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Glossary of Terms

	Administration Costs
	an amount not greater than 20% of the total actual eligible amount expended on projects (the amount expended on projects is that portion of the funding paid out in grant to project promoters) or a lesser amount set out in the accepted strategy provided for the local action groups administration costs incurred in implementing the approved strategy.



	Administrative and Lead Financial Actor
	the Joint Council Committee as the financial administrator for the local action group in the receipt, payment disbursal, management and accounting for funds awarded under this contract.


	Axis
	a package of funding measures in the Programme.


	Council Cluster
	a group of local councils who have come together to provide financial and administrative support to the Local Action Group in their area.


	Department
	the Department of Agriculture and Rural Development (DARD).


	EAFRD
	the European Agricultural Fund for Rural Development, a single fund which provides financial support for rural development across Europe.


	EU
	the European Union.



	Funding
	the European funding and Government funding made available to the Joint Council Committee by the Department for the administration costs of the local action group and its implementation of the approved Strategy.  



	Grant
	the funding allocated by the Joint Council Committee as recommended by the Local Action Group to fund the project and administration of axes delivery.



	Implementation Plan
	the strategy delivery plan described in the approved strategy.



	Joint Council Committee
	the Joint Council Committee acting as an Administrative and Lead Financial Actor within the terms of The Local Government (Constituting a Joint Committee) Order (Northern Ireland) 2009 for the Local Action Group in the development and implementation of the agreed local rural development strategy under the Northern Ireland Rural Development Programme 2007 - 2013. 


	Local Action Group
	the LAG appointed by the Joint Council Committee to implement the local development strategy in accordance with Axes 3 and 4 of the NIRDP 2007 - 2013.


	Local Rural Development Strategy
	the accepted Local Development Strategy and Implementation Plan prepared in partnership between the Joint Council Committee and its appointed local action group as their agreed application for funding under the 2007-13 Northern Ireland Rural Development Programme.  



	Leader
	the ‘bottom up’ methodology for delivery of Axes 3 & 4 measures. The Leader approach gives local people a central role in determining how money should be spent in their area.  



	Measure
	a mechanism for providing support, usually in the form of a grant.



	NIRDP
	the Northern Ireland Rural Development Programme 2007-2013.



	Operating Rules
	the document setting out the financial and administrative procedures and eligibility criteria applicable to implementation of the programme which is an integral part of the Contract, as amended from time to time by memos/instructions, and issued to Joint Council Committees by the Department.



	Partnership
	the relationship established by Contract between the Joint Council Committee and the Local Action Group for the purposes of developing and implementing a local development strategy for the area delineated in that strategy.



	Project
	the project promoter’s enterprise or activity which has been the subject of an application for grant aid under the provisions of the Programme.



	Project Promoter
	an applicant applying to the Local Action Group for grant aid under the programme.



	Programme
	the measures (Annex 3) being funded under Axis 3 and 4 under sections 3 and 4 of Chapter 1 of title IV of Council Regulation (EC) No 1698/2005 as detailed in the Northern Ireland Rural Development Programme 2007- 2013.



	Rural Development Division
	a Division within DARD which exists to implement EU and Government rural development policies and programmes with the aim of achieving a thriving and sustainable rural community. 



	Rural Network
	the Rural Network for Northern Ireland, which will provide a range of services and support for those involved in the delivery of the NI Rural Development Programme.


	Section 75
	Section 75 of the Northern Ireland Act 1998, which requires public authorities to have due regard to the need to promote equality of opportunity between :

· persons of different religious belief, political opinion, radical group,     
age, marital status or sexual orientation;


· men and women generally;


· persons with a disability and persons without; and 


· persons with dependants and persons without.


In addition, public authorities are required to have regard to the desirability of promoting good relations between persons of different religious belief, political opinion or racial group. 
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Introduction

These Operating Rules apply to the implementation of the Strategy and Implementation Plan approved by the Department of Agriculture and Rural Development (DARD). They supplement European Union (EU) and national legislative requirements and the terms and conditions of the legally binding Contract between the Department and the Joint Council Committee (JCC). The rules may be amended from time to time at the discretion of the Department subject to respecting the European Commission's guidelines for the European Agriculture Fund for Rural Development (EAFRD) Programme. In accordance with the terms of the Contract the rules are binding on the Joint Council Committee (JCC). In any matters of interpretation of the rules, the Department's decision is final.


In implementing EAFRD, the Partnership must have regard for the guidelines for the programme set by the European Commission in 1698/2005, 1974/2006, 65/2011, 1290/2005.  
In conjunction with these rules and the formal Contract, Partnerships should make reference to the Northern Ireland Rural Development Programme (NIRDP), approved by the European Commission in July 2007, which can be accessed via the link below:

http://www.dardni.gov.uk/nirdp-2007-13.doc
Axes 3 & 4 Objectives

The Department has been involved in delivering broader rural development in Northern Ireland since the early 1990s. In 1991 it established its first Rural Development programme to build capacity within local communities and provide support for community economic development in the most disadvantaged rural areas. This work has been continued and developed in the subsequent EU funding rounds and carries forward in the 2007-2013 period under this Axis. A core principle of the approach to broader rural development in Northern Ireland has been and continues to be that the communities which most closely experience problems should be involved in the design and delivery of projects and programmes to tackle such problems and, thus, improve their quality of life.     

Under this Axis, Measures are designed to:

· strengthen the social and economic infrastructure of rural areas;

· build on the successes of the Northern Ireland Rural Development Programme 2000-2006; 

· create employment opportunities and conditions for the creation and development of rural micro businesses, and  

· optimise the use of Northern Ireland’s natural, human and historic assets through sustainable economic and social development.

The measures will meet the Axes 3 & 4 objectives of improving the quality of life in rural areas and diversification of the rural economy through:

· Increasing economic activity and employment rates in the wider rural economy through encouraging on-farm diversification into non-agricultural activities, off-farm diversification and re-skilling;

· Supporting the creation and development of micro-enterprises in the broader rural economy;

· Encouraging rural tourism built on the sustainable development of Northern Ireland’s natural resources, cultural and natural heritage;

· Improving the access by rural dwellers to basic services for the economy and rural population;

· Regenerating villages, other rural settlements and their surrounding areas by supporting the development of integrated action plans and integrated village initiatives to improve economic prospects,  community relations and the quality of life, and 

· Maintaining, restoring and upgrading the natural and built heritage

Axes 3 & 4 Measures 

The NIRDP will meet these objectives by providing support under the following Measures:

	· Measure 3.1
	· Diversification into non-agricultural activities

	· Measure 3.2
	· Business creation and development

	· Measure 3.3
	· Encouragement of tourism activities

	· Measure 3.4
	· Basic services for the economy and rural population 

	· Measure 3.5
	· Village renewal and development

	· Measure 3.6
	· Conservation and upgrading of the rural heritage


More details of the type and level of support, target groups and Measure indicators is given in the individual measure sheets in Appendix 11.

All Axes 3 & 4 Measures will be delivered through an Axis 4 LEADER-type approach. Consequently, the setting of financial allocations and targets are indicative. Final targets will depend on the needs and opportunities identified in the Local Development Strategies and on the subsequent allocation of funds to implement those strategies.

Axis 4 Objectives

In the Community Strategic Guidelines, the overall strategic objective for the LEADER Axis is to build local capacity for employment and diversification. While contributing to the priorities of the other Axes in the Programme, it will also play an important role in improving governance and mobilising the endogenous development potential for rural areas.

Key features of the LEADER approach include:


· area-based local development strategies;

· bottom-up development and implementation of strategies;

· local pubic-private partnerships;

· integrated and multi-sectoral actions;

· innovation;

· co-operation; and

· networking;

This Axis will meet these objectives by:

· promoting an area-based strategic approach to improving the quality of life in rural areas and the diversification of the rural economy; and

· encouraging the identification of sectors or issues which could benefit from a co-operation approach 

Included in these Operating Rules, as Appendices, are a number of specimen letters and forms which set out, the guidance/data collection requirements, the content of which set out the minimum requirements of DARD. 

