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Project Application and Appraisal Form – Instructions for Use

PLEASE READ THESE INSTRUCTIONS 
BEFORE YOU START TO COMPLETE THE FORM


The updated application form includes a range of features including auto calculation, access to guidance whilst you work and various “drop down” options.

In order for you to have access to the new features you must opt to have MACROS ENABLED when you open this document. 
If you are not asked to enable macros when you first open the form you will need to take the following steps:

· Open Microsoft Word

· Go into Tools (on your toolbar) 

· Options

· Select Security

· Select Macro Security

· Set to Medium

If your organisation uses a default HIGH security setting, the additional features of the new form will not be available to you until you set the default to MEDIUM.
Once you have accepted the form and enabled macros you should then re-set your macro security to high, if that is your organisations macro security policy.

Guidance is now included as part of the form. You can view the guidance for each question by clicking on [image: image2.wmf]i

 or scrolling to the end of the form to access the complete set of guidance.

The tables for costs funding and outputs now calculate automatically (providing you have enabled macros!)

If you have any queries please contact the person you are working with in emda as you develop your application.

For information, the application form is produced in word XP and uses word VBA macros.
THANK YOU
	PD Reference Number
	EMX     
	[image: image3.jpg]L]

Nottinghamshire
County Council





	emda Project Owner 
	     
	

	SRC Appraisal Officer
	     
	

	Date Application Received 
	     
	

	Date of Full Appraisal
	     
	


For emda use only - version 10.1 November 2009
SINGLE PROGRAMME PROJECT APPLICATION & APPRAISAL FORM
	Please read the accompanying application guidance which will help you in completing the application.

This can be found for each question by clicking on [image: image4.wmf]i

 or scrolling down to the end of the form.


	Project Name
	     


	1 PROJECT INFORMATION 
	

	1.1 Applicant’s Name 

For an internal emda application to go out to tender this will be emda. 
	[image: image5.wmf]i


	     

	1.2 Contact Name
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	1.3 Contact Address
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	1.4 Contact Tel. No.
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	1.5 Contact E-mail
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	1.6 What is the Applicant’s legal status? 
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	 FORMDROPDOWN 



	


	Charity Ref No:
	     

	VAT Reg. No:
	     

	Company Reg. No: 
	     

	1.7 Are any members of your organisation's personnel who are involved in the delivery of this project, either previous employees of emda or directly related to an emda employee? 
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	 FORMDROPDOWN 


	If ‘Yes’ please provide details:


	


	SRC USE ONLY

	Does the data provided raise any issues; are there any potential conflicts of interest?


	


	1.8 Project Location 
Where are the project’s beneficiaries located? In addition, if this is a capital build project, where is the building located (see guidance on biodiversity sensitive areas)?  If a service is being delivered from a specific address, please advise the address of the delivery premises.
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	1.9 Area of Impact 

This is the expected location of the beneficiaries.
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	 FORMDROPDOWN 


	For Sub-regional, County or District, please specify which:


	


	[image: image1]
1.10 Project Description

	What will this project do?  Please be as specific and concise as possible.
	


	


	How will it do it? 


	


	Please note this description may be used in the project contract and could also be placed on the emda website for publicity purposes.

	

	PROJECT OBJECTIVES – Please ensure these are SMART (Specific, Measurable, Achievable, Realistic and Time-bound)

	1.11 What objectives is the project trying to achieve?
E.g. improved business survival rates, higher quality jobs, community development, waste reduction, carbon reduction etc…
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	1.12 What impacts will the project have? 
[image: image89.wmf]i

E.g. effect on employment and/or investment, or Gross Value Added (GVA).


	


	SRC USE ONLY

	Comment on the project description and objectives. Are they clear and understandable? Are there any areas which cause you concern or which you feel need further development? 


	


	2 Project Background - Need and Demand

	2.1 What problems need to be addressed? What are their root causes?
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All public sector investment has to be justified on the basis that there is a need for the project but the private sector cannot do it or cannot do it unaided. This market failure can typically be grouped into four types. Please identify the market failures which relate to this project below:


	2.2 Market Failure Type
	Y/N

	Information – Project involves investing in an untried market or location where the information needed to make an informed investment decision either does not exist (imperfect information) or cannot be obtained easily or at a reasonable cost (Asymmetric information). This leads to an unwillingness to invest or lend by firms and bankers.


	y

	Externalities – Either the private sector cannot re-coup all of the financial benefits of the investment in a reasonable timescale - e.g. R&D or Staff Training (positive externalities), or there is no financial incentive to invest although wider social benefits are evident – e.g. reducing pollution, addressing dereliction (negative externalities).
	n

	Equity Rationale – The market is delivering but distribution of opportunities and outcomes is seen as uneven or unfair by society. People are disadvantaged by who they are, where they live or their level of income. 


	     

	Public Goods – The provision of goods and services for the public good where there would be no financial return to the private sector. E.g. streetlighting, parks and play areas etc.
	     


	2.3 Please explain how you have established there will be a demand for the project. This is different to the need detailed above and should detail what discussions you have had with the intended beneficiaries to establish the level of demand there is for this project and how their views have influenced the development of the project.
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	2.4 Are there any other organisations providing a similar solution?
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	SRC USE ONLY

	Has the applicant correctly identified the market failure for the project providing sufficient evidence to support this? If not, what changes or additional information is required?


	


	Has the applicant provided sufficient evidence of demand for the project? If not, what additional information is required? This should include details of discussions with intended beneficiaries and how this has influenced the project’s development.


	


	3 EQUALITY IMPACT ASSESSMENT
These questions are designed to explore the likely impact of the proposed project on under-represented groups. 
Please complete the following questions with regard to ethnicity, gender, disability and age. 
Please see guidance notes for supporting information.

	3.1 Who are the intended beneficiaries of this project? 
	[image: image15.wmf]i




	


	3.2 Who else does the project affect either positively or negatively? 
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	3.3 What is the current situation in terms of under-represented groups and the geographical area / sector your project is targeting? 
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	3.4 Given your answer to the above, have you identified any basis of need in terms of minority/under-represented groups? 
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	3.5 Explain how your project will address this. 
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	3.6 Where relevant, please explain how the implications for delivering the project in rural areas, or in ways accessible to rural residents or businesses, have been considered. 
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	3.7 How are the beneficiaries involved in the project’s development and ongoing design and delivery? This can include information provision, consultation and other involvement activity. 
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	3.8 Why do you think this approach will address the needs of the target beneficiaries? 
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	3.9 Please describe how the project has been designed to be accessible to all groups. 
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	SRC USE ONLY

	Has the project developer identified the project beneficiaries?


	


	Has data / research been used to identify the current situation in terms of under-represented groups and any particular needs they may face?  


	


	Has the likely impact of the project on under-represented groups been identified? Have appropriate steps been taken to address any likely adverse impact / encourage positive promotion?


	


	Has the Applicant explained how the project is being developed to ensure inclusion of under-represented groups and any particular need they may face? Have issues regarding delivery in rural areas been considered?


	


	4 STRATEGIC FIT 

	4.1 Give details of how the project fits and contributes to the Regional Economic Strategy (RES), emda’s Corporate Plan, the emda Business Plan, LAAs, MAAs and other National, Regional or Sub-Regional strategies and the UK Sustainable Development Strategy. 
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	The following two questions should be completed for projects delivering business support activity.

	4.2 Is this project aligned to the national Solutions for Business portfolio of business support products? If so, please state which product(s) the proposed activity aligns to? Is there any existing activity in the region, which the proposed activity duplicates?  
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	4.3 How will you use Business Link as your primary gateway to raise awareness and engage businesses for this project? 
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	SRC USE ONLY

	Has the applicant adequately justified the strategic fit of the project? 


	


	For projects delivering business support activity, is the project aligned with Solutions for Business and the Business Link primary gateway?


	


	Partners involved in the project development and delivery.

	4.4 Please indicate which (if any) parties you have informed, consulted and/or involved in the development of this project.
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	Organisation
	Contact Name and Job Title
	Informed, consulted or involved


	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	4.5 How did you inform, consult and/or involve each of these indicated parties? [image: image28.wmf]i




	


	4.6 What changes, if any, did you make as a result of the involvement activities described in questions 4.4 and 4.5 above? [image: image29.wmf]i




	


	SRC USE ONLY

	Does the list of Partners involved in the project seem reasonable and capable of developing and delivering the project?


	


	List any partners “missing” that you think should have been identified?  


	


	4.7 Project Start Date
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	4.8 Project End Date – Financial
This is the date of the last claim
[image: image31.wmf]i


	4.9 Project End Date – Physical
This is the project close date after all monitoring and evaluation has been undertaken.
 [image: image32.wmf]i



	     
	     
	     

	SRC USE ONLY

	

	Are these dates achievable? 


	


	5 OPTIONS ANALYSIS
You must complete all questions in this section providing at least one alternative option for each

	DO NOTHING 


	5.1 Explain what the impact would be on the intended beneficiaries if the project did not go ahead
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	5.2 Does emda have a statutory responsibility to provide funding (for example for Health and Safety reasons)? If so, what is the minimum funding emda must provide?
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	DO LESS 


	5.3 What would happen if a reduced level of funding was approved? Provide a scenario and detail the likely costs, outputs and outcomes from this option. Explain how the delivery would differ from the preferred option? 
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	5.4 What impact would this have on the intended beneficiaries?
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	ALTERNATIVE OPTIONS

	The following section should be used to detail the decision making process you have gone through to arrive at the preferred solution.


	5.5 SCOPE - Explain what options you have considered regarding the Scope of the project and why these have been discounted in favour of the chosen option. This could include changes in scale, geography, target audience etc. For each option detail the likely costs, outputs and outcomes and the reasons for discounting.
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	Alternative Option
	Costs/Outputs/Outcomes
	Reasons for discounting


	     
	     
	     


	5.6 DELIVERY - Explain what options you have considered to deliver the solution and why they have been discounted in favour of the chosen option. This could include different procurement methods, delivery in-house, Public Private Partnerships etc. For each option detail the likely costs, outputs and outcomes and the reasons for discounting.
	


	Alternative Option
	Costs/Outputs/Outcomes
	Reasons for discounting


	     
	     
	     


	5.7 IMPLEMENTATION - What options have you considered regarding the projects timescales and why have they been discounted in favour of the chosen option? This can include changes in start dates, length of delivery etc. For each option detail the likely costs, outputs and outcomes and the reasons for discounting.
	


	Alternative Option
	Costs/Outputs/Outcomes
	Reasons for discounting


	     
	     
	     


	5.8 FUNDING - What other funding options have you considered and why have they been discounted in favour of the chosen option? This can include different funding organisations, contributions from beneficiaries, revenue versus capital funding etc. For each option detail the likely costs, outputs and outcomes and the reasons for discounting.
	


