from the Panel of Auditors is required
	

	☐
	English translations of any foreign-language documents
	

	☐
	Approved change requests, if the scope, vendor or timeline changed
	

	☐
	Outcome / KPI report
	



	Claim tips
1. Submit the claim within the deadline in your letter of offer. For EDGE, claims are due within 14 working days of signing the audit engagement letter where an audit is needed.
1. Keep every document for at least 5 years in case of audit.
1. Check the latest claim rules on the agency's official page. Information checked 23 Oct 2026.
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