Chapter 1 - General

Area of Operations

1.1 For the purposes of the Northern Ireland Rural Development Programme (NIRDP), rural areas
 are defined as all those areas outside the statutory development limits of those towns and settlements with a population in excess of 4,500 inhabitants. However, the NIRDP will retain the flexibility to support projects located in more urban settings in cases where the projects will principally benefit rural areas and a robust case can be made for the project to be located in a town.


1.2 For the purposes of funding, the Partnership is authorised to operate only in the geographic area delineated in its approved Strategy and Implementation Plan.  


Applicable Dates
1.3 The Partnership is authorised to implement the Strategy as set out in the approved Implementation Plan (as appended to the Contract) with effect from the date the signed Contract is received by the Department.

1.4 Project activity undertaken or project work commenced/project expenditure incurred by a project promoter or the Partnership prior to the date of the Contract is not eligible for aid with the exception of Advance funding awarded to Lead Councils for the purposes of selection of a Local Action Group (LAG) and development of a strategy.  Basic eligible administration expenditure incurred by the Partnership in the implementation of the programme for the period from 1st December 2007 to the date of the Contract is also covered by this Advance.  

1.5 A project will only be assisted where:


· the work /expenditure involved commences after the promoter's formal application has been approved, and ;


· a Letter of Offer has been issued, and ;


· the acceptance declaration is signed by the Project Promoter, accepted and is entered onto the EU database. 



(Please Note - only eligible expenditure will be reimbursed).  


1.6
Promoters must be advised in a written acknowledgement (Appendix 1) that the submission of an application for aid or the acknowledgement itself must not be taken as an indication that the application is eligible for or will be awarded grant aid.

1.6 All commitments of grant under the Programme must be made by 31st December 2013. All payments of grant assistance under the programme must be made by 31st December 2014. A Letter of Offer must not issue with a final project completion date later than 30 September 2014.

1.7 All programme documentation (including individual Project Files and supporting documentation for administration running costs) must be retained in a central secure location within the Cluster area and available for inspection and audit checks until the end of 2021. This location will normally be the JCCs business address unless agreed otherwise by the JCC with the Department.  


Co-Ordination of Activities 
1.8 The Partnership must establish close working relationships with relevant Government Departments and Agencies, including DARD's Service Delivery Group, Invest Northern Ireland (INI), Rural Tourism Partnerships and other relevant organisations operating in their areas. The Partnership should devise a mechanism to engage these bodies in their operations. These arrangements are designed to:-

(a)
achieve an integrated approach to local development delivery; and 

(b)
avoid overlap and duplication of resources, particularly insofar as grant aid for projects is concerned.  

Local Action Group (LAG) Composition

1.9 The membership of the LAG is required to be: locally based; a balanced and representative selection of partners drawn from different socio-economic sectors; a balanced representation of men and women; and a fair representation of equality across Section 75 groups, including religion and representative of the population of the area it covers. Where vacancies in the membership arise, the LAG must take steps to address the strength/weakness of the membership including any equality imbalances which exist, for example, gender/religious representation and seek nominations by an open and transparent process. Any changes to the membership of the LAG must be notified to the Department. Equality monitoring of the LAG composition must be also routinely carried out. 


1.10 At decision-making level, the economic and social partners and associations must make up at least 50% of the local partnership. This means that the LAG must not have more than half its members drawn from the public sector, including elected councillors, MLAs, council officers, civil servants and the representatives of statutory bodies. This balance must be maintained throughout the delivery of the programme. 
1.11 It is recommended that the office bearer positions should be rotated every three years.  In addition, the Chairperson should rotate each year or at least the Chairperson should seek re-election. It is essential that any office bearers appointed have the necessary skills to fulfill the respective roles. Any changes to the office bearer positions must be notified to DARD. 

Equality Considerations for LAG Composition

1.13
Ensuring equality in terms of representation on and participation in the LAG is of key importance. The Partnership will be asked to demonstrate what measures it has taken to ensure fair representation and active participation across the equality categories on the This is to ensure that equality issues across all Section 75 sectors are fully informing the direction of the programme and how the programme is managed and delivered.

1.14
“Section 75” refers to Section 75 of the Northern Ireland Act 1998 (The Act). This places a statutory duty on public authorities to ensure that equality of opportunity and good relations are central to all policies and functions of government and public service.  Further details are in paragraph 1.44.

1.15
Membership of the LAG should be drawn from a broad base, reflecting as far as is possible the Section 75 groupings and offering a range of expertise and experiences.  LAGS will be asked to outline what measures they have taken in their consideration of equality representation.

1.16.
The composition of each LAG will be assessed to determine how well it reflects the Section 75 categories, and where gaps are identified, how these can best be addressed.  The LAG make up will be reviewed on a regular basis, as existing members leave and vacancies need to be filled.  To facilitate this, all members will be asked to complete an anonymous Section 75 equality monitoring form which will be collated by the Lead Council Equality Officer. The Section 75 composition of the LAG should be reviewed as membership changes occur. The Lead Council Equality Officer should record in writing that the new composition of the LAG complies with Section 75 requirements or where this is not the case, detail the actions which have been and will be taken to address any imbalance. This document should be retained for inspection by auditors.

1.17
LAG members should be given equality training at the outset to ensure that they understand the need to comply with Section 75 responsibilities.  This training will also include equality aspects of project assessment and selection.  LAG members will also have on-going training throughout the Programme to ensure there continues to be a strong equality focus. The Lead Council Equality Officer will act as a key advisory point on Section 75 issues in general, and The Rural Network will deliver training.

LAG Expenses and Role in Project Assessment
1.12 LAG members are appointed to serve on a voluntary basis and are not remunerated for their time.  However travel and subsistence expenses and child care costs incurred by the social partners of the LAG in relation to their LAG duties may be reimbursed at a set local authority rate. Payment may only be made on receipt of a written and signed claim for actual expenditure incurred, supported by appropriate evidence of expenditure. Advance payment for expenses is not permitted.  The timescale for submission of an expenses claim is detailed in Chapter 2, Programme Expenditure.
1.13 The LAG is the decision-making authority in relation to all activities, subject to JCC ratification, and all decisions must be formally recorded in the minutes of meetings. These minutes must be copied to the relevant local RDD office on a regular basis. All LAG decisions will be made in conformity with these operating rules. 

1.14 The LAG is responsible for the recommendation to the JCC for disbursement of programme funds and as such must ensure that any programme expenditure proposed is in line with the approved strategy and in conformity with these operating rules. Some examples of expenditure deemed not essential to the operation of the programme are - gifts or contributions to gifts, tokens of condolences, staff uniforms, gratuities, staff bonuses.  Any doubts or concerns regarding eligible expenditure should be discussed with DARD. 

1.21
All projects that are to be presented to the JCC for ratification must be submitted first to the LAG and eligibility for financial assistance under programme rules confirmed. DARD will disallow claims for programme funds in respect of any project or element of a project that is deemed ineligible.  

1.15 For every project brought forward for consideration by the LAG, the Chairperson of the LAG or Chair of proceedings on the day must sign off the project assessment matrix (Appendix 6) and ensure that all decisions pertaining to project applications and grant awarded are recorded in the minutes of the meeting. 
Roles and Responsibilities

Introduction

1.16 These operating rules summarise the arrangements for managing and control structures for Axes 3 and 4 of the 2007-2013 European Agriculture Fund for Rural Development (EAFRD) Programme.

1.24 
The Department of Environment, Food and Rural Affairs (DEFRA) has overall responsibility for fulfilling the role of Member State in accordance with Article 74 of Council Regulation (EC) No 1698/2005.

1.25
As such DEFRA will ensure:

· all legislative, statutory and administrative provisions in accordance with Article 9(1) of Regulation (EC) No 1290/2005 are adopted to ensure effective protection of the Community’s financial interests;

· the Northern Ireland Rural Development Programme has the relevant management and control systems in place to ensure separation of functions between the Managing Authority and other bodies; and

· the Northern Ireland Rural Development Programme’s management and control systems function effectively throughout the programme period.