	Alternative Option
	Costs/Outputs/Outcomes
	Reasons for discounting


	     
	     
	     


	SRC USE ONLY

	Has the applicant correctly identified the impact the do nothing option would have on the intended beneficiaries? Does this analysis appear reasonable?


	


	Has a viable reduced funding option been presented? Does this support the preferred option as being the minimum necessary to deliver the intended outputs and outcomes?


	


	If the project was not to be approved has the project correctly identified any statutory obligations and associated costs for emda?


	


	Has the applicant adequately identified changes in Scope, Delivery, Implementation and Funding and explained why they have been discounted against the chosen option? If not, what additional information is required?


	


	6 OUTPUTS AND OUTCOMES

	6.1 Detail the project’s outputs against the emda Output Framework 09/10 onwards. 

All outputs should be entered as Gross Attributable, for example if emda provides 25% of the total public sector funding then attribute 25% of the outputs to emda. All remaining outputs attributable to the public sector should be listed in the Other Public Sector (*OPS) outputs column.

When navigating around the table, use the tab key to move to the next cell and where a field is zero enter 0.
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	Core Outputs and Mandatory Components
	emda attributable outputs
	Total emda Outputs
	*OPS Outputs

	
	Year 1

April  FORMDROPDOWN 
 to March  FORMDROPDOWN 

	Year 2

April  FORMDROPDOWN 
 to March  FORMDROPDOWN 

	Year 3

April  FORMDROPDOWN 
 to March  FORMDROPDOWN 

	Future Years
	
	

	E1. Number of jobs created or safeguarded.
	     
	     
	     
	     
	   0.00
	     

	E2. Number of people assisted to get a job.
	     
	     
	     
	     
	   0.00
	     

	E3. Number of new businesses created and surviving twelve months and number of businesses attracted to the region.
	     
	     
	     
	     
	   0.00
	     

	E3a. Business Creation – Number of new businesses (under E3) demonstrating growth after twelve months.
	     
	     
	     
	     
	   0.00
	     

	E4. Business Support – Number of businesses supported to improve their performance.
	     
	     
	     
	     
	   0.00
	     

	E4a. Number of businesses within the region engaged in new collaborations with the knowledge base (knowledge base/business collaboration).
	     
	     
	     
	     
	   0.00
	     

	E5. Hectares of land brought back into beneficial use disaggregated by:
	

	Land reclaimed – brownfield (ha)
	     
	     
	     
	     
	   0.00
	     

	Land reclaimed – greenfield (ha)
	     
	     
	     
	     
	   0.00
	     

	Land serviced – brownfield (ha)
	     
	     
	     
	     
	   0.00
	     

	Land serviced – greenfield (ha)
	     
	     
	     
	     
	   0.00
	     

	Developed floorspace – brownfield (ha)
	     
	     
	     
	     
	   0.00
	     

	Developed floorspace – greenfield (ha)
	     
	     
	     
	     
	   0.00
	     

	E6a. Number of adults in work undertaking vocational skills development equivalent to Level three or above as a result of RDA programmes.
	     
	     
	     
	     
	   0.00
	     

	E6b. Number of people undertaking an additional twelve hours of STEM or Enterprise Capability based learning as a result of RDA programmes. 
	     
	     
	     
	     
	   0.00
	     

	E7. Financial Leverage – investment levered (£M) disaggregated by:
	

	Public Sector investment levered (£M)
	     
	     
	     
	     
	£   0.00
	     

	Private Sector investment levered (£M)
	     
	     
	     
	     
	£   0.00
	     

	ANY OTHER OUTPUTS THAT WILL BE DELIVERED BY YOUR PROJECT

	Output Name
	emda attributable outputs
	Total emda Outputs
	*OPS Outputs

	
	Year 1

April  FORMDROPDOWN 
 to March  FORMDROPDOWN 

	Year 2

April  FORMDROPDOWN 
 to March  FORMDROPDOWN 

	Year 3

April  FORMDROPDOWN 
 to March  FORMDROPDOWN 

	Future Years
	
	

	     
	     
	     
	     
	     
	   0.00
	     

	     
	     
	     
	     
	     
	   0.00
	     

	     
	     
	     
	     
	     
	   0.00
	     

	     
	     
	     
	     
	     
	   0.00
	     


	Output Assessment 

	6.2 For each output please explain the project activity that will deliver the output. 
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	Output Name
	Description of activity to deliver this output

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	6.3 How does this project compare with other similar projects? Please compare the cost per output with any known benchmark costs, either national benchmarks or comparison to previous activity you have delivered. 
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	SRC USE ONLY

	Are the outputs achievable, compliant with the emda output definitions and able to be evidenced?


	


	Are the other additional outputs relevant, attributable to the project activity and achievable?


	


	Project Outcomes 

	6.4 Detail the outcomes that relate to the project. These will be the additional impacts of the project over and above the direct outputs. 

The output should be linked to the outcome. For example if delivering E6b outputs you may be delivering qualifications that in the longer term lead to improved aspirations and better paid employment in jobs in a particular sector.
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6.5 How will you measure each outcome outlined above? 


	


	6.6 When do you anticipate the impact of this project will be delivered (in some cases this may be after the outputs are recorded as the impact may relate to longer term results)? 
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	SRC USE ONLY

	Are the outcomes realistic and achievable?  How will they be measured?


	


	Have the outcomes been linked to the outputs? 



	


	7 Project Costs and Profile

	7.1 Please provide a summary breakdown of ALL costs.  Itemise the specific expenditure under the headings provided. All costs must be exclusive of recoverable VAT, except where the Applicant cannot recover VAT (e.g. not VAT registered) in which case the non recoverable VAT cost line below should be completed.

All costs should be entered to the nearest pound.

When navigating around the table, use the tab key to move to the next cell and where a field is zero enter 0.
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	Total Project Costs 
	Previous Years
	Year 1

April  FORMDROPDOWN 
 to March  FORMDROPDOWN 

	Year 2

April  FORMDROPDOWN 
 to March  FORMDROPDOWN 

	Year 3

April  FORMDROPDOWN 
 to March  FORMDROPDOWN 

	Future Years
	Total

	Capital Costs

	Land Acquisition
	     
	     
	     
	     
	     
	   0

	Building Acquisition
	     
	     
	     
	     
	     
	   0

	Site Investigation
	     
	     
	     
	     
	     
	   0

	Site Preparation
	     
	     
	     
	     
	     
	   0

	Building and Construction
	     
	     
	     
	     
	     
	   0

	Plant and Machinery – Specify each item

	     
	     
	     
	     
	     
	     
	   0

	     
	     
	     
	     
	     
	     
	   0

	     
	     
	     
	     
	     
	     
	   0

	     
	     
	     
	     
	     
	     
	   0

	     
	     
	     
	     
	     
	     
	   0

	Fees
	     
	     
	     
	     
	     
	   0

	Other Capital costs – Specify each item

	     
	     
	     
	     
	     
	     
	   0

	     
	     
	     
	     
	     
	     
	   0

	     
	     
	     
	     
	     
	     
	   0

	     
	     
	     
	     
	     
	     
	   0

	     
	     
	     
	     
	     
	     
	   0

	Non recoverable VAT
	     
	     
	     
	     
	     
	   0

	A) Total Capital Costs
	£   0
	£   0
	£   0
	£   0
	£   0
	£   0

	Revenue Costs

	Staff Costs

	Staff  Recruitment
	     
	     
	     
	     
	     
	   0

	Staff Salaries
	     
	     
	     
	     
	     
	   0

	Staff Expenses
	     
	     
	     
	     
	     
	   0

	Staff Training
	     
	     
	     
	     
	     
	   0

	     
	     
	     
	     
	     
	     
	   0

	Overheads 

	Heat
	     
	     
	     
	     
	     
	   0

	Light
	     
	     
	     
	     
	     
	   0

	Rent
	     
	     
	     
	     
	     
	   0

	Rates
	     
	     
	     
	     
	     
	   0

	Telephone
	     
	     
	     
	     
	     
	   0

	IT Costs
	     
	     
	     
	     
	     
	   0

	     
	     
	     
	     
	     
	     
	   0

	Training for Beneficiaries
	     
	     
	     
	     
	     
	   0

	Consultancy
	     
	     
	     
	     
	     
	   0

	Marketing / PR
	     
	     
	     
	     
	     
	   0

	Events
	     
	     
	     
	     
	     
	   0

	Evaluation Costs
	     
	     
	     
	     
	     
	   0

	     
	     
	     
	     
	     
	     
	   0

	Other Revenue Costs – Specify each item

	     
	     
	     
	     
	     
	     
	   0

	     
	     
	     
	     
	     
	     
	   0

	     
	     
	     
	     
	     
	     
	   0

	     
	     
	     
	     
	     
	     
	   0

	Non recoverable VAT
	     
	     
	     
	     
	     
	   0

	     
	     
	     
	     
	     
	     
	   0

	B) Total Revenue Costs 
	£   0
	£   0
	£   0
	£   0
	£   0
	£   0

	

	GROSS TOTAL (A+B)
	£   0
	£   0
	£   0
	£   0
	£   0
	£   0

	C) Direct Project Income
	     
	     
	     
	     
	     
	   0

	

	NET TOTAL (A+B-C) 
	£   0
	£   0
	£   0
	£   0
	£   0
	£   0


	Financial Assessment

	7.2 Provide full details of how you have estimated the costs and income (where applicable).  Where you have already obtained quotes please provide details of the amount, “supplier”, and date. 

This breakdown must go into detail for each of the cost categories identified above. For example, for Staff Costs identify the post, annual salary and number of hours attributable to the project. For Building and Construction costs an itemised cost breakdown must be provided.

Where you are proposing to go out to tender, please explain the methodology used to estimate these costs.
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	7.3 For Capital projects forecast the end value of the asset and explain how you have estimated this figure. 
	[image: image45.wmf]i




	


	For projects involving a construction element with a total value of £5 million (including emda and non-emda funding) or over.

	7.4 Please confirm that you have attached calculations for Whole Life Costing.  For further information, please refer to the application form guidance and emda’s Sustainable Physical Development Guide. 
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	7.5 Please briefly describe how consideration of Whole Life Costs has been taken into account in the proposals for the project (e.g. building design to reduce heating and cooling costs). 
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	SRC USE ONLY

	Is the information supplied satisfactory? If not please identify why. Has a full breakdown of costs been provided?


	


	Please comment on the reasonableness and eligibility of the costs. Are the costs eligible for Grant Funding?


	


	Do you feel that an independent assessment of the costs is required? 


	


	Should we be considering a request for an independent valuation of the asset after the investment of emda funding is complete?  


	


	If the Applicant is private sector, should a financial assessment be undertaken?  


	


	If the project includes a construction element with total costs of £5m or over, have Whole Life Cost calculations been provided? Has the Applicant demonstrated how consideration of Whole Life Costs has influenced proposals for the project?


