Participant User Guide: for completing your RHI Annual Declaration 





Here you will find useful information on how to complete the form required to receive payment for Renewable Heat Incentive (RHI) Scheme Closure.
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[bookmark: WhatisanAnnualDeclaration]What is an Annual Declaration?
An Annual Declaration is a form that participants must complete through the RHI Register each year. The declaration is used to confirm that the information held in relation to your installation and participation in the Renewable Heat Incentive (RHI) Scheme Closure remains accurate and up to date. Completing the declaration helps ensure that the Department has the information required to assess and process any payments due to you under the Scheme Closure arrangements.
It is important that you read each section carefully and ensure all responses are accurate before you submit the form.
Failure to complete the Annual Declaration, or providing incorrect or incomplete information, may result in delays to the processing of payments or may affect your entitlement under the Scheme Closure arrangements.
[bookmark: Why]Why do I need to complete an Annual Declaration?
The Annual Declaration is required to ensure that the information held on the RHI Register remains accurate, complete and up to date. By completing the declaration, you confirm that the details relating to your participation in the RHI Scheme are correct and that any relevant changes have been declared.
The information provided through the Annual Declaration is used to verify your continued eligibility and to support the assessment and processing of any payments due under the RHI Scheme Closure arrangements. It is therefore important that all questions are answered accurately and that the information submitted reflects your current circumstances.
[bookmark: When]When do I need to complete my Annual Declaration?
Your Annual Declaration will become available on the anniversary of your accreditation date. When it becomes available, you should log in to the RHI Register and complete the declaration as soon as possible.
You must ensure that your Annual Declaration is submitted before the deadline specified on the RHI Register. Completing the declaration promptly helps ensure that your information remains up to date and that there are no unnecessary delays in the processing of payments due under the RHI Scheme Closure arrangements. It is your responsibility to ensure that the declaration is completed and submitted on time.
[bookmark: Whatinformation]What information should I have ready before I start?
Before starting your Annual Declaration, you should ensure that you have access to your RHI Register account and that you have all relevant information available to help you complete the declaration accurately.
As part of the Annual Declaration process, you will be required to upload the following evidence:
· A photograph of your biomass boiler.
· A photograph of the boiler nameplate, clearly showing the manufacturer, model and serial number details.
· A photograph of the biomass boiler within its surrounding installation or boiler house, taken from a wider distance to show the full installation.
Providing clear, up-to-date photographs will help ensure that your declaration can be processed without unnecessary delays. Before beginning the declaration, it is recommended that you take these photographs and save them in an easily accessible location on your computer or device so that they are ready to upload when required.
[bookmark: HowdoIaccess]How do I access the Annual Declaration on the RHI Register?
To access your Annual Declaration, you must first sign in to the RHI Register using your NIDA account. Once signed in, select the relevant installation and navigate to the Annual Declaration section.
If an Annual Declaration is due, it will be available from the anniversary of your accreditation date and will be displayed on the installation record. You can then open the declaration, review the information provided and complete the required questions before submitting the form.
[bookmark: WhatshouldIcheck]What should I check before submitting?
Before submitting your Annual Declaration, check that all information is accurate, all required questions are completed, and the correct clear and legible supporting files and images have been uploaded.
Providing accurate information and the required evidence will help prevent delays in the assessment of your declaration and any payments due under the RHI Scheme Closure arrangements
[bookmark: Whathappens]What happens after I submit the Annual Declaration?
Once you have submitted your Annual Declaration, a confirmation message will be displayed on the RHI Register to confirm that your declaration has been received. You should retain any confirmation reference provided for your records.
Your Annual Declaration and supporting evidence will then be reviewed as part of the RHI Scheme Closure process. This includes checking that all required information has been provided and that the supporting photographs submitted are clear and meet the declaration requirements.
Provided that all required information has been submitted, and no further clarification is required, payments are normally issued within six weeks of the Annual Declaration being successfully submitted. If additional information is required, you may be contacted and this could affect the payment timescale.
To help avoid delays, ensure that all questions have been answered accurately and that the required photographs have been uploaded before submitting your declaration
[bookmark: WhatifImakeamistake]What if I make a mistake or need help?
For assistance, please contact the RHI Management Team using the contact details provided in your correspondence. If you would like to include specific contact information in this guide, you can add:
Email: rhimanagement@economy-ni.gov.uk
Telephone: 02890 257571
The RHI team will be able to provide guidance on completing your Annual Declaration and help resolve any issues that may prevent you from submitting your declaration successfully.