1.26
The Member State is responsible for designating the Managing Authority (MA), Accredited Paying Agency, Co-ordinating Body and Certification Body.

Managing Authority

1.27
The Department of Agriculture and Rural Development is the Managing Authority designated by the Member State in accordance with Article 74(2) (a) of Council Regulation (EC) No 1698/2005. 

1.28
In accordance with Article 75 of the above regulation the MA is responsible for the efficient, effective and correct management and implementation of the Northern Ireland Rural Development Programme. The MA will ensure:

i. operations are selected for funding in accordance with agreed criteria;

ii. an IT system is provided to record and maintain data for monitoring and evaluation;


iii. beneficiaries and other bodies involved in the implementation of operations:

· know their obligations and maintain a separate accounting system or use adequate accounting codes for all transactions funded under this Programme;


· are aware of the requirements concerning the provision of data to the Managing Authority and the recording of outputs and results;

iv. programme evaluations are carried out within the required time limits and conform to the Common Monitoring and Evaluation Framework;

v. compliance with the Commission’s publicity requirements is achieved ; 

vi. the Paying Agency receives all necessary information on procedures and controls;
 

vii. an administrative and lead financial actor able to administer public funds is selected (JCC);

viii. a Programme Monitoring Committee is established and provide the chair and  secretariat functions. It will draw up the annual progress reports and, after approval by the Monitoring Committee, will submit them to the Commission; 

ix.  a clear allocation and separation of functions exists between Departmental personnel undertaking the roles and responsibilities of the Managing Authority and those in the Paying Agency;

x. robust fraud and irregularity prevention activities are undertaken in line with the   Counter Fraud Strategy and in addition have published guidance on identifying irregularities and in addition produce irregularity reports;

xi. the quality of programme implementation is monitored;

xii. monitoring of each rural development programme by means of financial output and result indicators is carried out;

xiii. establishment of a Regional Rural Network ;


xiv. there is effective equality-focused delivery of priorities and measures, and their outputs and targets; and


xv. the achievement of Programme for Government targets 

1.29
When parts of its tasks are delegated to another body, the MA shall retain full responsibility for the efficiency and correctness of management and implementation of those tasks.

 Accredited Paying Agency

1.30
The Department of Agriculture and Rural Development has been accredited as a Paying Agency in accordance with Article 6 of Regulation (EC) No 1290/2005 and EC Regulation No 885/2006.

The Accredited Paying Agency is responsible for making all payments of eligible expenditure under this Programme. In respect of these payments, it will comply with Articles 1 & 3 and Annex 1 of Regulation (EC) No 885/2006 to ensure that:

· the eligibility of requests for and the procedures for allocating aid and their compliance with Community rules are checked before payment is authorised;

· accurate and exhaustive accounts are kept of payments made;

· checks laid down in EU legislation are made;

· documentation is presented in a timely manner and in the form requested;

· documentation is accessible, complete, valid and legible; and

· statements of assurance are drawn up supported by annual statements by the JCC and LAG

Certifying Body

1.31
The Northern Ireland Audit Office will be the Certifying Body for the Northern Ireland Rural Development Programme within the meaning of Article 5 of EC Regulation 885/2006. 

1.32
The Certifying Body is responsible for certifying the truthfulness, completeness and accuracy of the accounts of the Accredited Paying Agency. 

Co-ordinating Body

1.33
The United Kingdom (UK) Co-ordinating Body has been designated in accordance with Article 6(3) of Council Regulation (EC) No. 1290/2005. 


1.34
The Co-ordinating Body is responsible for collecting information from the UK Accredited Paying Agencies, sending that information to the Commission and for promoting harmonised application of the Community Rules.


The Joint Council Committee (JCC)


1.35
The JCC, acting as administrative and lead financial actor, will:
i. enter into a contract for funding with DARD to enable implementation of the agreed local rural development strategy;


ii. be financial administrator for the LAG in the receipt, payment, disbursal, management and accounting for funds awarded ;
 

iii. be responsible for animation of the Cluster area;


iv. be responsible for appointing a LAG in its area to establish and implement a rural development strategy and make proposals, in relation to financial assistance towards projects in accordance with Axes 3 and 4 of the Northern Ireland Rural Development Programme 2007-2013;

v. quality assure that the LAG’s appraisal, assessment and scoring of projects comply with the direction in the operating rules;

vi. issue Letters of Offer and rejection letters;

vii. ensure the EU database is updated as required;


viii. oversee, monitor, and advise the Local Action Group appointed in its area;


ix. consider the Local Action Group’s proposals in relation to financial assistance towards projects;


x. enter into an agreement with the Local Action Group for the purpose of its functions 

xi. be responsible for careful stewardship and making best use of the public funds provided;


xii. monitor and evaluate the progress of the local rural development strategy  implementation plan, liaise with DARD and the LAG and agree revisions/remedial actions to the strategy/implementation plan with DARD where appropriate;


xiii. on a monthly basis, consider progress on the delivery of its local rural development strategy;

xiv. ensure that those involved in delivery of the strategy have the necessary skills and knowledge to carry out their functions competently. i.e. EAFRD Council Regulations, eligibility of expenditure, appropriate equality, human rights, employment legislation including Section 75; 


xv. ensure appropriate attendance at all training provided/identified as necessary by DARD e.g. Database management, Economic Appraisal training etc;

xvi. in accordance with EAFRD Council Regulations and Section 75 of the Northern Ireland Act 1998, ensure that in all of their operations, pursue the principles and practice of having due regard to the need to promote equality of opportunity between men and women, between persons of a different religious belief, political opinion, racial group, age, marital status or sexual orientation, between persons with a disability and persons without and between persons with dependants and persons without. They will also have to have regard to promoting good relationships between persons of different religious belief, political opinion or racial group; and 


xvii. ensure compliance with the provisions of the Data Protection Act 1998 


Local Action Group (LAG)

1.36
The LAG will:

i. develop a local rural development strategy in conjunction with the JCC; 

ii.  within the implementation of the local rural development strategy, be responsible for: 

· issuing calls for applications; 

· assisting applicants to develop projects; 

· appraisal, assessment and scoring projects;


· recommending projects for approval/rejection by the JCC; and


· monitoring and evaluating the progress of the local rural development strategy   implementation plan, and where appropriate, recommending revisions to the JCC. 


iii. become involved in co-operation activities - undertake a joint action with another LAG or with a group taking a similar approach, in another region, Member State or even a third country;


iv. ensure the composition and equality balance of the LAG is maintained and that all vacancies are filled in an equal and transparent manner;

v. participate in Regional, National and European Networks;

vi. comply with the provisions of the Data Protection Act 1998;


vii. on a monthly basis, consider the JCC comments on progress on the delivery of its local rural development strategy and take corrective action, where necessary;

viii. ensure appropriate attendance at all training provided/identified as necessary by DARD and; 
ix. in accordance with EAFRD Council Regulations and Section 75 of the Northern Ireland Act 1998, in all of their operations, be expected to pursue the principles and practice of equality of opportunity between men and women, between persons of a different religious belief, political opinion, racial group, age, marital status or sexual orientation, between persons with a disability and persons without and between persons with dependants and persons without.  They will have to have regard to promoting good relationships between persons of different religious belief, political opinion or racial group.



Networking 

1.37
LAG members are required to participate in any networking activities:-

·   regionally by membership of and participation in the Northern Ireland Rural Network;

·   nationally by participation in the UK Rural Network; and

·   on an EU-wide basis, by participation in networking activity organised by the European Commission or its agents.

1.38
The expenses in relation to networking instigated or organised by the Northern Ireland Rural Network will be borne by the Northern Ireland Rural Network. However, travel and subsistence expenses and child care costs in relation to social partners of the LAG attending network events will be met from the administration budget within the local development strategy.

Conflict of Interest & Register of Interest

1.39
Members of the JCC, LAG, Assessment Panel and Administration Unit who have an interest in any project being considered for funding must declare their interests. In such cases they must absent themselves from the assessment procedure and discussion of the project.  