	


	7.6 Project Funding and Profile
	[image: image48.wmf]i



	Project Funding
	Previous Years
	Year 1

April  FORMDROPDOWN 
 to March  FORMDROPDOWN 

	Year 2

April  FORMDROPDOWN 
 to March  FORMDROPDOWN 

	Year 3

April  FORMDROPDOWN 
 to March  FORMDROPDOWN 

	Future Years
	Total Project Funding

	emda Contribution:

	Capital
	     
	     
	     
	     
	     
	£   0

	Revenue
	     
	     
	     
	     
	     
	£   0

	A) Total emda Contribution
	£   0
	£   0
	£   0
	£   0
	£   0
	£   0

	Other Public Sector Capital
	Committed
	

	     
	 FORMDROPDOWN 

	     
	     
	     
	     
	     
	£   0

	     
	 FORMDROPDOWN 

	     
	     
	     
	     
	     
	£   0

	     
	 FORMDROPDOWN 

	     
	     
	     
	     
	     
	£   0

	Other Public Sector Revenue
	Committed
	

	     
	 FORMDROPDOWN 

	     
	     
	     
	     
	     
	£   0

	     
	 FORMDROPDOWN 

	     
	     
	     
	     
	     
	£   0

	     
	 FORMDROPDOWN 

	     
	     
	     
	     
	     
	£   0

	B) Total Other Public Sector
	£   0
	£   0
	£   0
	£   0
	£   0
	£   0

	Private Sector  Capital
	Committed
	

	     
	 FORMDROPDOWN 

	     
	     
	     
	     
	     
	£   0

	     
	 FORMDROPDOWN 

	     
	     
	     
	     
	     
	£   0

	     
	 FORMDROPDOWN 

	     
	     
	     
	     
	     
	£   0

	Private Sector  Revenue
	Committed
	

	     
	 FORMDROPDOWN 

	     
	     
	     
	     
	     
	£   0

	     
	 FORMDROPDOWN 

	    
	     
	     
	     
	     
	£   0

	     
	 FORMDROPDOWN 

	     
	     
	     
	     
	     
	£   0

	C) Total Private Sector 
	£   0
	£   0
	£   0
	£   0
	£   0
	£   0

	TOTAL FUNDING A+B+C
	£   0
	£   0
	£   0
	£   0
	£   0
	£   0


	Funding Status

	7.7 Excluding this application for emda funds - Where other funding is not yet confirmed, please explain the process to gain approval and the likely timescale. 
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	7.8 Please detail the conditions relating to the other funding for the project. Where possible please provide copies of offer letters. 
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	7.9 What will you do if other funding for the project is not approved? 
	[image: image51.wmf]i




	


	7.10 Have you applied for funding from emda or our Sub-Regional Partners (inc. ERDF) for this project or any related activity?Please provide details even if your application was unsuccessful. [image: image95.wmf]i




	


	7.11 What other funding sources have you approached and what was the outcome? 
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	7.12 Will there be any income generated by this project?

[image: image96.wmf]i

If ‘yes’ please describe the source of the income. 


	


	SRC USE ONLY

	Please comment on the Funding Profile and Status.


	


	Give details of any contingency plans should non-approved funding be refused. 


	


	Value for Money

	Leverage Ratios – Calculate the following ratios:

% emda/Total Funding:                                                                %  Public/Private Funding:        



	Unit cost per key output – Calculate the emda unit cost per output for both the forecast and adjusted* output figures. Where possible compare with benchmark costs.
* adjusted figures refers to adjustments made for optimism bias based on assessment of previous emda funded activity.  


	Output No.
	Total emda Cost (£)
	Forecast Outputs
	Forecast Cost/Output (£ emda)
	Adjusted* Outputs
	Adjusted Cost/Output (emda)
	emda Benchmark cost / output

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     


	Using the Ecotec Model, calculate the likely GVA and ROI for both the forecast and adjusted* Jobs outputs (where applicable).


	Ecotec Intervention Type
	     

	
	Cost (£)
	Jobs Outputs
	GVA
	ROI
	Priority 

(1 to 5)

	Forecast Outputs
	     
	     
	     
	     
	     

	Adjusted Outputs
	     
	     
	     
	     
	     


	Comment on the overall value for money of the proposal. Take account of the information above and the wider outputs and outcomes of the project.


	


	8 State Aid

	8.1 All emda funding must be compliant with State Aid regulations. Please explain how you have designed your project to be compliant, giving details of which State Aid block exemption or notified scheme the project will be delivered under where appropriate. Detail any advice sought. 
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	SRC USE ONLY

	Please consider what State Aid issues are contained in the Project.  Can the State Aid be covered by relevant Block Exemptions or notified schemes?  Is the project legal?


	


	9 Sustainable Development

emda aims to promote sustainable economic growth that also contributes to environmental and social goals. 

Please demonstrate how the project will do this, referring to the guidance where necessary.  
	[image: image54.wmf]i



	9.1 Please identify any negative environmental impacts which may be caused by the project and explain how these will be avoided or minimised.
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	9.2 Please describe how the project will contribute to environmental protection and enhancement.
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	9.3 How will the project avoid (through design) and/or reduce (through activity) greenhouse gas emissions? 
	[image: image57.wmf]i




	


	9.4 How will the project promote economic inclusion and support sustainable communities? e.g. by generating opportunities for local businesses, supporting social enterprises, promoting health, reflecting the needs of rural communities or increasing provision of services / facilities from which existing communities will benefit. 
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	For all projects involving construction or built environment elements.

	9.5 Please confirm that the project will comply with emda’s sustainable construction standards.

Please explain how this will be achieved (please refer to emda’s Sustainable Physical Development Guide).
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	9.6 Please confirm that the project will achieve BREEAM Excellent for new build or Very Good for refurbishment.

Please attach a summary of the BREEAM pre-construction assessment, or for projects of less than £1m total value (ie emda and non-emda investment) an Environmental Assessment prepared by a qualified professional.
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	9.7 Please confirm that construction projects will use products or materials with 15% recycled content by value. 
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	9.8 If the project is likely to have a significant impact please confirm that it has been submitted to the Regional Design Panel for consideration.

See guidance for definitions of significant. 

Other projects should attach a Design Statement prepared by a competent professional.   
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	For all projects involving construction, built environment or changes to land use and management.

	9.9 Please confirm and explain how the project will comply with emda’s standards relating to Section 40 of the NERC Act (Biodiversity Duty).

See guidance and emda’s Sustainable Physical Development Guide for further information.
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	SRC USE ONLY

	Has the Applicant shown how the project will both avoid/reduce negative environmental impacts and contribute towards social benefits?


	


	10 RISK ASSESSMENT 

Please note there are ALWAYS risks to consider e.g. delays, failure to recruit, lack of demand by target beneficiaries etc...

	10.1 What impact will variations in funding or timescale have on the project?
	How do you intend to manage this risk?
	[image: image64.wmf]i




	     
	     


	10.2 Please list below any statutory consents required to deliver this project (e.g. planning permission, listed buildings consent etc.)
	What is the status of each of these?
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	10.3 What evidence do you have to show you have the knowledge and capability to deliver the project? Provide details of any other relevant projects you have managed and who the funders were.
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	10.4 Please detail below all other risks associated with the project and how you propose to manage these risks including any contingency plans you have in place. For each risk please asssess the probability of it occurring (High, Medium or Low) Please note there are ALWAYS risks to consider e.g. delays, failure to recruit, lack of demand by target beneficiaries etc.


	Risk
	Probability (H/M/L)
	Management Plan                                             [image: image67.wmf]i




	     
	 FORMDROPDOWN 

	     

	     
	 FORMDROPDOWN 

	     

	     
	 FORMDROPDOWN 

	     

	     
	 FORMDROPDOWN 

	     

	     
	 FORMDROPDOWN 

	     

	     
	 FORMDROPDOWN 

	     

	     
	 FORMDROPDOWN 

	     

	     
	 FORMDROPDOWN 

	     


	SRC USE ONLY

	Is the Risk Assessment robust? What other risks have been identified through the appraisal? 


	


	What amendments or conditions of approval, if any, do you feel are necessary to help manage these risks?


	


	Has the Applicant got sufficient procedures in place to deal with cost and resource over-runs? If not, what needs to be done to improve this?


	


	11 DELIVERY ARRANGEMENTS
All sections require the inclusion of action dates; it is not acceptable to state “to follow” or “to be determined”.

	Procurement Plan


	11.1 Please provide details below of all the goods and services you intend to procure. Using the table explain the activity, estimated cost and how you intend to procure that element (e.g. 3 written quotes, open tender etc.) Provide the key milestone dates (such as the date of advertising the tender, deadline for responses etc.); and details of the staff involved, their name and role in each activity (e.g. member of tender scoring panel etc.)
	[image: image68.wmf]i



	Project Activity
	Cost (£)
	Proposed Procurement Process
	Key milestones
	Staff involved


	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     


	11.2 Please explain how the project’s delivery arrangements will include sustainable procurement practices.
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	SRC USE ONLY


	Has the applicant provided a full and detailed procurement plan for the project and does it appear relevant and achievable? If not, what additional information or changes are required?


	


	Is the procurement plan compliant with public sector procurement rules? If not, what changes need to be made?


	


	Has the applicant identified how they will incorporate sustainable procurement practices? Does this appear achievable?


	


	Project Plan

	11.3 Summarise the key tasks to be carried out during the life of the project together with a target date for each milestone. Please note that these Milestones will form the basis of any contract if successful.
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	11.4 – How will you inform, consult and/or involve interested parties in the on-going delivery of the project? [image: image71.wmf]i




	


	SRC USE ONLY

	Are the milestones SMART and can they be incorporated into the contract? 


	


	Project Management

	11. 5– Detail the project management structure and financial controls which you propose to put in place to deliver this activity. 
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	SRC USE ONLY

	Is the project adequately managed for its size, are robust controls in place? 


	


	Monitoring Plan 

	11.6 Provide details of the monitoring plan for the project (as per the application guidance, what data will be captured). 
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	11.7 Who will be undertaking the monitoring and when? 
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	11.8 How will you review the results of your monitoring to shape the ongoing project delivery? 
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	SRC USE ONLY

	Does the proposed data to be captured meet the application guidance? If not what additional data requirements are there?


	


	Has the project identified how and by whom the data will be captured? Does this seem reasonable? 


	


	12 EVALUATION PLAN  

	12.1 How will you evaluate the project? Explain how your approach complies with the emda guidelines on monitoring and evaluation.  Please refer to the detailed project application guidance to assist you with this section. 
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	12.2 What is it that you wish to learn from the evaluation? 
	[image: image77.wmf]i




	


	12.3 Who will undertake the evaluation? 
	[image: image78.wmf]i




	


	12.4 Will there be any evaluation costs? How will they be met? 
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	12.5 When will the evaluation be undertaken? If the project achieves additional impacts after the funding is drawn down then you may be planning more than one evaluation. 
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	SRC USE ONLY

	Has the project proposed a sufficiently robust evaluation, e.g. are the areas identified to be evaluated comprehensive and is the proposed method of evaluation appropriate?