Completing the Annual Declaration
[bookmark: Step1]Step 1: Sign in to the RHI Register
Follow the instructions shown on the screen. Check the information carefully before moving to the next page.
[image: Screenshot of a login page for nidirect account access, prompting users to enter email address and password.]

· Input your email address
· Type in your password
· Click Sign In

[image: Screenshot of a multi-factor authentication webpage for nidirect account, prompting user to check email for a security code. Page includes a text box for entering the security code and buttons labeled Submit, Cancel, and Resend security code, with a blue header containing nidirect logo and Contact us link.
]

· Follow on screen instructions to check your email for the security code
· Input the security code from your email and click Submit

[image: Screenshot of a web page for DfE Non Domestic Renewable Heat Incentive (RHI) Register. The page includes a welcome message, important notes about data sharing, fraud prevention, and terms acceptance, along with instructions for completing annual declarations and a green "Declarations" button.]

· After reviewing the above screen, click on Declarations to continue

[bookmark: Step2]Step 2: Opening the Annual Declaration
Follow the instructions shown on the screen. Check the information carefully before moving to the next page.

[image: A screenshot of a table titled "Active Declarations" showing details of a single declaration with columns for RHI Number, Installation Name, Installation Address, Declaration Due, and Status. 

The table lists one entry as an example ]
· Click on the underlined RHI number to open the Annual Declaration.
· If you have more than one installation, there could be more than one Declaration listed to complete but this is dependent on the anniversary of the accreditation date.
[bookmark: Step3]Step 3: Review the information shown
Follow the instructions shown on the screen. Check the information carefully before moving to the next page.

[image: Screenshot of a review installation page displaying declaration and installation details in two separate tables with gray headers. Key data includes RHI number, period start and end dates, year, installation load factor, tariff band, capacity, business name, address, technology type, and load factor.]
[image: Screenshot of a contact and bank details form showing email, home, mobile, and business phone numbers along with partially redacted bank account number. The form includes confirmation instructions, an email link for amendments, and navigation buttons labeled Next, Back, and Save & Exit.]


· When you are satisfied that the above details on your Annual Declaration are correct, click next.















[bookmark: Step4]Step 4: Complete the declaration questions
Follow the instructions shown on the screen. Check the information carefully before moving to the next page.
[image: Screenshot of an ownership declaration form for an RHI accredited installation showing details such as RHI Number, Period Start and End dates, Year, Installation Load Factor, Tariff Band, and Installation Capacity. The form includes a yes/no question about ownership status during the declaration period with navigation buttons labeled Next, Back, and Save & Exit.
]

· Confirm Ownership by selecting Yes or No
· Click Next



[image: Screenshot of a form titled "Location" showing declaration details for an installation, including RHI Number, period start and end dates, year, installation load factor, tariff band, and capacity in kWth. The form asks if the installation remained at the last notified location during the specified period with Yes and No radio buttons, along with Next, Back, and Save & Exit buttons at the bottom.
]


· Confirm Location by selecting Yes or No
· Click Next



[image: Screenshot of a form titled "Eligible Heat" displaying declaration details such as RHI number, period start and end dates, year, installation load factor, tariff band, and installation capacity in kWth. The form asks if the installation generated heat for an eligible purpose during the specified period with Yes and No radio button options and navigation buttons labeled Next, Back, and Save & Exit.
]



· To confirm if your installation generated heat by selecting Yes or No
· Click Next

[image: Screenshot of a payment band declaration form showing details such as RHI number, period start and end dates, year, installation load factor, tariff band, and installation capacity. The form includes radio button options for selecting payment band usage levels over the past 12 months, with buttons for Next, Back, and Save & Exit at the bottom.
]


· Confirm your Operational Use; there are 4 payment bands to choose from.
· If the installation has been used more than 66.7% (or more than 2/3rds) when compared to the 2017-2019 period, then choose this option. If you are eligible to receive payment, you will receive the full amount. 
· If the installation was used less than two thirds but more than one third in the period (i.e., if you used it less than 66.7% but more than 33.3%) when compared to the usage that was established as normal in the 2017-2019 period, then choose this option. If you are eligible to receive payment, the load factor will be adjusted to reflect 2/3rd usage.
· If the installation is used less than 33.3% but more than 5% when compared to the 2017-2019 period which established normal use, then choose this option. If you are eligible to receive payment, the load factor will be adjusted to reflect 1/3rd of that which was used in the 2017-2019 period.
· If the installation was used 5% or less when compared to what was considered the normal usage established in the 2017-2019 period, then choose this option.  If you are eligible to receive payment, the load factor will be adjusted to 5% of that which was used in the 2017-2019 period.
· Click Next

[image: Screenshot of form titled "Submission of evidence" for submitting installation details and photographic evidence related Annual Declaration. The form includes fields for RHI number, period start and end dates, year, installation load factor, tariff band, and capacity, along with instructions for uploading three recent photographs showing nameplate, close-up of installation, and installation location.