1.40
DARD has provided a Conflict of Interest (COI) Declaration (Appendix 2) and a Register of Interests Declaration (Appendix 3). However local authority COI declarations may be used, if these comply with DARD requirements. These must be completed for all those involved in the delivery of the programme and retained for inspection.

1.41
Members of sub committees, panels (including independent members), advisory groups or persons otherwise associated with the Partnership (e.g. Member of staff) who have an interest in any application presented to the Partnership for consideration etc must declare their interests by completing Appendix 2. They must absent themselves from the selection process and any meeting at which any discussions on the application are taking place. 


1.42
For the purposes of implementing these rules, the following arrangements will apply:

i. members, staff etc associated with the Partnership must not receive any papers pertaining to the application following the completion of a Conflict of Interest declaration. 


ii. it is recommended that Conflict of Interest remains as a standing item on the LAG and JCC agenda/minutes;


iii. a Register of Interest form (Appendix 3) must be completed by each member of the Partnership and these completed forms should be retained for inspection by DARD.  Any revisions must also be notified to the Administration Unit within 1 month of that revision. There is a requirement to conduct an annual review of these appendices and to formally record this review. This information should be retained and available for inspection by DARD;

iv. the register of Interest will form part of any monitoring and verification carried out by DARD; and 


v. decisions to award financial assistance in which members or persons otherwise associated with the Partnership have an interest of any kind must be notified to the LAG immediately.  The notification must highlight to the LAG that members have an interest in the proposed project.  If there is any doubt about conflict of interest the LAG should be consulted before assessment. If clarification is required, DARD should be consulted before assessment. 

Equality Guidance

Equality and Section 75 of the NI Act
1.43
Section 75 of the Northern Ireland Act 1998 (The Act) places a statutory duty on public authorities to ensure that equality of opportunity and good relations are central to the process of government and public service.  Public bodies should continuously monitor and assess the impact and outcomes of their policy decisions to determine if there are any adverse effects; to highlight possible inequalities and decide on appropriate action that can be taken to address these issues and better promote equality of opportunity.

1.44
The Act places a statutory duty on the Department of Agriculture and Rural Development (DARD) and the Partnership to promote equality of opportunity between: Persons of different religious belief, political opinion, racial group, age, martial status or sexual orientation; Men and women; Persons with a disability and persons without; and persons with dependants and persons without.

1.45
The Act also requires DARD and the Partnership to take into account the promotion of good relations between persons of different religious belief, political opinion or racial group.

1.46
Section 75 monitoring will be done through the completion of an equality monitoring form (questionnaire) by project beneficiaries.  As explained in paragraph 1.44, DARD is legally required to conduct this monitoring, but it is voluntary for beneficiaries to complete the form, which will be anonymous. All beneficiaries should be encouraged to complete the form as it will greatly help DARD and the Partnership to comply with its statutory duty.  It will also enable them to assess the equality uptake and outcomes of the NIRDP across different groups of people and in local communities, and if necessary, take action to address any specific inequalities that exist.  An equality report template has been provided at Appendix 14(h) for use with community type projects.  
1.47
LAGs must demonstrate that every effort has been made, and assistance given where necessary, to ensure (within the parameters of the programme) that all sections of the community are actively encouraged to participate fully.  The LAG will be assessed on its equality outcomes so this aspect is important.

1.48
The promotion of equality of opportunity must be systematically considered in every aspect of programme delivery including project application and selection, project delivery, project monitoring and project evaluation and in relation to the Programme’s long-term impacts on the wider community.  For example, when publicising the call for applications, in addition to the usual newspaper advertising, LAGs should also consider other ways to reach out to the community and raise awareness of the funding available.  Costs of sign language interpreters or translation services should be factored in as necessary.  LAGS should also consider what assistance they can provide to vulnerable groups to help them submit applications.

1.49
In addition to the promotion of equality of opportunity and access for all, LAGs should also consider what inequalities exist in their local areas and how the NIRDP might be used to help address these in some way.
1.50
Everyone involved in the assessment and selection process has a duty to ensure that equality of opportunity is rigorously addressed.  In practice much of the responsibility for investigating applications is likely to be passed to members of the JCC staff team.  The members of this team will need to be fully trained on equality issues before being permitted to assess the strengths and weaknesses of applications in this respect.  LAGs are encouraged to keep training records of such staff up to date.  As mentioned in paragraph 1.17, LAG members must also be trained.

1.51
Demonstrating equality of opportunity on selection panels must also be given due consideration.  Selection panel members from the LAG should be drawn from a broad base, reflecting as far as is possible the Section 75 groupings and offering a range of expertise and experiences. It is not appropriate to have a selection panel that does not address this broad spectrum in some way.

Assessment of Applications from an Equality Perspective

1.52
While not an exhaustive list, staff may find the following points helpful in assessing applications from an equality perspective, or when exploring equality issues with applicants:


· Has the applicant made links with any target group / equality organizations or representatives from sectoral groups?

· Has the applicant submitted their organisation’s equality policy / action plan (if they have one) 


· When asked how they intend to promote / integrate equality into the project and its outcomes, has the applicant simply reiterated their equality policy / action plan, rather than explained what they will do in terms of the specific project to improve equality of opportunity, for example, under representation of a particular group? 

· How does the proposed project intend to address directly the needs of the target group(s) expected to benefit from the project? How are they expected to benefit from the project?

· How does the proposed project intend to indirectly address the needs of the target group(s) expected to benefit from the project?

· Has the applicant given full and proper consideration to the identification of any barriers which could affect the access, participation and outcomes for specific Section 75 groups? For example, consider elderly people, those with disabilities, ethnic minorities, those who may have difficulties with access to transport, language issues, childcare.

· If barriers have been identified, how will they be removed or overcome? 

· Does the applicant explain how they will train / recruit from the target groups? Does this include e.g. awareness of the need for languages other than English including sign language where relevant, and formats suitable for people with disabilities, reading or sight problems or with particular cultural or religious needs?

· Does the application indicate compliance with the Disability Discrimination Act 1995 (NI Order 2006) in relation to access issues (e.g. transport, accessible locations, flexible hours, loop systems, wheelchair ramps and childcare)?  Have these been discussed with a relevant agency?

· Is there a concerted effort to mainstream equality? (i.e. by fully integrating equality of opportunity across all aspects of the project)

· Is there evidence that the applicant understands the equality of opportunity potential and statutory requirement within the project and can deliver upon it, or is the commitment vague?

· Has the applicant considered the cost of mainstreaming equality (e.g. budget for translation, childcare costs or additional transport costs)?  If applicants do not take into account the costs of mainstreaming equality they will find it difficult to deliver on equality targets and outcomes.  Check the full application to verify that financial figures back up any of the equality statements.

· Does the application include evidence of need, targets and realistic outcomes?  Is it clear how the outcomes for equality of opportunity will be delivered?

· Does the application contain equality monitoring and evaluation details or baseline data on which the project can build (i.e. how will you know it has achieved its targets?)

   What measures will be put in place to monitor the equality impact and outcomes?
Chapter 2 Programme Expenditure

Introduction

2.1 The Joint Council Committee (JCC) has overall responsibility for programme expenditure within the Council Cluster via a contract with the Department of Agriculture and Rural Development (DARD). To assist in the delivery of Axis 3 and Axis 4 of the Northern Ireland Rural Development Programme (NIRDP) 2007- 2013, the JCC will select a Local Action Group (LAG). An Administration Unit will be formed within the Council Cluster area to service the JCC and the LAG throughout delivery of the programme. 


2.2 This chapter provides guidance to the JCC on the following :-
 

the Financial Procedures to be followed in the implementation of the programme;


the Administration Costs associated with programme implementation; and 

the Financial Arrangements for Project Promoters 

Financial Procedures - JCC

Financial System  

2.3 For the delivery of the Rural Development Programme a fully documented financial system for the proper management and control of all European Agriculture Fund for Rural Development (EAFRD) funds must be put in place. The veracity of the system will be checked by DARD and may be subject to review by the Department’s Internal Audit Unit and external review bodies. The management and control systems should provide an effective audit trail.