	


	Has the Applicant correctly identified whether external consultants are required or not? 


	


	Are the evaluation timescales / dates appropriate? 


	


	13 COMMUNICATIONS PLAN

	13.1 How will the project communicate with interested parties, key partners and stakeholders to inform them of project developments? 
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	13.2 How much has the project budgeted for marketing and communications? Explain why this is sufficient? 
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	SRC USE ONLY

	Communications Plan – Is this an achievement for emda which will generate publicity? Do emda’s Communications Team need to be made aware of this? 


	


	14 FORWARD STRATEGY / EXIT STRATEGY

	14.1 What is the project’s forward strategy? 
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	14.2 How will the project’s outcomes and impacts be maintained post emda funding? 
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	14.3 For projects which will close post emda funding, please provide a summary of the exit strategy. 
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	14.4 Is any other funding likely to be sought from emda for this or related projects? 
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	14.5 If yes, please explain how much, what for and when? 
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	SRC USE ONLY

	Does the project recognise the need to sustain without public money?  Can the forward/exit strategy be improved?


	


	Has the State Aid implication of the forward strategy been considered? E.g. are we pump-priming an organisation that will commercially benefit in later years from our initial investment?


	


	15 DECLARATION
	[image: image88.wmf]i



	To the best of my knowledge, I confirm that the information supplied on this form is correct and complete. If successful, this organisation will use the funding only for the purpose shown in the application and will meet all the terms and conditions attached to any grant offer that is accepted.

	Signed
	

	Name 
	     

	Position within Organisation
	     

	Date
	     


	For emda use only

	SRC USE ONLY


	Can the project proceed to approval?


	


	List any issues which need to be addressed.


	


	Any specific contract clauses recommended.


	


	Amount of Application
	Amount SRC recommends for approval

	£     
	£     

	Project Appraiser

NAME      
Signature 

DATE      

	SRC Review

NAME      
Signature

DATE       

	For emda projects - Approval by emda Budget Holder (or BRG for projects over £1m)

	I confirm that I have reviewed this appraisal and am content that the needs of all Strategic Priority areas have been incorporated. I have Approved/Not Approved (delete where not applicable) the project to be funded from the following budget.


	Name:
	Signature: 
	Date:

	Value of Funding approved

	Capital:
	Investment/Current: 
	Total: 

	Strategic Priority
	Priority Action 

	
	

	Parent Activity
	Is this project included in the emda Business Plan?

	
	

	If this project is not in the Business Plan, or is for a greater amount than featured, where is the funding being vired from?

	

	Comments / Conditions of Approval (if any) 

	


Once complete and approved, this form should be passed to the Programme Management Team who MUST confirm the funding prior to contracting.
	FOR FINANCE USE ONLY

	Confirm Sufficient Funds available:

Yes/No*


	Finance:
	Date:




* Please delete as appropriate
	Project Application & Appraisal Form Guidance

	Project Name
	The name used to describe the project. It is helpful to avoid long and over complicated names. This should be the same name used in previous correspondence and, where applicable, as quoted on the Expression of Interest Form.


	1 Project Information

	1.1 Applicant’s Name
	The name of the organisation who will be acting as Accountable Body. It is the organisation’s responsibility to complete, sign and submit the project application form.



	1.2 Contact Name
	The person nominated by the Applicant as the primary contact.

	1.3 Contact Address
	Please provide full postal address of the Applicant / Accountable Body, including full postcode.



	1.4 Contact Tel No
	The telephone number of the primary contact.

	1.5 Contact E-mail
	The e-mail address of the primary contact.

	1.6 What is the Applicant’s legal status?
	To allow us to process your application, and to assess such issues as procurement and State Aid, it is essential that you inform us of the legal status of your organisation.  If your organisation has more than one of these operating entities you should select the type of organisation that is applying for this particular project.

In addition please provide your Company Registration Number where applicable.



	1.7 Are any members of your organisation’s personnel involved in the delivery of this project either previous employees of emda, or directly related to an emda employee? If so, how and in what capacity?


	Please advise us of any links to the Agency, such as previous employees or members of staff directly related to emda employees. This will allow us to ensure no conflict of interest takes place when assigning the project to an emda officer for appraisal and contracting.

	1.8 Project Location
Where are the project beneficiaries located, or if a capital build project where is the building located or if the project is delivering a service from one address please advise of that address.  
	For capital build projects, this will be the physical location of the asset. For the delivery of training or business support services, this should be the location that these services will be delivered from. For projects delivered from more than one location, details of each location should be provided.

For all projects involving built environment and/or land use changes, please note that if a project is located in or close to a designated European site (mainly limited in the East Midlands to areas around the Wash, Rutland Water, parts of the Lincolnshire coast, the Humber estuary and parts of the north east Derbyshire Dales), it may be subject to requirements established under the EU Habitats Directive.  

The European Habitats Directive establishes arrangements for the ecological protection of sites which are of exceptional importance in respect of rare, endangered or vulnerable natural habitats and species within the European Community.  These sites, which are also referred to as European sites, consist of Special Areas of Conservation (SACs), Special Protection Areas (SPAs) and Offshore Marine Sites (OMS).

If a project is located in or close to a designated European site, the European Habitats Directive requires an ‘Appropriate Assessment’ to be carried out to test whether the project will have a significant negative impact on the conservation integrity of the site.  A project may only proceed after it is ascertained that it will not adversely affect the integrity of the site.
Further information on the location of designated European Sites in the East Midlands is shown in maps on the MAGIC website http://www.magic.gov.uk


	1.9 Area of Impact
This relates to the expected location of the beneficiaries.
	This is the area where you expect the beneficiaries of the project to reside. So for example for a project delivering training courses, which District, County or Sub-region you expect the attendees to reside in. Please only select the most relevant one, for example: 

For projects whose beneficiaries reside in more than one District, please select the appropriate County these Districts are located in. 

For projects which impact across more than one County, please select the Sub-region these Counties reside in.

	1.10 Project Description
	Fully describe all the key elements/aspects of the project. 

When will it be delivered?

How has the project been developed?

Please use plain English when completing this section of the form. Keep it short and to the point, explaining who will be doing what, where, for how long etc?

Please note that the project description will be used as a basis for the drafting of any resulting contract and could be placed on the emda website for publicity purposes.



	1.11 What objectives/impacts is the project trying to achieve? (i.e. improved business survival rates, higher quality jobs, community development, waste reduction, carbon reduction, etc...  
	Please provide a short and concise statement of the key project outcomes.

For example, the project could be to train childcare workers, the output of the project would be the number of people receiving skills development, the outcome would be a reduction in unemployment, and an improvement in quality of childcare provision allowing mothers to return to work and therefore raising regional GVA (Gross Value Added). 

When undertaking your options assessment in section 4, these are the objectives that you should be referring back to when explaining alternative project options to deliver this project.

Make sure the objectives are SMART (Specific, Measurable, Achievable, Realistic, and Time-bound).  For example instead of ‘The project will deliver training to disadvantaged individuals’ a SMART objective would be ‘The project will deliver training in Food Hygiene to 100 disadvantaged individuals who are residents of Derbyshire by 31st October 2006’
. 

	2 Project Background – Need and Demand

	2.1 What problems need to be addressed? What are their root causes?
	Explain the issue that the project is trying to address and how the project seeks to do this.
All public sector support has to be justified on the basis that there is a proven need for the project and that there is evidence that the private sector cannot do it, or cannot do it unaided

	2.2 Market Failure Type

Information – Project involves investing in a untried market or location where the information needed to make an informed investment decision either does not exist (imperfect information) or cannot be obtained easily or at a reasonable cost (Asymmetric information). This leads to an unwillingness to invest or lend by firms and bankers.

Externalities – Either the private sector cannot re-coup all of the financial benefits of the investment in a reasonable timescale - e.g. R&D or Staff Training (positive externalities), or there is no financial incentive to invest although wider social benefits are evident – e.g. reducing pollution, addressing dereliction (negative externalities).

Equity Rationale – The market is delivering but distribution of opportunities and outcomes is seen as uneven or unfair by society. People are disadvantaged by who they are, where they live or their level of income. 

Public Goods – The provision of goods and services for the public good where there would be no financial return to the private sector. E.g. streetlighting, parks and play areas etc.
	Highlight the relevant market failure type based on the need for public sector funding for the proposed activity. 

Information – this is typically for R&D type projects where the end result is unknown and so the ability to recoup initial investment is uncertain. It also covers the delivery of a new type of training or business support where there is no proven track record and so the beneficiaries are unwilling to pay the full market value of the support. 

Positive Externalities – This typically covers areas of activity such as staff training where there is a positive benefit to the individual beneficiary but the financial return to the business is not sufficient to cover the outlay.

Negative Externalities – This is the additional cost of the wider social benefits of a project which cannot be recouped by the business involved. For example the extra costs of sustainable building practices which aren’t reflected in the sale price, or the cost of building in a deprived area where the private sector typically wouldn’t develop because the property prices aren’t high enough to offer sufficient return on investment.
Equity Rationale – This covers projects such as providing skills and training and support to deprived individuals, businesses or communities where the private sector don’t provide a solution (either because it doesn’t offer an adequate return or there are other barriers that inhibit delivery). It also includes the additional cost of providing services in hard to reach areas such as rural areas.

Public goods – This covers projects such as environmental improvements, general tourism activity (where the region is promoted) and provision of public services (such as free advice and support or healthcare).

For further information refer to the OffPAT Advice Note 13 on Market Failure. This can be found at www.offpat.info



	2.3 Please explain how you have established there will be a demand for the project. This is different to the need detailed above and should detail what discussions you have had with the intended beneficiaries to establish the level of demand there is for this and how their views have influenced the development of the project.
	All projects should be justified on both the need for the project (above) and evidence from the intended beneficiaries that there is a demand for the proposed activity and that it is the right solution to the identified problem.

Include details of any research or beneficiary surveys that you have undertaken to date and how they have influenced the development of the project. If the beneficiaries have been more involved in the development of the project, please provide details.



	2.4 Are there any other organisations providing a similar solution?
	Please detail what similar support is available (where applicable) and how your solution compliments these without duplication.

	3 Equality Impact Assessment

	3.1 Who are the intended beneficiaries of this project?
	Who are the direct beneficiaries, those receiving the support, advice, funding, training or the occupants of new or refurbished premises? Are these beneficiaries, individuals or businesses (or both)?  What is the sector, geographic area, etc?  