]

Uploading Photographs to the RHI Database
Participants are required to upload photographs as part of the Annual Declaration submission on the RHI Closure Register. These photographs will be used as supporting evidence to verify eligibility for the Annual Closure Payment and must meet the requirements outlined below. 


Before You Start

· You should only begin this process once you have received instructions from the Department to complete your Annual Declaration.
· Photographs must be clear, legible and relevant to the information requested.
· Files should be saved in a common image format, such as JPG or PNG. 

Photograph Submission for an Annual Declaration

Photograph Requirements
For an Annual Declaration submission, a minimum of three photographs must be provided. Each photograph must show a different view of the installation and meet the requirements below. 

Photograph 1: Installation Nameplate
· Provide a clear close-up photograph of the installation's nameplate.
· The photograph must clearly show the serial number of the installation.
· The serial number of the installation is required, not the serial number of any associated meter.

Photograph 2: Installation in Situ
· Provide a photograph taken from further away that shows the installation in its operating location.
· As much of the installation as is reasonably practicable should be visible within the photograph.

Photograph 3: Installation Context
· Provide a wider-angle photograph showing the installation within its surrounding environment.
· This image should show the installation in context, for example within a warehouse, factory, shed, workshop, plant room or similar premises.


General Photograph Standards

All photographs must:
· Be in focus and clearly show the relevant details.
· Be taken in sufficient lighting.
· Be free from glare, shadows or obstructions.
· Clearly show the information requested.
· Not be blurred, cropped or incomplete. 

How to Upload Photographs
· Access the Annual Declaration using the link provided in your correspondence.
· When prompted, select the option to upload supporting evidence.
· Click Upload File and select the required photographs from your device.
· Confirm that the correct photographs have been selected and uploaded successfully.
· You will not be able to submit the Annual Declaration until a minimum of 3 photographs have been uploaded. 
· You may upload more than 3 photographs of the installation if you believe this will be helpful
· Submit the form once all required information and supporting evidence have been provided. 


After Submission
Once submitted, your photographs and Annual declaration will be reviewed by the RHI Management Team. You may be contacted if further information is required.

To upload your files
· Click Choose file. This will open a new window for you to select the file from your computer. 
· Select the file required 
· Repeat this for the remaining files you wish to upload
· There is a minimum of 3 files required to be uploaded, but you may upload more if you wish.


[image: Screenshot of a file upload interface showing examples of three added files named 
Picture1_Biomass_Boiler.jpg, Picture2_Boiler_Nameplate.jpg, and Picture3_Boiler_in_Shed.jpg with their respective file sizes and delete options. 
The interface includes a section to upload additional files with a "Choose file" button, drag-and-drop area, and navigation buttons labeled Next, Back, and Save & Exit.

]


· Click next to continue

[image: Screenshot of an online declaration form confirming ownership and operational status of an RHI accredited installation, with all example answers marked "Yes" and payment band listed as Standard Operational Use. The form includes links to three photographic evidence files labeled as biomass boiler images, and navigation buttons labeled Next, Back, and Save & Exit.

]

· This screen above is an overview of your questions answered.
· When you are satisfied with the information on the declaration page, click Next.
[bookmark: Step5]Step 5: Review and submit

[image: Screenshot of a declaration statement table displaying details for a renewable heat incentive (RHI) with fields including RHI number, period start and end dates, year, installation load factor, tariff band, and installation capacity. Notable data includes a period from January 1 to August 1, 2026, an installation load factor of 50%, a tariff band for lower medium commercial biomass and municipal solid waste, and an installation capacity of 99 kWth.

]
[image: Screenshot of an online declaration form for submitting a request for payment related to an installation, outlining multiple confirmation statements the signatory must agree to. The form includes bullet points detailing responsibilities, compliance, eligibility, maintenance, and potential consequences for non-compliance, with "Submit," "Back," and "Save & Exit" buttons at the bottom.

]


· Read and understand all the statements on this page and click Submit


[image: Screenshot of a declaration confirmation form showing details for a renewable heat incentive, including RHI number, period start and end dates, year, installation load factor, tariff band, and capacity. The form confirms successful submission, estimated payment of £7617.74, and payment processing timeline within six weeks, with a green "Finish" button at the bottom.