Bank Account

2.4 A separate bank account that is unique to the implementation of this programme must be opened, or where an existing bank account is to be used, a clear accounting code for all transactions relating to this programme must be maintained. Bank account details should be provided for BACS vendor. The Department will make payment, unless otherwise agreed, to this account.    

Use of Bank Interest 

2.5 Any bank interest accrued through the operation of this programme must be reimbursed to DARD on a monthly basis. 



Financial Management

2.6 The JCC must comply with DARD’s requests for financial information on expenditure and budget profiles within agreed deadlines. This information is required for reporting to the Department of Finance and Personnel (DFP), the EU Commission, HM Treasury (HMT), DEFRA’s Rural Payments Agency and the DARD Departmental Board. The JCC in conjunction with DARD will have developed the financial plan contained within the Programme Implementation Plan (Annex 1 to the contract) setting out the required expenditure targets for delivery of the Programme.

Monitoring of Expenditure and Budgets

2.7 A monthly financial and output progress report should be prepared by the Administration Unit for the JCC to present to the LAG for discussion and sign off. It is recommended that as a minimum the following information be presented:-

1.  financial report including a reconciled Bank Balance;


2.  list of payments to project promoters;


3.  total of administrative and publicity costs; and


4.  income received.



Financial Ledgers must be available to JCC and LAG members for inspection.
2.8 The Department’s local contract manager, using a structured project management control tool set, will, on an ongoing basis, liaise with the JCC regarding adherence to the agreed implementation plan and will consider appropriate budget alterations and if necessary remedial action in light of actual outturn. This may result in reduction to the overall resources available for programme implementation where performance falls and continues to fall below the agreed programme delivery level. Further details on the mechanisms to be used are set out in Chapter 9 -Monitoring and Evaluation.

Register of Assets 

2.9 In order to preserve an audit trail, a Register of Assets must be established and maintained by the JCC for all capital assets
 purchased by the JCC during programme implementation. This register should show the date of purchase, description and location of an asset (including the staff name, where appropriate), price paid net of recoverable VAT, the location of the title deeds (if applicable) and serial or identification numbers. Assets must be listed in the register until written off in the books in accordance with standard accounting practice. An auditable record of any decision to remove assets from the register must be retained. Any disposal of assets included in the register must also be recorded showing the date of disposal and the sale proceeds net of VAT. The Register must be available for inspection by DARD/Audit Office and the EU Commission.  More detailed guidance on the disposal of IT equipment and the procedures to be followed are covered in Chapter 13 – EU Database and IT Security.


2.10 The asset register should be reviewed and updated as necessary upon the acquisition of any capital items and made available for inspection at administration claim vouching stage, if appropriate. Regular reviews (at least once a year) are essential in order to assist in the recording of annual depreciation.  


Petty Cash Procedure

2.11 A procedure for dealing with Petty Cash must be drawn up based on the guidelines laid down in Appendix 7.  

Charging

2.12 The charging of application fees and other fees to project promoters, whether potential or successful, is prohibited.

Administration Costs (LAG and Administration Unit)

2.13 The administration costs, associated with the delivery of this programme, will be limited to a maximum amount equivalent to 20% of the final verified project expenditure incurred through the approved Local Development Strategy. If approved Administration costs are exceeded, DARD cannot make a contribution. Administration expenditure should be closely monitored and controlled by the JCC and must adhere to the procurement procedures outlined in Chapter 7 of these operating rules.  If targets are not being achieved, DARD reserves the right to withdraw funding from the respective JCC and reallocate this. The following list sets out items/activities that are eligible:

2.14 Recruitment Costs - Public advertising costs in the recruitment of staff for the Administration Unit.   

2.15 Redundancy Costs – Administration Unit employees with more than 2 years service are statutorily entitled to a lump sum from their employer, based on their age, length of service and contractual earnings.

Employees should receive a lump-sum payment if:


· They are made redundant; and 


· They have at least two years continuous service.


2.16 For further information on entitlement to redundancy payments please refer to the attached link for Department of Employment and Learning (DEL) guidance:


http://www.delni.gov.uk/index/publications/pubs-employment-rights/erbooklets/er3.htm


2.17 Administration Unit Staff Time in the implementation of the Programme - Only staff time spent on EAFRD activities will be eligible for EAFRD funding.  When staff are engaged in EAFRD activities then an appropriate time recording system should be put in place i.e. time sheets to confirm time spent and activities undertaken on EAFRD.  These timesheets should be made available for inspection. 


2.18 Attendance at Training Events - Training on some elements of the new programme will be arranged for members of the JCC, LAG and Administration Unit staff. This training will be delivered by the Regional Rural Network under contract with DARD. Other core elements of training will be arranged and delivered by DARD. Eligible expenditure in relation to attendance will be :


Travel and Subsistence Costs; and 
Child Care costs for social partners of the LAG.


Programme funds cannot be used for any additional training without prior written approval from DARD.


2.19 Travel & Subsistence - these costs are eligible for LAG member social partners, Administration staff and independent panel members. A travel and subsistence policy adopted from the policy being applied by one of the Councils within the Cluster must be drawn up and available for inspection. Costs are only eligible for reimbursement where:-

· they have been incurred in the implementation of the programme and they are in line with the existing approved travel and subsistence policy, 


·  they cannot be reimbursed from another source, and
· the claim for expenses is submitted to the  JCC within three months of the date the expenditure was incurred.  Only in exceptional circumstances, considered and endorsed by the JCC, can claims be admitted outside of this timeframe.
· Advance payment for expenses is not permitted.  


2.20 A travel and subsistence claim form template is provided at Appendix 8. If the JCC devise their own proforma, it should meet the general conditions of Appendix 8 for eligibility of expenditure and verification purposes. The rates to be used shall not exceed the Council rates agreed to by the JCC. Standard mileage calculations should be adopted for all normal journeys. It is accepted that in some cases the standard mileage may be inappropriate due to the requirement of dealing with additional mileage due to roadworks/detour, accidents etc. Where this is the case the reason for the adoption of a non standard mileage total should be clearly stated on the claim documentation.

2.21 Child Care Costs for Social Partners of the LAG  - Childcare costs for dependant children of a LAG social partner who is on official LAG duty i.e. attendance at Meetings, Assessment Panels, Training, Events or Conferences are eligible for reimbursement . DARD is following Department of Education and Learning (DEL) guidance, which states that, the upper age limits of children for whom childcare assistance is payable are:

· the first Tuesday in September following the child’s 15th birthday; or

· in the case of a child in receipt of Disability Living Allowance or who is registered blind, the first Tuesday in September following their 16th birthday 

2.22 Childcare costs are eligible where the care is provided by a registered child minder or by a relative who is not a registered child minder. A relative is defined by DEL as someone who is over 18 years of age and who is a grandparent, brother, sister, aunt or uncle of the child(ren).

2.23 In all cases the following evidence must be obtained:


· names and dates of birth of dependant children; and 


· written confirmation from the registered child minder or relative (as specified above) that the care took place i.e. dates, number of hours of care provided and charge per hour.
Claims for reimbursement of childcare costs must be submitted to the JCC within three months of the date that the expenditure was incurred.  Only in exceptional circumstances, considered and endorsed by the JCC can claims be admitted outside of this timeframe.
2.24 Hourly child minding rates for registered child minders should be confirmed with local Social Services on a yearly basis. Registered child minder costs can be authorised up to this rate. Unregistered child minder costs should only be authorised up to 60% of this rate.  

2.25 Running Costs of the JCC, LAG and Administration Unit are eligible, only where these can be attributed directly to the implementation of the programme. DARD will always seek evidence that value for money has been obtained in both the procurement and the use of the equipment and services. Where a cluster has availed of the lead council accommodation to house its Administration Unit, an annual VFM exercise should be carried out. This should involve obtaining at least 2 quotes for the cost of letting similar floor space and facilities in the local area. Any costs incurred must be essential to the implementation of the programme. Eligible costs are :-

Heating

Lighting

Telephone bills

Rent

Rates

IT Equipment (including Computers, printers, scanners, fax machines, photocopier and necessary consumables)

Stationery

Furniture

Office cleaning 

Maintenance costs

Insurance


The following items are ineligible:-


Hands-free kits for mobile phones

Water coolers and consumables

Staff Uniforms

TV licence

Office Plants

Pictures

Cards and gifts for staff and others

Donations to charities

Christmas lunches and decorations

2.26 Running costs, which are shared, must be justified, apportioned appropriately, and specifically related to the implementation of the programme. 

