	ANNEX C TO 

RE CPD BURSARY SCHEME (RE CPD BS): 

ADMINISTRATIVE INSTRUCTIONS


To:
Executive Secretary

RE CPD BS, Room 27A, Building 29

Brompton Bks, Chatham, Kent, ME4 4UG
APPLICATION FOR RE CPD BS SUPPORT
	PART 1 – APPLICATION CONTROL (RE CPD Team use only) – delete/complete as necessary


	A. This application is
	For a single programme of less than a year

	
	For a programme of 2 or more years/identifiable learning phases and is the first application/second of 2 applications/second of 3 applications/third of 3 applications

	B. Serial number(s)
	Last recorded (if any)

	

	
	For this application

	

	C. Previous unrelated applications
	Yes/No

	
	Successful – Total of RE CPD BS awards to date: £

	
	Unsuccessful


	PART 2 – APPLICANT’S PERSONAL DETAILS


	Surname

	
	Forename(s)


	Rank
	
	Army No



	Unit
	
	Sub-unit



	Job Title

	
	Tel No / Ext


	Date of Enlistment/Joining
	
	Date of Birth



	Address
	


	PART 3 – PERSONAL DEVELOPMENT STATUS 


	A. Highest Qualification 

Currently Held
	Title of Award



	
	Level in NQF (if applicable)

	
	Level in SCQF (if applicable

	B. Professional Body Membership
	Yes / No
	

	
	Category
	

	
	Title of Body


	

	PART 4 – CLAIM STATUS


	Claim Description

	A.   I have received RE CPD BS support before
	Yes / No

	B.   This application relates to a single learning programme lasting less than a year 
	Yes / No

	C.   This application relates to the first year or identifiable phase of learning of a learning programme comprising 2 or more study years or phases of learning
	Yes / No

	D.   This application relates to the second and final year or identifiable phase of learning of a single programme comprising 2 study years or phases of learning
	Yes / No

	E.   This application relates to the second year or identifiable phase of learning of a single programme comprising 3 study years or phases of learning
	Yes / No

	F.   This application relates to the third and final year or identifiable phase of learning of a single programme comprising 3 study years or phases of learning
	Yes / No

	G.   Completion of this programme is part of my Personal Development Plan (PDP), a full copy of which is attached
	Yes / No


	PART 5 – DETAILS OF CURRENT/PROPOSED LEARNING PROGRAMME 


	A. Number (if any)
	

	B. Title
	

	C. Institution or

Organisation Details
	Name
	

	
	Address


	

	
	Telephone
	

	
	E-mail (if any)
	

	D. Programme Dates

(as applicable)
	Current Year/Phase/Stage
	Start
	Finish

	
	Previous Year/Phase/Stage
	
	

	
	Next Year/Phase/Stage
	
	

	
	Final Year/Phase/Stage
	
	


	PART 6 – PRIORITY CLAIMED 


	Priority (Select one only)

	No
	Brief Definition
	Claimed

	1
	No qualification above Level 3 in the NQF or Level 6 in the SCQF and no professional body membership, so seeking:
	Yes / No

	
	To gain a such a qualification (or higher)
	Yes / No

	
	Professional body membership
	Yes / No

	
	Another form of occupational recognition or proficiency
	Yes / No

	2


	Member of professional body but no qualification above Level 3 in the NQF or Level 6 in the SCQF, so seeking:
	Yes / No

	
	To gain a such a qualification (or higher)
	Yes / No

	
	Another form of occupational recognition or proficiency
	Yes / No

	3
	Qualified above Level 3 in the NQF or Level 6 in the SCQF but hold no professional body membership, so seeking to obtain such membership through study
	Yes / No

	4
	No qualification above Level 3 in the NQF or Level 6 in the SCQF, but member of a professional body membership and seeking a higher grade of membership requiring completion of a programme of learning
	Yes / No

	5
	Qualified above Level 3 in the NQF or Level 6 in the SCQF and member of a professional body membership but seeking a higher grade requiring completion of a programme of learning
	Yes / No

	6
	Qualified above Level 3 in the NQF or Level 6 in the SCQF and member of a professional body membership but seeking another form of occupational recognition or proficiency through study
	Yes / No