]


· This page confirms that you have successfully completed your Annual Declaration and confirms the payment amount at point 2.
· Click Finish

[image: Screenshot of a section titled "Active Declarations" showing a message stating "No declarations were found." A green button labeled "Return" is located below the message.
]

· This page will show you that no further Declarations are to be completed.
· If you have more than one installation, further Annual Declarations will be listed here for completion.
· You can now close your browser window.
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DfE Non Domestic Renewable Heat Incentive

Welcome to the DfE Non-Domestic Renewable Heat Incentive (RHI) Register.

The Register will allow you to manage a range of administrative tasks related to your accredited installation. Currently,
only the completion of your Annual Declaration is available through this system. Additional features will be introduced
indue course.

o Please Note:

+ The details you provide may be shared with the relevant authorities to help prevent and detect crime
« Providing false or misleading information will result in your application being invalid
« Allfraud will be reported to the Police

« By continuing, you confirm that you understand and accept these terms and conditions

If you've received notification to complete an annual declaration, it willappear on this page. Please follow the
on-screen prompts to complete it.

If you do not see an annual declaration that you've been asked to complete, please contact the RHI team for
assistance.

Otherwise, please return when you receive notification that your annual declaration is due.
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Review Installation

Tis i the nformation we hold or ths nstallation.

Ifany ofthis nformationis incorrect, please contact us.

DectarationDetails
RHINumber NIRHI0064097

periodstart ovow2026

PeriodEnd owoar2026

Year n

Installtion Load Factor 5000

Installation TarffBand Lower medium commercial iomass and muricipal sold waste

Installation Capacity (<Wth) 9.0

Installtion Details
RHINumber NIRHIS0064097
Name o Business. Wanschiast
Addressof Business Adelaide House
39-49 Adelaide Street
Belfast
BT28FD
Name of nstllation Wunschlast 49190798 71176608
Aderess of installation Adelaide House
39-49 Adelaide Street
Belfast
BT28FD
Technology Type ‘Solid Biomass Boiler
LoadFactor 5000
TarffBand Lower medium commercial iomass and muricipal sold waste

Capacity 99.00
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Ownership

Declaration Details

RHI Number NIRHI90064097

Period Start 01/01/2026

Period End 01/08/2026

Year n

Installation Load Factor 50.00

Installation Tariff Band Lower medium commercial biomass and municipal solid waste
Installation Capacity (kWth) 99.00

During the period covered by this annual declaration, was Wunsch-Jast still the owner of
this RHI accredited installation?

Back Save & Exit
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Location

Declaration Details

RHI Number NIRHI90064097

Period Start 01/01/2026

Period End 01/08/2026

Year 1

Installation Load Factor 50.00

Installation Tariff Band Lower medium commercial biomass and municipal solid waste
Installation Capacity (kWth) 99.00

Did your installation remain at the location last notified during the period noted above?

Back Save & Exit




image9.png
Eligible Heat

Declaration Details

RHI Number NIRHI90064097

Period Start 01/01/2026

Period End 01/08/2026

Year 1

Installation Load Factor 50.00

Installation Tariff Band Lower medium commercial biomass and municipal solid waste
Installation Capacity (kWth) 99.00

Did your installation generate heat for an eligible purpose during the period noted above?

Back Save & Exit
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Payment Band

Declaration Details

RHI Number NIRHI90064097

Period Start 01/01/2026

Period End 01/08/2026

Year n

Installation Load Factor 50.00

Installation Tariff Band Lower medium commercial biomass and municipal solid waste
Installation Capacity (kWth) 99.00

Select the payment band that best describes usage over the past 12 months:

O Standard Operational Use - aligned with deemed annual usage
O Limited Operational Usage - higher band - two thirds of standard operational use
O Limited Operational Usage - middle band - one third of standard operational use

Limited Operational Usage - lower band - 5% or less of standard operational use

Back Save & Exit
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Submission of evidence

Declaration Details

RHINumber NIRHI90064097

Period Start 01/01/2026

Period End 01/08/2026

Year n

Installation Load Factor 50.00

Installation Tariff Band Lower medium commercial biomass and municipal solid waste

Installation Capacity (kWth) 99.00

You must upload a minimum of three photographs, taken within the last three months, which show the
following:

1.a photograph of the full nameplate on the installation, clearly showing serial number, make, model etc.
2. aclear photograph (close up) of the installation which includes connected pipework.

3. aclear photograph of the installation from a distance which shows its position in its location.

The maximum allowed photograph size is 10MB.

For further information, please refer to the guidance on photographs at Photographic Evidence Guidance .