2.27 All costs should be actual and evidenced.  It therefore follows that the apportioning of costs will require a method relevant to each cost, so that the major costs such as heating bills, lighting, etc are calculated against real bills apportioned to actual room space used for in-house programme time, or possibly on additional programme staff numbers against total staff, or staff hours. 

The apportionment methodologies to be used should be agreed with DARD in advance and a written record of that agreement retained for future inspection. 

JCCs using ‘satellite’ offices must ensure that the host Council submits monthly invoices to the lead Council for re-imbursement of expenses within the month following the month the expenditure was incurred.
2.28 Professional Fees - JCC and LAG- Legal, banking, accounting and audit services that are directly linked and are necessary to the implementation of the Programme or, in the case of accounting or audit costs, if they relate to requirements by the Managing Authority, are eligible.

2.29 Marketing/Publicity - Any activity undertaken which promotes the NIRDP 2007-2013 is eligible subject to the conditions of Chapter 11 of these Operating Rules. 

2.30 Networking - Only travel and subsistence costs for attendance by members of the JCC, LAG and Administration Unit staff at networking events are eligible.


2.31 Entertainment & Hospitality - In certain circumstances, where it is necessary to provide hospitality as part of the activities of the LAG and JCC.  Appendix 9 details the limits that apply and the process to be followed.  Expenditure on hospitality will only be re-imbursed where it is incurred in the implementation of the programme. 

The following guidelines apply:

· all expenditure on hospitality must be able to withstand both internal and external scrutiny;


· all hospitality financed by the Rural Development Programme should always be in the direct interest of the Programme; 


· the level of hospitality offered should not be excessive; it is a matter of judgement as to what is appropriate and reasonable in the circumstances; and 


· the purchase of alcohol under any circumstances is not eligible expenditure

2.32 Insurance – Costs associated with putting in place such insurance policies as are necessary to cover all possible liabilities to DARD and to the European Commission arising under the terms and conditions as set out in the contract between the JCC and DARD are eligible, to the extent that such insurances are reasonably available on the insurance market. This includes Employers’ Liability Insurance, Professional Indemnity/Members and Officers/Fidelity Insurance, Buildings and Property Contents Insurance (to include IT equipment) and Public Liability. 


2.33 DARD advise that a legal expenses package to cover legal expenses in respect of litigation, settlements/court judgments and also indemnity up to a limited sum is purchased. 


2.34 A copy of insurance documentation should be available for inspection. 


2.35 Bank Charges – only costs associated with setting up and maintaining a separate bank account, are eligible. All other bank charges are ineligible.

Financial Arrangements for Project Promoters 


Ceiling on Grant Aid
2.36  A maximum grant rate of public funding in accordance with Appendix 11 will apply to all Axes 3 & 4 projects. However, in accordance with the ‘de minimis’ rule (Commission Regulation (EC) No. 1998/2006), the overall limit of ‘de minimis’ aid from all such sources to a beneficiary shall not exceed €200,000 over any three-year period, subject to State Aid rules – for more detail refer to Chapter 3.



Project Advances

2.37 A one-off project advance may be made to Social Economy Enterprises from DARD funds. This will be limited to a maximum of 20% of the total grant amount and will be paid into the promoter’s bank account. This must be matched by a 5% cash contribution of the total project cost from the Social Economy Enterprise. This matched funding must be evidenced by means of a bank or equivalent guarantee corresponding to 110% of the amount of the advance. When the original advance amount is vouched, no further advance payments will be eligible to that project. 

DARD has developed a “Promoter Request for Advance” form for use in these circumstances – see Appendix 24.

Upon receipt of a request for an advance, applicants should be asked to complete and submit an Appendix 24 form along with:-


1.  evidence of project match funding;
2.  copy of bank guarantee or equivalent*; and
3.  the project cost schedule.
The *bank guarantee or equivalent must run until at least the end date of the project.  Prior to granting an extension to the project the JCC must consider the risk to the DARD advance of funds if the revised project end date runs beyond the period of bank guarantee or equivalent.  Only if the project is nearing completion and there have been no major issues with progress or claims already submitted can an extension be approved without a matching bank guarantee or equivalent.  Authorised evidence of the JCC’s risk assessment and decision must be retained on the project file.

Should the JCC not be satisfied that an advance is appropriate or that the evidence is not satisfactory, it should write to the applicant to reject the request for advance. 
Should the advance appear in order, at this stage, the Admin Unit should forward the request for the advance to the DPM in your local DARD office along with their recommendation for approval. 

Only after DARD has considered all documentation in order can the Advance request proceed to the JCC for approval. Following JCC approval, an advance payment should be entered onto the database as described in paragraph 9.7.2 of the System 2007 User Manual and an e-mail sent to Ian.Hutton@dardni.gov.uk; Rhonda.Morrison@dardni.gov.uk; Chris.Foley@dardni.gov.uk; Brian.Haire@dardni.gov.uk; advising that a request for advance has been entered.  
DARD will issue payment to the promoter’s bank account via the Grants and Subsidies system as per normal claims payments.

Promoters must use the advance for expenditure on eligible items contained on the LoO Annex 2 only and submit claims in the normal way in accordance with the phased payments arrangements contained in the LoO. 

Claims should be processed by clusters as per Chapter 7.24 et seq. DARD will issue payments on these claims to effectively ‘top-up’ the advance amount on an ongoing basis. Clusters should establish and maintain accurate records of all payments made to these projects and must ensure that any advance payment is fully recovered from the final claim to be submitted by the promoter. 

In any case where the full advance amount is not recovered prior to completion of the project or bank interest earned is not returned on completion. DARD will seek repayment of any outstanding balance of the advance or bank interest earned directly from the JCC or promoter as appropriate. 



Phased Payments to the Promoter
 

2.38 In very exceptional circumstances and only when supported by a written recommendation to DARD from the JCC and subsequent DARD approval, will phased payments be authorised to a project promoter. A phased payment may not issue until the project has been 50% completed or a succinct recoverable item has been purchased. Normally no more than five phased payments should issue for any project. A phased payment can only issue when the following criteria have been met :-


· Completion of the agreed phase of the project 


· Submission of a fully documented and signed claim form by the promoter


· Site inspection of the project to confirm satisfactory completion of the phase. A written report confirming this should be placed on the project file.  


If the entire project, as assessed by the LAG and approved by the JCC is not eventually completed, full clawback of all payments made will be required. A breakdown of the phases and the items eligible at each phase must be provided on the schedule issued to the applicant and details of the phased payment arrangements must be included in the special conditions section of the Letter of Offer along with the following statement, 
“The entire project, as assessed, must complete, otherwise full clawback of all payments made to the project will be required’’  
 
In the case of capital build projects, where building work has commenced, the first phased payment cannot issue until written verification has been received from an Architect or Quantity Surveyor that the project is at least 50% complete. Any cost involved in obtaining this written verification must be borne by the project promoter. 

Project Promoter Insurance

2.39 The project promoter shall maintain such insurance policies, in the project promoter’s own name as are necessary to cover all possible liabilities to the LAG, JCC, DARD and to the European Commission arising under the terms and conditions in the Letter of Offer, to the extent that such insurances are reasonably available on the insurance market.  These include where appropriate, Employers’ Liability Insurance, Professional Indemnity/Directors and Officers/Fidelity Insurance, Buildings and Property Contents Insurance (to include IT equipment) and Public Liability. 

