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The payment process



Step 1 – All payment requests need to be forecasted in your 
Monthly Monitoring Report (MMR) Step 3 Forecast Tab

Step 2 – Payment request documentation is submitted to Salix by the 
deadline shown on your MMR

Step 3 – Salix reviews payment request and makes payment. Funds will be 
received by the date shown on your MMR



Payment Process 
overview

• All payment claims must be forecasted in 
your Monthly Monitoring Report (MMR)

• Salix draws down funds from HM Treasury 
in advance

• Any unforecasted claims cannot be paid
• Payment claims are then submitted to 

Salix by the ‘last date to submit payment 
request date’ stated on the MMR

• Payment claims are on an evidence of 
need basis

• Accurate forecasting is essential –
inaccurate forecasts impact our ability 
to make payments



Payment timelines



Payment timelines

Payment Period 
Deadline to forecast 
(MMR Submission)

Deadline to submit 
payment request Date to receive funds by 

Period 2 Wed-15-Mar Thu-27-Apr Wed-24-May
Period 3 Fri-14-Apr Thu-25-May Wed-21-Jun
Period 4 Mon-15-May Thu-22-Jun Wed-19-Jul
Period 5 Thu-15-Jun Thu-20-Jul Wed-16-Aug
Period 6 Fri-14-Jul Thu-24-Aug Wed-20-Sep
Period 7 Tue-15-Aug Thu-21-Sep Wed-18-Oct
Period 8 Fri-15-Sep Thu-19-Oct Wed-15-Nov
Period 9 Fri-13-Oct Thu-23-Nov Wed-20-Dec
Period 10 Wed-15-Nov Wed-04-Jan Wed-24-Jan
Period 11 Fri-15-Dec Thu-25-Jan Wed-21-Feb
Period 12 Mon-15-Jan Thu-22-Feb Wed-20-Mar



Forecasting payments



Forecasting payments

• Payment period starts on the 15th with a forecast in the MMR 
submission

• The forecast should be what is claimed in the corresponding 
period

• We cannot guarantee payment for large variances

• If there is consistent variance in forecast vs. actuals we may not 
be able to include your forecast in the next payment period

• Salix shares information with HM Treasury up to two months in 
advance of payment to grant recipients

• Forecasts cannot be changed once shared with HM Treasury



Example

Payment Period 
Deadline to forecast 
(MMR Submission)

Deadline to submit 
payment request Date to receive funds by 

Period 6 Fri-14-Jul Thu-24-Aug Wed-20-Sep

• You will receive invoices from your contractor on 20th August for 
orders placed. 

• To claim this payment you will need to forecast this claim in your 
MMR submission on 14th July

• You will need to submit these invoices as part of a full payment 
claim by 24th August. Funds will be received by 20th September 



Guidelines

Meet with 
contractors and 
suppliers to 
agree invoicing 
dates and values

Ensure your 
Accountable 
Officer will be 
available to sign 
the payment 
request 
documents
Email confirmation from 
the AO required to 
appoint authorised 
personnel

Payment 
document 
templates and 
video guides for 
completing these 
are available on 
the Salix website

Your Salix 
Relationship 
Manager is here 
to help with any 
queries

There is no 
requirement to 
forecast a 
payment every 
month unless your 
project cashflow 
requires this 



Monthly Monitoring Report - forecasting



• The forecast should be updated each month to 
reflect invoices expected for future periods

• Date completing forecast should be updated
• Year to date actual + Remaining forecasted grant

need to equal the grant allocation
• Funding still to forecast should be £0



• Forecasted amounts should reflect what you expect to be able to submit as a 
payment request by the last day to submit date

• This forecast needs to be as accurate as possible
• Commentary should be provided for any underspend or significant changes
• Only PSDS funding should be included (do not included your own 

contribution)



Submitting payment 
requests



Submitting payment requests

Payment is subject to 
accurate forecasting 
and meeting other 
requirements of the 
grant

Deadline to make 
claims is the ‘last 
day to submit 
payment 
request’ date 
which can be 
found on the MMR

Submit prior to 
deadline where 
possible

Due to the due diligence checks we need to carry out, and to make sure 
we have sufficient time to query any submissions, we are unable to make 
payment where documents are submitted to Salix after the final 
submission deadline each month



Payments & 
other grant 
requirements 

To help ensure we are effectively 
managing PSDS projects we can only 
make payments where;
• Salix has received your Monthly 

Monitoring Report, for the purpose of 
having an accurate picture of project 
development and up to date forecasting, to 
verify payments are aligned to the needs of 
the project

• Any conditions outlined in your grant offer 
letter are resolved promptly and in line with 
the timelines in schedule 2 to ensure projects 
meet the scheme criteria

• Any change request criteria are resolved 
to provide assurance that the scope 
submitted meets the scheme criteria  



Payment request documents

1. Schedule 5 Payment Request
• Template found in your Grant Offer Letter or requested from your relationship 

manager
• Details value and bank details
• Signed by Accountable Officer (can be done via DocuSign)

2. Statement of Expenditure
• Excel document to list the evidence provided in each submission
• Signed by Accountable Officer in PDF format (not a typed signature)
• All fields must be completed

3. Evidence (invoices)
4. If you have submitted a payment request different to the forecasted claim, 

you must submit a revised forecast

• Check that all of the above are consistent



Payment request documents – invoices

Clearly addressed to the grant recipient 

Includes your PSDS Project Reference 

Clearly states what works have taken place and the related technology

Each site should either be a separate invoice or provided as a clear breakdown 
on the invoice

A valuation or breakdown of works may be required for larger invoices or where 
invoice description is not detailed enough 



Example Invoice - Accepted



Example Invoice – Not Accepted



Schedule 5



Statement of Expenditure



DNO works

• DNO works may need to be paid upfront
• In these cases we can accept:

oDNO agreement (including summary of the works and 
explanation of why costs are needed up front)

o PO if available or reason as to why not
• DNO works are an exception to the need for invoices for 

payment
• Invoices should be provided once available



Q&A session



Thank you
Email: info@salixfinance.co.uk
Call: 020 4542 6439

Your Salix Relationship Manager is also on hand to 
support with any queries you may have on the payments 
process for your project
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