	3.2 Who else does the project affect either positively or negatively?
	These are not the intended beneficiaries of the project, but other individuals, communities or businesses who are indirectly affected, e.g. market traders who could be displaced by the opening of a new supermarket. Detail each additional indirect beneficiary, and how you expect they will be positively or negatively discriminated against.



	3.3 What is the current situation in terms of under-represented groups and the sector/geographical area your project is targeting?
	This question seeks to understand the experience of people from under-represented groups in the sector/geographical area that your project is addressing.

What is the existing evidence, research and/or data that specifically addresses these groups in the context of this service area? (E.g. women are under represented in the manufacturing sector).

What is the existing evidence in terms of under represented groups in the geographical area of your project? (Please see diversity database and/or any other tools you may be aware of http://emsvrproxy/research/researchtools.asp)
For existing or continuing activity what is the current profile of beneficiaries? (Ethnicity, gender, disability).  

What does the data/information tell you about:

· Different needs?

· Different experiences?

· Different access to services, information or opportunities?

· Different impacts?

Does your answer to this question demonstrate that there is any difference in experience in this service area for under represented groups? 

	3.4 Given your answer to the above, have you identified any basis of need in terms of minority/under-represented groups?  


	For example if you have identified that disabled people are unlikely to access equitable skills provision then this is a need that should be addressed in your proposed project delivery.

	3.5 Explain how your project will address this.
	What steps will you take in your project to correct any under-representation that you have found?

 

How can you change your proposal in a way that is proportionate and will:

 

Remove unlawful discrimination

Reduce adverse impact

Promote equality of opportunity 



	3.6 Where relevant, please explain how the implications for delivering the project in rural areas, or in ways accessible to rural residents or businesses, have been considered.
	All emda funded projects need to take rural issues into account prior to approval. This process ensures that the needs of rural communities are properly considered and that there is no discrimination against people living and working in rural areas. 

In practice this means examining and, if necessary amending, projects in the context of at least the following questions:

· Has it been considered whether the project can be delivered in rural areas?  Does this need extra facilities or modified activities?  Will any of this imply greater unit costs? Will it impact particularly on disadvantaged groups?

· If the project is based in an urban centre, how accessible is it to rural dwellers?  Does it include the necessary costs/content to make it accessible to all?

· Does the project include characteristics that effectively exclude its delivery/use in rural areas?  If 'Yes', has it been considered whether any additional proposals specific to rural areas might be needed to 'compensate' for this?

Many projects can and should be delivered in both urban and rural areas. However, sometimes specifically rural projects are necessary to complement specifically urban projects. In designing such  projects, take the following key issues into consideration:
· Costs – services, materials, re-using buildings and vernacular materials - may be more costly than urban equivalents

· Scale – projects are likely to be smaller and efficiency may require different approaches

· Target Groups – different groups – such as the rural old, young, those without transport, transient workers – will have different needs.

· Effective engagement – different techniques, timing or venues may be appropriate in  rural areas 



	3.7 How are the beneficiaries involved in the project’s development? 


	Have you considered how to inform, consult or involve interested parties to be sure that this project meets the needs of the target beneficiaries?  If not, how do you know that this project is appropriate?

The Duty to Involve specifies three ways of involving that need to be considered:

· providing information about the project.

· consulting about the design of a project or a particular issue relating to the project

· involving in another appropriate way.

The following are some examples of ways in which interested parties could be informed, consulted or involved:

· business forums;

· formal and informal partnership arrangements;

· formal and informal consultation exercises;

· involvement in commissioning services;

· project steering groups or advisory groups;

· running services themselves.



	3.8 Why do you think this approach will address the needs of the target beneficiaries?


	What evidence do you have that this approach will/could work? I.e. experience learnt from previous or continuing activity, or as the result of studies, research etc.

	3.9 Please describe how the project has been designed to be accessible to all groups. 


	Briefly summarise what steps have been taken to ensure that all under-represented groups can access this provision in a fair and equitable way.

	4 Strategic Fit

	4.1 Give details of how the project fits and contributes to the Regional Economic Strategy (RES), emda’s Corporate Plan, the emda Business Plan, LAAs, MAAs and any other relevant regional or sub-regional strategies and the UK Sustainable Development Strategy.
	All emda funded activity should contribute towards the Agency’s strategic aims and objectives. Where possible it should also align with other relevant regional and sub-regional strategies. To support your application for funding, please indicate the strategic fit and how the project contributes to the objectives of:

· emda’s Corporate Plan
· The Regional Economic Strategy (RES) structural themes: Raising productivity; Ensuring sustainability; Achieving equality and the cross cutting theme of sustainable development
· LAAs, MAAs and any other relevant sub-regional, regional and national strategies, such as the UK Sustainable Development strategy.  

For each of the above explain how the project will add value and contribute to these strategic objectives. Further advice and copies of these documents can be obtained via the emda project officer responsible for your application, or via the emda website www.emda.org.uk 

	4.2 Is this project aligned to the national Solutions for Business portfolio of business support products? If so, please state which product(s) the proposed activity aligns to? Is there any existing activity in the region, which the proposed activity duplicates?


	Any application which incorporates Business Support activity will need to show that it fits within the product descriptor of one or more of the business support products within the national Solutions for Business portfolio. The application should list which product(s) it fits within. For further information on the Solutions for Business portfolio , please visit the emda website http://www.emda.org.uk/businesssupport/sfb.asp?nav=05a
You should also assess whether they have a similar business need, offer and/ or target audience as an existing regional business support programme.  If so, then you should work to achieve your aims by augmenting existing products. 

The application should evidence that you have reached an agreement with the emda Business Support Simplification Manager to ensure that the project activity is complimentary to the regional plan and compliant with the Solutions for Business portfolio.


	4.3 How will you use Business Link as your primary gateway to raise awareness and engage businesses for this project?
	The application should show evidence that you have reached an agreement with the Business Link Services team at emda that the proposed activity is not duplicating Business Link’s Information, Diagnostic and Brokerage (IDB) role. Where this is shown, you should detail the relationship/positioning with Business Link’s IDB role.
The application should show clear evidence of how the project’s marketing will be integrated with the Business Link marketing strategy, where appropriate.

The application should demonstrate commitment to using The Regional Business Support Information System (RBSIS) for the full process of customer interaction where appropriate to the scale of the project. This should be used to coordinate business interventions and the delivery of support.  

The application should evidence that protocols have been agreed for two-way referrals of customers and communication on project activity between the providers and Business Link. 

Further guidance can be provided by contacting the emda Business Link Services Team.



	4.4 Please indicate which (if any) parties you have informed, consulted and/or involved in the development of this project.
	‘Interested parties’ means a person, community or organisation who is likely to be affected by, or otherwise interested in, the project.

List the names of organisations with an interest (financial or other) in the project along with the contact’s name and job title where possible.

	4.5 How did you inform, consult and/or involve each of these indicated parties?
	For each partner describe how you informed, consulted and / or involved them in the project’s development.

The following are some examples of ways in which interested parties could be informed, consulted or involved:

· business forums;

· formal and informal partnership arrangements;

· formal and informal consultation exercises;

· involvement in commissioning services;

· project steering groups or advisory groups;

· running services themselves.



	4.6 What changes, if any, did you make as a result of the involvement activities described in questions 4.4 and 4.5 above?
	Describe any changes to the design of the project and to its proposed delivery that resulted from involving interested parties in the development of the project.



	4.7 Project Start Date 
	Give estimated dates; stating date, month and year should funding of a full project application be approved.



	4.8 Project End Date - Financial (this is the date of the last claim)


	The financial end date is the expected date of the final claim.

	4.9 Project End Date – Physical (this is the project close date after all monitoring and evaluation has been undertaken)


	The project end date is the date following all monitoring and evaluation activity. Please ensure you allow sufficient time for this to take place following the financial end date where appropriate.

	5 Options Analysis 

	DO NOTHING

	5.1 Explain what the impact would be on the intended beneficiaries if the project did not go ahead
	Describe what impact no emda funding would have on the proposed beneficiaries and the wider proposed outputs and outcomes. If emda funding was not approved, would an element of the outputs happen anyway?, if so at what level, quality and over what timescales? Detail the key risks identified whilst analysing this option and explain how they informed your final decision. As a minimum, any risk regarding legal requirements, project or activity sustainability or serious effects on potential project beneficiaries should be covered.

	5.2 Does emda have a statutory responsibility to provide funding (for example for Health and Safety reasons)? If so, what is the minimum funding emda must provide?
	In a number of situations, emda has a statutory obligation to act – for example securing sites it owns for health and safety reasons. Is there a requirement such as this here? If so, for what activity and how much do you estimate this work will cost?
Please note that legal requirements on the part of others, such as Local Authorities, should not be included here.

	DO LESS

	5.3 What would happen if a reduced level of funding was approved? Provide a scenario and detail the likely outputs and outcomes from this option. Explain how the delivery would differ from the preferred option?
	Provide a scenario where a reduced level of emda funding is approved, including the forecast costs, outputs and outcomes for this. Explain the differences in delivery methodology for this scenario and the impact this would have. Explain how this informed your final decision.

	5.4 What impact would this have on the intended beneficiaries?
	Explain the impact this would have on the intended beneficiaries. Detail the key risks associated with this.

	ALTERNATIVE OPTIONS

	5.5 SCOPE - Explain what options you have considered regarding the Scope of the project and why these have been discounted in favour of the chosen option. This could include changes in scale, geography, target audience etc. For each option detail the likely outputs and outcomes.
	At least one alternative option must be considered for each of these areas. It is not appropriate to suggest that there is no alternative option for delivering the objectives of the project.  

This section of the form is to allow you to detail the alternative options you have investigated and discounted during the development of the project and so strengthen the argument for supporting the identified preferred option.

It should explore alternative options for delivering the objectives of the project, not just alternative sources of funding to deliver the proposed activity.

emda aims to promote sustainable economic growth that also contributes to environmental and social goals.  The consideration of alternative option(s) should therefore include examining how the project could enhance its contribution to sustainable development.  For instance, could alternative approaches be used to deliver greater resource efficiency, promote economic inclusion or reduce carbon emissions (e.g. by refurbishing an existing building rather than involving a new build).

For each option provide information on the likely costs and benefits and describe the key issues which explain why this is not the preferred choice.



	5.6 DELIVERY - Explain what options you have considered to deliver the solution and why they have been discounted in favour of the chosen option. This could include different procurement methods, delivery in-house, Public Private Partnerships etc. For each option detail the likely outputs and outcomes.
	

	5.7 IMPLEMENTATION - What options have you considered regarding the project’s timescales and why have they been discounted in favour of the chosen option? This can include changes in start dates, length of delivery etc. For each option detail the likely outputs and outcomes.
	