2.40 The JCC must be satisfied that the necessary policies are in place prior to any claim being authorised for payment.
VAT
2.41 If the project promoter is not VAT registered, he/she should indicate this on all claim forms submitted. If the VAT status of a project promoter changes throughout the implementation of the project, the JCC must be informed. If the project promoter is registered for VAT the JCC should only authorise grant aid on the net amount of the invoices deemed eligible.  Where the project promoter is not registered for VAT, and this has been verified, grant aid on the gross amount should be authorised.  
An increase in the rate of VAT may occur and in such circumstances, where the promoter is not registered for VAT, we are content for the promoter to be paid the extra VAT amount provided:- 

a) The revised amount to be claimed does not breach the limit for that measure and promoter type 
(i.e. £50K for the Private Promoter in respect of Capital & Resource Costs) 

b) As this is effectively an increase in the amount of grant being offered, an addendum to the LoO should be drawn-up and accepted by the promoter. 

C) The LoO on the database will need to be amended before the claim can be processed as the Database will limit payment to the original amount. 
Credit Cards
2.42 Payments by credit card can be accepted and items included in claims for funding provided that the expenditure is supported by:-

· original, itemised invoices, signed/receipted as paid in full by the supplier. Computer generated invoices and receipts for purchases through internet sites are acceptable.

· the original credit card statement showing full amount of the item being funded has been paid. The statement must include the supplier's name.

2.43 Where the amount is paid over several months, all card statements together with details of cheques issued, and supporting bank statements as evidence that the cheques have been cashed or satisfactory evidence of payment by other methods must be submitted with the claim.  DARD will not pay any interest incurred through use of credit cards.  

2.44 Charges for foreign currency exchange are deemed ineligible expenditure when incurred by project promoters. Purchases made from outside of the £ sterling area will incur a charge for foreign currency transactions. The details of this charge will be printed under ‘Charges for Services’ on the credit card statement. This charge is ineligible expenditure and must be deducted from the total amount paid in £ sterling for any item(s) purchased in this way.

2.45 The exception to the above rule is where the LAG or a Project Promoter is involved with a cooperation project with a LAG from another state. In these cases, where purchases made from outside of the £ sterling area incur a charge for foreign currency transactions, these charges are eligible expenditure. 

Hire Purchase and Leasing Agreements 
2.46 The purchase of items of equipment by way of Hire Purchase or Leasing Agreement is acceptable provided that the following conditions are met:-


· The JCC retains a copy of the original HP/leasing document which shows completion by 30 June 2013.


· Only the capital element of the agreement is grant aided, i.e. other costs connected with the leasing contract, such as lessor’s margin, interest refinancing costs, overheads and insurance charges are not eligible expenditure.  The capital costs and the length of the agreement can be confirmed from the agreement document.


· The arrangements for payment of the grant aid must be approved by the JCC and specified in the LoO to the project promoter

· Payments at the agreed interval are only made on receipt of a properly completed claim form from the project promoter which is supported by receipts and bank statements as evidence of payment


·   The claims submitted by the project promoter must provide evidence of payment of the total eligible costs approved before the full grant can be paid.  As with phased payments, if the full grant is not paid the JCC must seek recovery of any instalments already paid through the grant claw-back process. For further details on grant claw-back please refer to Chapter 8 of these rules.       

  

Project Funding

2.47 The project promoter must demonstrate that sufficient funding is available to cover the total project costs. No element of project funding can be EU funding, except for the EAFRD grant aid amount. 

Match Funding


2.48 This is the difference between the total eligible project cost and the EAFRD funding awarded. This match funding can be made up of private, public or contribution in kind.  

Private Match Funding – must be non government sourced. 

Public Match Funding - must be Non-EU sourced public funding. 

Contribution in Kind - limited to 20% of the total eligible project cost and must be matched by a 5% cash contribution. 

	Applicant Type


	Acceptable Sources of Match Funding

	Private Individual
	Private



	Social Economy Enterprise (SEE)
	Private

Public (Non EU Sourced only)

Contributions in Kind 

Any combination of the above



	Non Departmental Public Body (NDPB)
	Public (Non-EU sourced only)

Contributions in Kind 

Combination of both



	Local Council 
	Public (Non-EU sourced only)

Contributions in Kind

Combination of both




International Fund for Ireland

2.49 All EAFRD programme funds for Axes 3 & 4 are made up of 50% EU funds and 50% national funds. Therefore a 75% aid intensity level to a project contains 50% EU funding and 50% national funding. No project may receive more than a 75% EU element of funding. You should note that 40% of any IFI funding used as a source of match funding must be regarded as EU funding and therefore counts towards the overall 75% limit. See example below:-

Project from Social Economy Enterprise

Total Project Cost


£50K

EAFRD grant 
(75%)


£37.5K (£18.75K EU & £18.75K National)

IFI Contribution (25%)


£12.5K

Therefore 40% of the IFI contribution = £5K

Total EU Contribution to Project is £18.75K + £5K = £23.75K (or 47.5% of total project costs)

Within the 75% limit.

 
Evidence of Project Expenditure


2.50 All eligible project expenditure must be supported by invoices and where applicable documents of equal probative value. These must be checked, approved and recorded to show the total volume of investment for that project. The approved costs and funding for each project should be agreed and inserted into the Funding of the Project Schedule attached to each Letter of Offer.
 Contributions in Kind Social Economy Enterprises, Local Councils and NDPBs)
2.51 Contributions in Kind (CIK) can be considered as eligible match funding for a project under the NI Rural Development Programme for Social Economy Enterprises, Local Councils and NDPBs.  Contribution in Kind can make up a maximum of 20% of the total eligible project cost and must be matched by a cash contribution equivalent to at least 5% of the total eligible project cost. The 5% cash contribution may be demonstrated through the submission of paid invoices or wage records for eligible project expenditure. To be eligible the origin of the funding and any conditions attached to its use must be identified and have been observed. Therefore should wage cost for example have been supported by one fund for a specific function it may not be offered as match funding to undertake a separate function under Axis 3. In all cases where paid labour is offered as match funding it must an eligible project cost; be supported by both work records and timesheets and be additional to the work normally undertaken by the individual and organisation.  In addition any expenditure supported by a European grant source cannot be admitted as eligible match funding. Note that Contribution in kind can be considered as eligible match funding and can count towards the total project costs.  No payment will be made on claims which are solely CIK. Clusters should maintain a spreadsheet for the lifetime of the project recording the claims received and rate of grant paid against each item. 
2.52  
The following constitute eligible contributions:

i. The provision of land or property;

ii. The provision of equipment;

iii. The provision of or raw materials;

iv. The value of unpaid work provided;  or

v. The provision of paid research or paid professional work;

The promoter must identify what specific project items are proposed as contribution in kind by detailing the activities to be carried out and how in-kind support is contributed.  An estimated value of the activity or item must be specified at this stage.  Annex A of Appendix 27 should be used to capture this.  This will normally be completed prior to the commencement of a project.

MAKING A CLAIM – Contributions in Kind
2.53
All in kind contributions must be assigned a monetary value: 

· In the case of provision of land (paragraph 2.63 refers) or property, the 
contribution in kind value must be certified by an independent qualified expert or 
duly authorised official body, i.e. Valuations and Lands Agency (VLA);  

· In the case of equipment, raw materials a valuation of the contribution must be 
provided, from an appropriately qualified individual or organisation; 

· In the case of a piece of work undertaken by unpaid labour a valuation must be 
provided, from an independent and appropriately qualified individual or 
organisation, of the cost of such work  with the normal commercial profit margin 
removed;

· In the case of the contribution of paid research or paid professional work a valuation must be provided, from an appropriately qualified individual or organisation of the cost of such work. The value of the contribution provided supported by certificate of contribution from the donor individual or organisation and auditable through wage records and time sheets of the Company.

Where voluntary labour is the In Kind contribution the actual hours contributed must be recorded using a time / activity sheet.  (Annex B of Appendix 27)  The monetary value of work will be that calculated on the basis of the actual hours worked (subject to the valuation ceiling) at a maximum contribution of:

· An hourly rate of £10.61

· A daily rate of £84.88 (not less than an 8 hour day)

· A weekly rate of £424.60 (not less then a  40 hour week)
Note:  In all cases the claimed value of contributions in kind claim cannot exceed the value of the independent experts’ assessment or of the quotation obtained.  