Upload files

No file chosen

Choose file ordrop file

Back Save & Exit.
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Files added

File1 Picturel_Biomass_Boiler,pg, 63.3KB Delete
File2 Picture2_Boiler_Nameplate jpg, 57.5KB Delete
File 3 Picture3_Boiler_in_Shed.jpg. 71.4KB Delete

Upload files

Choose file ordrop file

Back Save & Exit.
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Declaration

Declaration - NIRHI90064097
During the period covered by this annual declaration, was Wunsch-Jast
still the owner of this RHI accredited installation?

During the period covered by this annual declaration did your
installation remain at the last notified location?

Did your installation generate heat for an eligible purpose during the
period?

Payment Band
Photographic evidence

Picturel_Biomass_Boiler.jpg
Picture2_Boiler_Nameplate.jpg
Picture3_Boiler_in_Shed.jpg

Nex

Back

Yes

Yes

Yes

Standard Operational Use

Save & Exit
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Declaration Statement

Declaration Details.

RHINumber NIRHI90064097

Period Start 01/01/2026

Period End 01/08/2026

Year A

Installation Load Factor 50.00

Installation Tariff Band Lower medium commercial biomass and municipal solid waste

Installation Capacity (kWth)  99.00
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Declaration

If any of the following statements are untrue. do not submit this declaration. Contact RHIManagement(@economy-
gov.uk for any inquiries.

By submitting this request for payment for the period covered by this declaration, | declare the following...

* lam the current authorised signatory of this installation, which authorises me to complete and submit this annual
declaration.

The answers provided by me as the authorised signatory are correct to the best of my knowledge.

| confirm that the installation is being used in accordance with the relevant eligibility criteria.

| confirm that ongoing usage of the installation complies with all ongoing obligations.

| confirm that | am complying with any conditions attached to the closure accreditation.

Iunderstand that | must respond to all requests for information as set out in the guidance.

I understand that failure to respond to requests for information within the notified timeframe may result in
withholding of closure payments pending investigation, or revocation of the accreditation of the installation, which
will end any and all eligibility for future RHI payments for this installation.

I understand that failure to notify change of circumstances within 28 days of the change occurring may result in the
withholding of closure payments pending investigation, or revocation of the accreditation of the installation, which
will end any and all eligibility for future RHI payments for this installation.

| understand that the Department for the Economy has a ZERO tolerance towards fraud. | understand that the
information | have provided may be shared for the purpose of the prevention and detection of crime, that misleading
information will render the application invalid and that all fraud will be reported to the police.

| confirm that the installation has been used to produce heat from an eligible renewable heat fuel source as per the
eligibility criteria and will provide evidence, on request, that the heat for which the annual closure payments are
made is used for an eligible purpose.

| confirm fuel records have been kept for a period of 7 years from purchase . and will provide. on request by the
Department, records of the type of fuel purchased and used.

| confirm that the installation has been maintained in good order and maintenance and service records will be kept
for aperiod of seven years. | will provide, on request by the Department, records of maintenance and servicing.

| confirm | willinform the department if the accredited installation becomes damaged beyond repair.

| understand that the installation may be selected for onsite inspection at any time. and consent for the Department
for the Economy. o its authorised agent to have reasonable access to the premises for an inspection of the
accredited installation.

| confirm that, if requested. | will repay any overpayment in accordance with any notice served under the regulations.

| confirm | will comply with any other administrative requirements that the Department may specify in relation to the
effective administration of the Scheme.

Back saescst
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Declaration confirmation

Declaration Details

RHI Number NIRHIZ0064097

Period Start 01/01/2026

Period End 01/08/2026

Year Bl

Installation Load Factor 50.00

Installation Tariff Band Lower medium commercial biomass and municipal solid waste

Installation Capacity (kWth)  99.00

‘The Annual Declaration form has been successfully submitted and will be reviewed.

Ifyou are eligible for payment, based on the answers you have confirmed, the payment you will receive for this
period will be £7617.74.

We aim for payments to reach your account within 6 weeks from receipt of your completed declaration. subject to
resolution of any queries which may arise.

We would be grateful if you do not contact the office in relation to payment time within these timescales to allow us
to process payments as quickly as possible.
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Active Declarations

No declarations were found.
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nidirect account

Do you have an nidirect account?

Email address

Password

Create account
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nidirect Contact us

nidirect account

Multi-factor authentication

Check your email

To improve the security, we have introduced a two step security verification via email. You will shortly receive a
security code within an email message. Please enter the security code in the box below to continue.

Security code

Cancel Resend security code