	5.8 FUNDING - What other funding options have you considered and why have they been discounted in favour of the chosen option? This can include different funding organisations, contributions from beneficiaries, revenue versus capital funding etc. For each option detail the likely outputs and outcomes.
	

	6 Outcomes and Outputs

	6.1 Detail the project’s outputs against the emda Output Framework 09/10 onwards. 

All outputs should be entered as Gross Attributable, for example if emda provides 25% of the total public sector funding then attribute 25% of the outputs to emda. All remaining outputs attributable to the public sector should be listed in the Other Public Sector (*OPS) outputs column.
	Please complete the date boxes at the top of the grids to indicate which financial years the outputs relate to.  emda's financial year runs from April 1st to March 31st.

Outputs should contribute to the emda output framework 09/10 onwards. Full descriptions of the outputs and how they are calculated, along with evidence requirements and details of the beneficiary data requirements can be found in the definitions document – available from the emda project manager dealing with your application.

Outputs should be shown split in direct proportion to emda’s share of the public sector investment. So for example if emda provide 25% of the total public sector funding, then attribute 25% of the outputs to emda. All outputs attributable to other public sector funders should be provided in the OPS column. 

 

	6.2 For each output please explain the project activity that will deliver the output.
	For each output included in previous table, please describe the exact project activity that will deliver the output and why you feel it meets the requirements of the project description in the emda Output Framework document 2009-10. Particular attention should be given to the evidence requirements to ensure these can be met.  
For example:

‘The E4 businesses assisted to improve their performance will be delivered through the intensive business support delivered by the project advisors. Each business will receive a minimum of 2 days support and the advisor will document the support provided, countersigned by the business.’

Outputs are defined as 'the goods and services produced by the project and delivered to an external party (for grant funded projects there are often for society either individually or collectively).  They are the direct measurable results of project activity'.  Further information can be found in the OffPAT Project Advice Note on the Project Logic Chain, available on their website www.offpat.info


	6.3 How does this project compare with other similar projects?

Please compare the cost per output with any known benchmark costs, either national benchmarks or comparison to previous activity you have delivered.
	Where possible compare the cost per output with any known benchmark costs. If this project is delivering similar activity to projects you have been involved with in the past, please compare the cost per output with benchmarks from previous activity.

If the costs seem excessively low or high compared with benchmark costs, there may be perfectly acceptable reasons for this, please provide any supporting evidence in these instances.

For example, a project delivering NVQ level 4 courses would be classed as a T6 learning opportunity, but the costs per output is likely to be higher than average as this output captures learning opportunities from 6 hours upwards. In this instance, the cost per output should be compared to other NVQ Level 4 projects.



	6.4 Detail the outcomes that relate to this project. These will be the additional impacts of the project over and above the direct outputs. The output should be linked to the outcome

For example if delivering E6b you may be delivering qualifications which may in the longer term lead to improved aspirations and better paid employment in jobs in a particular sector. 


	Outcomes are the impacts on, or consequences for, the community, of the project activities.  They reflect the intended results from and provide the rationale for, the public sector intervention and should reflect back to the project’s objectives.  For example, for a project delivering business support the output would be the number of businesses receiving assistance and the outcomes could include businesses improving productivity, improving resource efficiency, expanding into new markets etc... 

You need to clearly identify linkages between the project activities, its outputs and outcomes.  For more information on this please refer to the OffPAT Advice Note on Project Logic Chains at www.offpat.info 


	6.5 How will you measure each outcome highlighted above?
	For each outcome explain the method of measuring that this has been achieved. This should include details of how you will measure the situation prior to intervention and what information you will collect, and how, to measure the outcomes achievement.

	6.6 When do you anticipate the impact of this project will be delivered? In some cases this may be after the outputs are recorded as the impact may relate to longer term results?
	This is not when the outputs are being delivered but the outcomes as outlined in the answer above.

	7 Project Costs and Profile

	7.1 Please provide a summary breakdown of ALL costs.  Itemise the specific expenditure under the headings provided. All costs must be exclusive of recoverable VAT, except where the Applicant cannot recover VAT (e.g. not VAT registered) in which case the non recoverable VAT cost line below should be completed.

All costs should be entered to the nearest pound.
	Please complete the date boxes at the top of the grids to indicate which financial years the project costs relate to.  emda's financial year runs from April 1st to March 31st.

Breakdown the total project costs between capital and revenue, with a financial profile over time. Costs should then be separated into sub-categories. The form contains a number of suggested sub-categories, however please add to or amend these as required.

Capital costs are defined as items that can be capitalised onto the project balance sheet and included on its asset register e.g. land, buildings, plant and machinery including associated professional fees. 

All costs should be shown exclusive of recoverable VAT.

Profile the receipts expected over each year and deduct from the Gross Total to arrive at the Net Total for each year.



	Financial Assessment

	7.2 Provide full details of how you have come to estimate the costs and income (where applicable). Where you have already obtained quotes please provide details of the “supplier” and date. 
	To allow us to undertake a full technical appraisal, you should include a full breakdown of the project costs, and where costs have been estimated (for example if you are going out to tender) an explanation as to the source of this estimate must be provided. Please note that it is not sufficient to document that this is based on previous experience without giving the details and costs you have used to base this on.  Where you already obtained quotes please provide details of the "supplier" and date.



	7.3 For Capital projects forecast the end value of the asset and explain how you have estimated this figure.

	For capital build projects, it is important that you include the estimated end value of the asset, and from this calculate the cost-value gap. This is the difference between the costs of construction and/or development, and its estimated end value. 
Please include the source of all cost and end value estimates.



	7.4 Please confirm that you have attached calculations for Whole Life Costing.

	Government requires value for money in public sector construction projects to be evaluated on a whole life cost (WLC) basis.  Operating and maintenance costs of a building often outweigh the initial construction investment over a relatively short period of time.  The use of whole life costs in informing design and construction decisions therefore helps to achieve long-term value for money, as well as promoting benefits such as energy efficiency and reduction of carbon emissions.   



	7.5 Please briefly describe how consideration of Whole Life Costs has been taken into account in the proposals for the project
	emda requires that all projects involving a construction element which have a total value (ie. emda and other funding) of £5 million apply Whole Life Costing in the project planning process.  emda may also require other construction projects with lower total project values to apply whole life costing, depending on the nature of the projects’ risks and opportunities.  Please refer to emda’s Sustainable Physical Development Guide for further information. 



	7.6 Project Funding and Profile

 

 
	Please complete the date boxes at the top of the grids to indicate which financial years the funding relates to. emda’s financial year runs from April 1st to March 31st.

Show the emda contribution, split between capital and revenue costs and profiled over the life of the project.

Show the other sources of the project funding split between capital and revenue and public and private sector funding. Show the costs split between all funding sources. For each source of funding, please show whether the funding is committed to the project (approved) or not.



	Funding Status

	7.7 Excluding this application for emda funds, where funding is not yet confirmed please explain the process to gain approval and the likely timescale.
	It is important that this section is completed fully and accurately.

 

Provide the most up to date position on other funding into the project. emda funding approval may be conditional on other funding being secured and awareness of the timescales involved will allow us to reduce delays.

 

In addition, please provide details of any financial commitments, such as contracts, which have been entered into prior to this application for funding.

	7.8 Please detail any conditions attached to the other funding for the project. Where possible please provide copies of offer letters.


	Give details of any conditions attached to the other funding for the project. This will allow emda, subject to approval of your project, to align our funding requirements with other partners and so reduce unnecessary negotiation at contract stage.

For approved funding, please provide copies of offer letters or letters of intent to support. If these are not available, please explain why?

	7.9 What will you do if other funding for the project is not approved?


	Give details of contingency plans you have in place, or explain how the project will be re-shaped should other funding, excluding the emda funding applied for in this application, not be approved.

	7.10 Have you applied for funding from emda or our Sub-Regional Partners (inc. ERDF) for this project or any related activity? Please provide details even if your application was unsuccessful. 
	If ‘yes’ please provide full details including the project number/s and amount/s where successful.

	7.11 What other funding sources were approached and what was the outcome? 
	Detail other funding sources approached during the project’s development and the outcome of any discussions regarding this. It may be that other funders have rejected your proposal for issues that emda would accept, or that you have since revised your project to take account of this. emda should be considered the funder of last resort, and so any information you can provide on this will support your application for funding.



	7.12 Will there be any income generated by this project?

If ‘yes’ please describe the source of the income


	If this project will generate income as a direct result of the funding received this should be entered into table 7.1 section C.

This will ensure the income generated is then used to directly offset future costs.

	8 State Aid

	8.1 Please explain how you have designed your project to be compliant with State Aid regulations, giving details of which block exemptions or notified schemes the project will be delivered under. Detail any advice sought.
	All UK Public Sector funding must comply with the European Community State Aid Guidelines. Please explain why you feel your proposal has/has not got State Aid implications, and if it has, how you propose to manage these, i.e. delivery under a block exemption. Please detail any advice sought. If you feel unable to make a decision on this based on your knowledge of State Aid, please clearly state this in your application and emda will assess this on your behalf.

Broadly, State Aid can be defined as any public funding which favours selected undertakings and has the potential to distort competition and affect trade between EU Member States. A brief overview of what State Aid is and its implications can be found at http://www.bis.gov.uk


	9 Sustainable Development

	Sustainable Development
	RDAs have a statutory responsibility to ‘contribute to sustainable development’ and a collective mission statement to ‘transform England’s regions through sustainable economic development’.  emda aims to promote sustainable economic growth that also contributes to environmental and social goals. 

The UK Government defines Sustainable Development as: ‘development which meets the needs of the present without compromising the ability of future generations to meet their own needs’. Put simply, Sustainable Development is a process which, if applied correctly, helps ensure economic growth with social benefits, all within environmental limits.
Thinking about sustainable development early in the project development and design process helps to firmly integrate sustainable development, as well as maximise its benefits rather than simply avoiding negative impacts. 

Sustainable development priorities are identified in the UK Sustainable Development Strategy and the East Midlands RES (Section 5 p.35), and outlined below:

Climate Change and Energy

Addressing the threat of climate change by reducing greenhouse gas emissions, mitigating impacts and adapting to climate change is a key priority in the UK Sustainable Development Strategy. The UK Government is committed to reducing UK emissions by 80% by 2050 (Climate Change Act, November 2008).  There is also a national commitment to generate 10% of UK electricity from renewable energy sources by 2010, and 20% by 2020.  

Your project may be able to contribute to carbon reduction targets by:

· Reducing energy demand and promoting energy efficiency. Good insulation alone can moderate internal temperature, prevent condensation and damp and reduce capital costs.  Energy efficient appliances and ensuring all equipment is switched off standby can also make significant contributions. 

· Installing renewables capacity on buildings or supporting Renewable and Environmental Industry sectors.

· Using alternative/cleaner fuels (e.g. by switching to green energy suppliers).

· Raising awareness of the need for action to reduce carbon emissions amongst project beneficiaries or partners. 