	PART 7 – FINANCIAL MATTERS


	A. 
	PROGRAMME FEES

	1
	Previous Year/Phase/Stage

	£
	

	2.
	Next Year/Phase/Stage3
	£
	

	3
	Final Year/Phase/Stage3
	£
	

	4.
	Year/Phase/Stage applied for here
	
	£


	B. 
	INDIVIDUAL CONTRIBUTION

	1.
	Amount at A4 above
	£
	

	2.
	Less mandatory 20% Individual Contribution
 
	£
	

	3.
	Amount remaining to pay
	
	£


	C. 
	SLC GRANT RECEIVED/REQUESTED FOR THIS PROGRAMME


	1.
	Amount at B3 above
	£
	

	2.
	Less SLC requested, promised or received

	£
	

	3.
	Amount remaining to pay
	
	£


	D. 
	ELC GRANT RECEIVED/REQUESTED FOR THIS PROGRAMME5

	1.
	Amount at C3 above
	£
	

	2.
	Less ELC requested, promised or received6
	£
	

	3.
	Amount remaining to pay
	
	£


	E. 
	IRTC GRANT RECEIVED/REQUESTED FOR THIS PROGRAMME5

	1.
	Amount at D3 above
	£
	

	2.
	Less IRTC requested, promised or received6
	£
	

	3.
	Amount remaining to pay
	
	£


	F. 
	MOD OU GRANT RECEIVED/REQUESTED FOR THIS PROGRAMME5

	1.
	Amount at E3 above
	£
	

	2.
	Less OU grant requested, promised or received6
	£
	

	3.
	Amount remaining to pay
	
	£


	G. 
	ANY OTHER FUNDING RECEIVED/REQUESTED FOR THIS PROGRAMME

	1.
	Amount at F3 above
	£
	

	2.
	Less any MOD or other public funding requested, promised or received, including from unit funds6
	£
	

	3.
	Amount remaining to pay
	
	£


	PART 8 – DOCUMENTS ATTACHED BY APPLICANT (Certified true copies only)


	A.  Current Personal Development Plan
	Yes/No

	B.  Official programme description
	Yes/No

	C.  Details of programme fees
	Yes/No

	D.  Receipt for programme fees paid
	Yes/No

	E.  Copy of any related SLC application or notification of grant (if any)
	Yes/No

	F.  Copy of any related ELC application or notification of grant (if any)
	Yes/No

	G.  Copy of IRTC application or notification of grant (if any)
	Yes/No

	H.  Copy of MOD OU grant application or notification of grant (if any)
	Yes/No

	I.   Copy of any other application for public funding or notification of grant (if any)
	Yes/No


	PART 9 – APPLICANT’S DECLARATION


	I, the above-named, hereby apply for an RE CPD BS grant to assist me in paying the amount shown at 7G3 above.   I declare that all information given in this form of application is accurate to the best of my knowledge and truly reflects my situation   I undertake to make every effort to complete the programme described above in accordance with my personal development plan and any action plan agreed with the programme provider, including attendance at meetings and the completion of written or other work as assigned.    I agree that I will reimburse REVETT any grant made to me for the afore-mentioned programme, in full or in part at the discretion of the Trustees, should I fail to complete it other than for demonstrable health, compassionate or operational reasons.

	Signature
	Initials and Surname



	Rank


	Contact Telephone




	PART 10 – REGIMENTAL ADMINISTRATIVE OFFICE (RAO)
 VERIFICATION


I have scrutinised this application, with particular reference to Part 7, and find it to be factually accurate as far as I can ascertain.
	Signature


	
	Office Date Stamp

	Initials and Surname


	
	

	Job Title


	
	

	Contact Telephone


	
	


	PART 11 – CERTIFICATE BY COMMANDING OFFICER (OR EQUIVALENT) 


I fully support this application.   The applicant is known to me and, in my opinion, fully meets the criteria required for a RE CPDB BS grant, with which I am familiar.   I have verified all of the information provided and certify that the documents attached are either the originals or true copies thereof appropriately annotated as such by me or another responsible person.

	Signature


	
	Office Date Stamp

	Initials and Surname


	
	

	Job Title


	
	

	Contact Telephone


	
	


	PART 12 – DECISION (RE CPD Team use only) – delete/complete as necessary


	Decision(s)

	A
	Approved by CE RE CPD in the amount of 

£_____________ 


	Yes/No

	B
	Rejected by CE RE CPD because:


	Yes/No

	C
	Referred to the REVETT Trustees by the CE RE CPD because:


	Yes/No

	D
	Approved by the Trustees in the amount of 

£_____________ on (date) ___________________

	Yes/No

	E
	Rejected by the Trustees because:


	Yes/No

	F
	The applicant may/may not reapply in respect of this programme
	Yes/No

	G
	The applicant may/may not reapply in respect of a future programme
	Yes/No

	H
	The applicant and Corps Treasurer were notified of the outcome at Appendix 1, with reasons if unsuccessful, 
on (date) _______________________


	Yes/No


	Signature


	
	Office Date Stamp

	Mr D K Lowe

	
	

	CE RE CPD


	
	

	Chatham Military (94661) Ext 2085

	
	


Appendix:
1.
RE CPD BS – Notification of Outcome of Application.  (Template letter)


































































� If this is a continuation claim, this should be the previous year’s serial number.


� Army Number + Surname + S (for courses under a year) + Date – eg 497758/CAPEL/S/230505 or


Army Number + Surname + M (for courses over one year) + 1st/2nd/3rd + Date - eg 28436195/SMITH/M/2nd/230505








� If any


� Eg, if total fee is £1,000.00, the minimum 20% individual contribution is £200.00.


� Some of these cannot be used together/concurrently in respect of a single learning programme.


� If nil, state “£NIL”.


� Or equivalent.
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