Sustainable Consumption and Production 

Sustainable consumption and production is a key priority in the UK Sustainable Development Strategy and the RES.   This means improving resource efficiency to get more from less and decoupling economic growth and quality of life from consuming more resources.   Reducing the impact of businesses on the environment through better waste management is one of the best ways of cutting costs. According to Envirowise, companies in the UK could save around 1% of turnover with some straightforward waste minimisation measures.  

In addition to cost savings, resource efficiency can result in:   

· improved staff retention 

· innovation and adapting better to change

· attracting more investment

· identifying & exploiting new markets

Your project may be able to:

· Directly help companies improve resource efficiency (e.g. by encouraging recycling or use of recycled materials)

· Signposting project partners to other organisations who can help (such as Business Link’s Information Diagnostic and Brokerage resource efficiency service, WRAP, Envirowise Resource Efficiency Clubs etc).   

Protecting Natural Resources and Enhancing the Environment 

As well as the intrinsic value of the natural world, natural resources are vital to our existence, our health and wellbeing.  Environmental assets underpin economic development and strong communities.  

Section 40 of the Natural Environment and Rural Communities (NERC) Act places an obligation on public bodies to conserve biodiversity: ‘Every public authority must, in exercising its functions, have regard, so far as is consistent with the proper exercise of those functions, to the purpose of conserving biodiversity.”  In line with this obligation, emda aims to ensure that the conservation of biodiversity is placed at the heart of strategies and projects that emda develops and supports.  emda requires projects to take full account of opportunities to conserve biodiversity and to minimise and mitigate any potentially negative impacts.  

Actions that projects can take to protect and enhance the natural environment include a wide range of practical and low cost measures, including cutting grass less often to provide habitats for wildlife, or designing sites to enhance ecological corridors.  Where projects involve buildings that are undertaking BREEAM assessments it is possible to obtain points relating to the building’s ecological performance.  

Further information on promoting biodiversity through project activities and implementing the Section 40 biodiversity duty are available from the DEFRA website and by contacting the East Midlands Regional Biodiversity Partnership.

Promoting Sustainable Transport  

In some cases it may be appropriate to prepare a Green Travel Plan for a project.  This is a package of measures and initiatives to reduce the number of car journeys made, by providing people with greater choice.  It may include:
· Providing realistic alternatives to the car such as public transport and cycling provision

· Making alternatives to driving alone more attractive (e.g. car pooling and car clubs)

· Reducing the need to travel e.g. through location of facilities

· Managing car parking provision

This will reduce congestion, pollution and CO2 emissions, lower long term business travel costs, and help employees to be healthier, fitter and more productive.

Supporting Sustainable Communities 
Most projects can contribute to building sustainable communities at the design and/or delivery stages.  For instance your project may be able to:

· Engage with stakeholders during project design in order to: 
· promote social inclusion and cohesion in a community
· improve the quality and durability of projects
· create a sense of ownership
· Work with the third sector (social enterprises and the voluntary sector) in delivery of projects in order to increase cost efficiency, effectiveness and build leadership skills. 
· Positively impact on the provision of current social infrastructure (eg education, health, community centres, sports facilities etc) by reducing ‘stress’ on current provision or making sure that any new provision will be available to existing communities.
Strengthening the Local Economy

Most projects are expected to contribute to sustainable economic growth.  However there are often opportunities to maximize the sustainable development benefits of emda’s project spend by:

· Working with local supply chains in key sectors such as construction and environmental technologies

· Encouraging socially responsible business practices in suppliers 

· Encouraging social enterprises to become involved in project delivery (Social Enterprise East Midlands may be able to offer assistance). 

Longer projects may be able to further the regional skills and employment agenda.   For instance by working with other organisations your project may be able to build in training and employment measures which provide opportunities for local communities and under-represented groups (eg mature workers, BME groups, incapacity benefit claimants, migrants etc) eg in landscape management.



	9.1 Please identify any negative environmental impacts which may be caused by the project and explain how these will be avoided or minimised?
	Negative environmental impacts include generating significant additional traffic, impacts on natural habitats, and significant increases in energy, water or materials use or waste generated.

Please attach any reports or studies undertaken to identify and reduce negative environmental impacts (such as an Environmental Impact Assessment or Travel Plan).  



	9.2 Please describe how the project will contribute to environmental protection and enhancement?


	Please also consider potential environmental enhancements or benefits arising from the project, such as addressing the causes (carbon emissions associated with heat, energy and transport) and the consequences of climate change (increasing business resilience to climate change impacts), promoting sustainable consumption and production behaviours (such as specifying ‘green’ products and services), enhancing the region’s natural environment assets and promoting more sustainable modes of transport.



	9.3 How will the project avoid (through design) and/or reduce (through activity) greenhouse gas emissions?
	Carbon dioxide is the most prevalent of the six greenhouse gases that contribute to climate change. 

All categories of project supported by emda have the potential to either avoid (through careful planning, ‘clean’ design, use of ‘greener’ products and services and imaginative use of technology such as videoconferencing) and/or reduce (through delivery of project aims/activity, such as implementing resource efficiency measures or reducing road transport miles) carbon dioxide (CO2) emissions.

Please describe how the project will either avoid and/or reduce carbon dioxide (CO2) emissions.



	9.4 How will the project promote economic inclusion and support sustainable communities? (eg. by generating opportunities for local businesses, supporting social enterprises, promoting health, reflecting the needs of rural communities or increasing provision of services/ facilities from which existing communities will benefit etc)


	The project may have opportunities (through both its design and operational phases) to promote economic inclusion and support sustainable communities. For example, consideration could be given to:

· Involving local stakeholders – Will the project consult and engage with stakeholders and take opportunities to promote partnerships or build social capital?

· Strengthening the local economy – Will the project support the local economy by working with local supply chains and supporting local SMEs, social enterprises and minority owned businesses?  Will project spend strengthen local supply chains in key sectors? Are there opportunities to embed socially responsible business practices (eg. through sustainable procurement)?

· Reflecting the needs of rural communities – Will the project ensure the needs of rural communities are considered, avoid discrimination and maximise benefits to rural economies?
· Promoting health – Will the project help to improve health by encouraging healthy lifestyles – promoting non car modes of transport, healthy eating, exercise, occupational health and safety – and addressing the causes of health inequalities.
· Increase provision of services and facilities – Will the project ensure that existing provision of community facilities is not negatively impacted and that any facilities developed by the project are accessible to existing communities. 


	9.5 Please confirm that the project will comply with emda’s sustainable construction standards.

Please explain how this will be achieved (please refer to emda’s Sustainable Physical Development Guide)


	All projects involving construction elements, changes to land use or management need to confirm that they will meet standards contained in emda’s Sustainable Physical Development Guide.  This outlines emda’s expectations and provides case studies and useful sources of further information.  Please confirm in the application form that the project will achieve the required standards, providing supporting information to explain how standards will be achieved.  

When completing the application form, please refer to both the construction phase and long term operation of the scheme/building.  For each phase, please also identify what actions will be taken to ensure potential negative impacts are minimised, mitigated or avoided, together with actions that are likely to result in a net improvement in the environment.



	9.6 Please confirm that the project will achieve BREEAM Excellent for a new build or Very Good for a refurbishment.  

Please attach a summary of the BREEAM pre-construction assessment, or for projects of less than £1m total value (ie emda and non-emda investment) an Environmental Assessment prepared by a qualified professional.   


	

	9.7 Please confirm that construction projects will use products or materials with 15% recycled content by value. 

	

	9.8 If project is likely to have a significant impact please confirm that it has been submitted to the Regional Design Panel for consideration.

See guidance for definitions of significant. 

Other projects should attach a Design Statement prepared by a competent professional.  

   
	

	9.9 Please confirm and explain how the project will comply with emda’s standards relating to Section 40 of the NERC Act (Biodiversity Duty)

(See guidance and emda’s Sustainable Physical Development Guide for further information)
	The Natural Environment and Rural Communities (NERC) Act came into effect on 1 October 2006.  Section 40 of the Act places new obligations on public bodies to conserve biodiversity.  The precise wording of the Act states that: ‘Every public authority must, in exercising its functions, have regard, so far as is consistent with the proper exercise of those functions, to the purpose of conserving biodiversity.”
All public bodies are affected, including Local Authorities, Local Planning Authorities, Regional Development Agencies, Sub-regional Strategic Partnerships, Government Departments, fire, police and health bodies etc.  

In line with Section 40, emda aims to ensure that the conservation of biodiversity is placed at the heart of strategies and projects that emda supports.  emda requires projects to take full account of opportunities to conserve biodiversity and to minimise and mitigate any potentially negative impacts.  

Any project with a construction, built environment element and/or involving land use changes or management is required to confirm that the project complies with emda standards relating to Section 40 Biodiversity Duty of the NERC Act. (Please refer to emda’s Sustainable Construction Guide for further information.)  




	10 Risk Assessment

	10.1 What impact will variations in funding or timescale have on the project?
How do you intend to manage this risk?
	The majority of project activity is sensitive to variations, in either funding or timescale. This will usually lead to a reduction or delay in the projects outputs and outcomes, however sometimes a delay can allow for further development time, or will enable the costs, especially when dealing with new technologies, to reduce.

For your proposed project, quantify the effects that unexpected delays in timescales or variations in funding will have on your project and how you intend to mitigate these factors.



	10.2 Please list below any statutory consents required to deliver this project (e.g. planning permission, listed buildings consent etc.)
What is the status of each of these?


	For some projects, statutory consents, such as planning permission or greenfield consent can seriously delay or even stop the project from going forward. Please detail all relevant consents required for your proposed project and give details of current progress for this requirement. For consents not yet granted, detail what you think the likelihood of this is, explaining the basis of your expectations.

	10.3 What evidence do you have to show you have the knowledge and capability to deliver the project? 

Provide details of any other relevant projects you have managed and who the funders were.

	Give details of similar activity that yourself or partners have delivered in the past, and how the delivery of this activity went. If possible, include evidence on the form of closure reports or details of project evaluations that have either highlighted success, or identified areas of improvement which you have incorporated into this application.

	10.4 Please detail below all other risks associated with the project and how you propose to manage these risks including any contingency plans you have in place. For each risk please assess the probability of it occurring (High, Medium or Low)

	Identify the remaining key risks – i.e. things which may hinder the expected results, and for each risk, estimate the probability of occurrence and the impact it might have.

Examples of issues which should be considered include: 

· Partners buy-in to the proposed process

· Availability and willingness of beneficiaries to get involved

· Potential for negative publicity or bad feelings within the community 

All projects will have some risks in their delivery. It is far better for these risks to be identified and proper plans for mitigation put in place than it is for the risks to be ignored and allowed to escalate during the delivery of the project. Please ensure you have completed this section as fully and honestly as possible. 

Each risk should also be assessed for the probability of it occurring – either High, Medium or Low. You should also detail in the management plan the severity of the risk were it to occur.

emda is not adverse to funding activity which does have risks as long as a proper risk management process is evident.



	11 Delivery Arrangements

	Procurement Plan

	11.1 Please provide details below of all the goods and services you intend to procure. Using the table explain the activity, estimated cost and how you intend to procure that element (e.g. 3 written quotes, open tender etc.) Provide the key milestone dates (such as the date of advertising the tender, deadline for responses etc.); and details of the staff involved, their name and role in each activity (e.g. member of tender scoring panel etc.)
	Provide details for each piece of procurement you are planning to undertake and what project activity this relates to. Identify the tender procedures you intend to apply to these activities as follows:

Who will be undertaking the project procurement?

What are the proposed procurement processes? How will these ensure value for money for the public purse?

For procurement over the EU thresholds, explain how the procurement will be compliant with EU procurement requirements.

What is the proposed timescale for procurement? Identify the key milestones e.g. tenders received, tenders evaluated, contract issued etc…



	11.2 Please explain how the project’s delivery arrangements will include sustainable procurement practices.
	Sustainable procurement is the process of acquiring goods and services that:

· Meet users’ needs

· Deliver long term value for money

· Maximise social and economic benefits

· Minimise damage to the environment and health

Examples of ways in which procurement practices can promote sustainable development include:

· Purchasing of products which meet environmental performance standards, such as furniture made from FSC-approved sustainable timber supplies;

· Adoption of OGC Quick Win standards for procured products which have lower environmental impacts (e.g. computers, printers, paper products, vehicles, gas boilers, central heating systems, air conditioning units, glazing, light bulbs, water systems etc) 

· Encouraging sub-contractors and delivery organisations to manage and improve their environmental, equalities or local employment practices.



	Project Plan

	11.3 Project Plan

Summarise the key tasks to be carried out during the life of the project together with a target date for each milestone. Please note that these Milestones will form the basis of any contract if successful.
	The Project Plan provides a statement of how and when a project's objectives are to be achieved by showing the major milestones, activities and resources required by the project.  The plan is used as a baseline against which to monitor project progress stage by stage. 

The plan should contain the following:

· A brief description of each major element of project activity

· Project prerequisites, containing any fundamental aspects that must be in place at the start of the project and any that must remain in place for the project to succeed

· Planning assumptions concerning availability of resources, skills/competency requirements 

· How much can the project slip (the tolerance) against the milestones before you take action and what will the action be?

	11.4 – How will you inform, consult and/or involve interested parties in the on-going delivery of the project?
	How have you considered informing, consulting or involving interested parties in the ongoing delivery of the project as defined in the partners section of the application form?


	Project Management

	11.5 Detail the project management structure and financial controls which you propose to put in place to deliver this activity
	Provide full details of the project management arrangements and give details of the financial management controls to be put in place. Identify who the contracting body for the project will be if this differs from the organisation applying for funding.

Project management is much more than the tasks carried out by a project manager. Project management is a combination of the roles and responsibilities of individuals assigned to the project, the organisational structure that sets out clear reporting arrangements and the set of processes to deliver the required outcome. It ensures that everyone involved knows what is expected of them and helps to keep cost, time and risk under control. Sound project management helps to reduce and manage risk. 

It is recommended best practice that a formal project management methodology such as OGC's PRINCE2 is adopted for all major projects. The principles of project management are equally valuable for smaller and/or less complex projects. The nature of your project will determine the project management approach you need, which should be adapted as required.



	Monitoring Plan

	11.6 Provide details of the monitoring plan for the project, (as per the application guidance what data will be captured)
	List all data which will be captured:

The minimum data you should expect your project to collect is as follows:

Details of the beneficiaries - business and/or individual (with contact details and sector broken down by ethnicity, gender, disability, age, etc.)

Monitoring returns, evidence of outputs, etc.

Press cuttings about your project

Minutes of meetings

Copies of policies/other papers which may/should have been influenced by your project

Comments or complaints your project has received

Evidence of additional outputs/outcomes (these will be listed in the outputs and outcomes sections of this application form) – how will you evidence these have been achieved?

Monitoring is not just about collecting information on outputs.  There are many other types of information that can be collected to evidence a project’s success. For example, if you are expecting to improve the performance of businesses you will need evidence of how they are performing (turnover, staff numbers, gross and net profit etc) before you start the project and then you can measure their performance again at the end of the project to see if it has increased. 

	11.7 Who will be undertaking the monitoring and when
	Please set out the systems which will be used for capturing data e.g. forms, questionnaires, databases etc...

Detail who is responsible for collecting the various data sources.



	11.8 How will you review the results of your monitoring to shape the ongoing project delivery? 


	How frequently will the monitoring data be reviewed, by whom and how will this inform the continuing development of the project?  

	12 Evaluation Plan  

	12.1 How will you evaluate the project? – please describe the approach that you will take and how it is compliant with emda guidelines
	Evaluation methodologies are the tools used to provide evidence to answer the evaluation questions. Some typical examples of evaluation methodologies you should consider are:

Review of key project documentation (e.g. appraisal and approval documentation, funding agreement, exit/succession strategies, evidence of market failure/opportunity)

Analysis of financial, output and outcome monitoring data and other key project management documentation

Interviews with key project staff

Key stakeholder consultations - including strategic and delivery partners as well as other key stakeholders (e.g. via workshops, focus groups, individual consultations or surveys)

Beneficiary surveys (actual, potential and unintended beneficiaries)

Analysis of secondary trend data – i.e. regional GVA, employment stats, land use, etc.

Benchmarking against similar project activities 



	12.2 What is it you wish to learn from the evaluation?


	It is important to understand at the beginning of your project what you wish to learn from your evaluation so you can establish what information you will need and how you can get it.  Some of this information will come from data which you capture and monitor throughout the delivery of the project.  Other information will come from the evaluation tools that you use.  The following is a list of evaluation questions - this list is the minimum of what you should be asking and should be supplemented with specific questions relevant to the aims of your project.

What improvements in the target group or area can be attributed to the project’s activities? 

Were there any unexpected effects?  

How far were objectives achieved?

How much of the impact achieved can be attributed to this project?

Was the approach the most cost-effective way to achieve the results?

What factors contributed to success and/or failure? 

What lessons are there for future projects?

	12.3 Who will undertake the evaluation?
	If the project meets two or more of the following criteria then for emda internal projects you should discuss with the Evaluation Manager and your Strategic Priority Lead if it is appropriate for consultants to be appointed to undertake part, or all, of the evaluation.  For external projects you should discuss your proposed evaluation plans fully with your emda contact at project development stage.

Costs over £1m

Will deliver a significant number of outputs 
It is difficult to put a number on what 'significant' might be (as this might differ for individual projects) but an example might be 50 jobs created or 100 businesses supported. 

Is a pilot 

This could be either activity that has never been delivered by the public sector before and therefore there is no existing evidence to demonstrate the impact it could have or activity that will be piloted on a small scale or in a particular part of the region to test its relevance and effectiveness towards delivering specific objectives with the intention of widening the area or scale of delivery if successful.
Is high risk and/or high profile

This could include many things such as a new or different delivery mechanism, complex contractual arrangements, relying heavily on partner involvement, etc.  High profile - where there is interest in this activity from national government or key stakeholders in the region, if the activity has, or is likely to, generate significant press interest
Is seeking continuation funding 

If you are undertaking an external evaluation you will still need to set out the monitoring and evaluation plans in the application form. This will ensure that all relevant data is collected during the projects delivery in order to inform the evaluation at the end.

If you have any questions about whether this criterion applies to your project then please contact emda's Evaluation Manager.


	12.4 Will there be any evaluation costs? – How will these costs be met?
	An evaluation should normally be carried out at the end of a project.  This doesn’t mean at the point the funding ends but at the point the objectives of the project should have been achieved and any impacts have occurred. For projects which have a long duration, or ones that will take time to achieve impacts, an interim evaluation should be conducted.  This can allow you to understand how the project is proceeding and allow you to make changes to it to ensure a better outcome. 



	12.5 When will the evaluation be undertaken?
	Detail when you expect the evaluation to take place. This should be after the expected outputs, outcomes and impacts of the project have been delivered. For large, risky projects, or projects spanning a number of years you may want to undertake an interim evaluation and so details of this should be provided also.



	13 Communication Plan 

	13.1 Communications Plan – How will the project communicate with interested parties, key partners and stakeholders to inform them of project developments?
	Communication is a key success factor for any project. An effective communications plan will help to ensure that all stakeholders are kept informed and aware of progress.

Steps to define the communications plan might include:

Identify stakeholders

Identify their communication needs

Identify appropriate media

Agree timing and frequency

Define communication roles and responsibilities

	13.2 How much has the project budgeted for marketing and communications? Explain why this is sufficient.

	The majority of projects will require an element of marketing and communications, either between stakeholders, to proposed beneficiaries or post completion to communicate the projects success. Detail what funding has been set aside within the project’s budget to cover the costs of these activities. If no budget has been set aside, explain how you propose to undertake these activities and where the funding for this is coming from.



	14 Forward Strategy/Exit Strategy

	14.1 What is the project’s forward strategy?


	No help available

	14.2 How will the project’s outcomes and impacts be maintained post emda funding?


	No help available

	14.3 For projects which will close post emda funding, please provide a summary of the exit strategy.
	This is the plan setting out what will happen after the lifetime of the emda funding. It is also known as an exit strategy or succession strategy. It is important that the outputs and outcomes brought about during the funding period should continue well beyond that time and that additional outcomes and impacts are realised. Applicants can ensure this through a forward strategy, setting out how the process or impacts started by the project will be sustained beyond the funding period.

A forward strategy should be built into the project delivery plan from the start.  This is an essential element in the planning and implementation of the project.

It should address the following:

How will the project's impacts and/or the project be maintained when emda funding ends? 

If the project is time limited, what are the closure arrangements e.g. when final reports will be submitted.

If the project is to continue explain how it will be funded and/or managed once emda funding has ended. 

What input would target beneficiaries/local communities have in the future management of the project?

Toward the end of the project emda must be provided with the name, address and telephone number of the person who will act as a contact point after the project has wound down.

	14.4 Is any further funding likely to be sought from emda for this or related projects?


	No help available

	14.5 If yes, please explain how much, what for and when it will be required?


	Give details with values and dates of any future funding likely to be applied for. Please note that any further application for funding will be subject to the same appraisal process and approval of this project does not in any way indicate that further funding will be available.



	15 Declaration

	15.1 Declaration
	All project applications must be signed by an individual within the project organisation with the delegation to commit the organisation as the Accountable Body for the project. Ensure their name is printed and their position within the organisation clearly stated e.g. Chief Executive or Financial Director.   
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