                                                                                                                  

Annex C of Appendix 27 must be completed, signed and submitted along with the claim for grant aid.               

At the discretion of <cluster name>, the Department of Agriculture and Rural Development or the European Union, costs claimed may be subject to further scrutiny by an appropriately qualified third party or parties.
2.54
Public expenditure co-financed by the EAFRD, contributing to an operation which includes contributions in kind must not exceed the total eligible expenditure, excluding contributions in kind, at the end of the operation.


Promoter Eligible Project Expenditure 

2.55
Promoter expenditure should comply with the activities set out in the Measure Sheets for NIRDP 2007-2013 (Appendix 11). The following activities are also eligible, but are subject to strict conditions:-


2.56
Second Hand Equipment - only applies to micro, small and medium sized enterprises (including SEEs involved in an economic activity), and where the equipment has the technical characteristics necessary for the operation as required by the specification and complies with the applicable norms and standards. The project promoter must obtain from the seller of the equipment a declaration stating the origin of the equipment, and confirm that at no point during the previous seven years was it purchased with the aid of national or Community grants. The price of the equipment must be less that the cost of similar new equipment. This can be achieved by seeking a quotation for a new piece of equipment with the same specification. The price of the equipment must not exceed the market value which can be calculated as follows:-

· Applying the depreciation factor used in the economic appraisal of the project to the value of the item as new and deducting straight-line depreciation for the age of the second hand equipment. Where the economic appraisal uses the standard default lifespan of 7 years, but the lifespan of the second hand equipment exceeds the default lifespan, it will be necessary to revise the economic appraisal accordingly and ensure it remains positive. 

Example – where a new piece of equipment costs £70,000 straight line depreciation over 7 years would give an annual depreciation of £10,000. Therefore the market value of a 1 year old piece of equipment would be £60,000, a two year old piece of equipment £50,000 and so on.


· Where a project promoter disputes a market value assessed by the above method, they may obtain, at their own expense, an independent valuation from a competent engineer or plant auctioneer. In such cases the JCC must decide which market valuation should apply.
2.57
Retail – the establishment of a new retail outlet or the costs associated with an existing retail outlet are only eligible where the outlet itself is an integral part of a craft production facility or a farm shop. N.B. Under Measure 3.1, Axis 3 can fund Farm Shops which are selling home/locally grown produce and manufactured goods.
2.58
Self Catering Holiday Accommodation - must have at least 4 star NITB rating and full planning permission must be in place before the application can be submitted. For further details, please refer to Chapter 4 Para 4.10. 

The NITB classification obtained (minimum 4 star) must be retained for the period of 5 years from the date on which the last payment of grant aid is made as part of the conditions for the award of grant within the Terms and Conditions of the Letter of Offer. 
 
2.59
Services – As with all other activity only eligible subject to rigorous displacement, additionality and statutory responsibilities being undertaken.


2.60
Mobile Infrastructure - only where it is dedicated to a specific business and is of a specialist nature to meet that business need. The item funded must be incapable of being used for any purpose other than that for which the funding was awarded. Vehicles/Boats are ineligible unless the above can be satisfied. Additionally, Boats are only eligible for funding within Measure 3.3 applications (and Tourism applications within Measure 3.1).


2.61 Programme Publicity Costs – The cost of an explanatory plaque at operations where the total eligible project costs under Axes 3 & 4 exceeds €50k or billboard for over €500K. The JCC can arrange a call-off contract for the supply of these plaques/billboards in accordance with Community Regulation 1974/2006 Annex VI. The JCC may decide to purchase these plaques/billboards through their Administration budget. 
2.62 Professional Fees - Fees such as those of architects, engineers, independent assessors or consultants which are directly related to a project up to a ceiling of 12% of the overall eligible project cost. This ceiling is the cumulative limit for all professional fees associated with a project. 


2.63 Purchase of land - providing the cost is not more than 10% of the total eligible expenditure on the project concerned. The following evidence will be required :-

· A professional valuation of the land concerned (i.e. from an Auctioneer or Estate Agent)


· Legal confirmation of ownership (i.e. Title Deeds)


2.64 Project Overheads - Overheads are indirect costs which can be attributed to a Social Economy Enterprise / Non-Departmental Public Body / Local Council generated project for a specific period of time (i.e. 2 years maximum from the commencement of the project) and only relate to the implementation of that project. These can include staff costs*, heating, lighting, telephone bills, and other accommodation costs, where these are relevant to and can be fairly apportioned to the project. When determining whether the overhead costs submitted by a project are eligible for grant aid, the LAG must ensure that sufficient information is obtained to determine that the costs claimed are real costs incurred by the project and that double funding is avoided.   

*EAFRD funding must not be used for the sole purpose of funding posts. However, an element of staff costs may be admissible providing these are integral to the implementation of a stand-alone project. Staff costs should include an element of management and supervision of the work to be undertaken. The project must have a clear structure i.e. a start, middle and end and clear outcomes that complement the local delivery Strategy. 

2.65 All project overhead costs should be actual and evidenced. Where actual cost is shared with an organisation's non-project costs, then apportionment is permissible providing:

a) The cost is eligible for EAFRD support and fully auditable (receipts, bills, bank statements)  

b) The cost is integral - additionally incurred or shared by the project i.e. a project takes premises within its parent organisation and claims rent and rates as an overhead.

2.66 In order to calculate overheads the applicant will need to identify & list all the overhead costs that can be specifically related to the EAFRD project activity and satisfy the LAG that these costs have not already been funded from other grant sources.  (i.e. not all the overhead costs of the organisation). These costs should be included with sufficient detail to allow costs to be monitored throughout the project life. Eligible costs of a project shall be the costs that are directly attributable to the project. Ineligible items should then be removed from this list.

2.67 This list should then be reviewed by the LAG to ensure that all cost headings are eligible & reasonable.

2.68 From the above it follows that the apportioning of costs will require a method relevant to each cost, so that the major costs such as heating bills, lighting etc, are calculated against real bills apportioned to actual room space used for in-house project time, or possibly on additional project staff numbers against total staff, or staff hours. 

2.69 Utility bills & rental charges etc. require a methodology based on actual usage by the project.  

2.70 In summary therefore it is important to ensure that all overheads are actual, auditable & directly attributable to the project.

2.71 In practice therefore this means Promoters should not:

· allocate budget overheads instead of actual costs;


· base hourly overhead costs on timetabled hours instead of actual hours worked;


· use theoretical charges for certain overheads 


· include items in the overhead calculation that are ineligible; and


· use theoretical rent or rates instead of actual payment


2.72 The apportionment methodologies to be used should be agreed between the LAG and the project promoter, and a written record of that agreement retained with the project documentation. 


2.73 Export Aid - In the case of applicant projects which relate to the export of goods or service, the JCC should liaise with Gren Armstrong, the Invest Northern Ireland Co-ordinator for Axes 3 & 4 activities, who is based in the Invest NI office in Ballymena. This will enable the LAG and the JCC to make objective project assessment. A record of the advice from Invest NI should be retained with the project assessment records. Where provision of assistance is outside the scope of Invest NI supports, then the application should be assessed under Axes 3 & 4 rules. Within that assessment process, any item requested which would be deemed to be export aid (as per Chapter 3 Para. 3.12), is ineligible.

2.74 Purchase of Buildings - subject to an appropriate lien or legal charge for a period appropriate to the nature of the project as agreed by the Department. In all instances where the purchase of building(s) forms a part of the Axes 3 & 4 application, advice should be sought from the local DARD contract manager prior to completion of the initial eligibility check. The legal costs incurred in setting up this lien or legal charge will be borne by the applicant and maybe included as part of the eligible costs.

2.75 Refurbishment of Buildings – only to bring a building back into economic use or to change the use of a building. Maintenance of an existing building is ineligible.

2.76 Fixtures & Fittings - essential Fixtures and Fittings directly related to the sole purpose of the project may be considered. The eligibility of such items should be appraised as part of the assessment process. An inventory of all items purchased must be retained for audit purposes.

All items must be procured in line with the Operating Rules.
2.77
Trade Shows - Should grant aid be afforded for marketing at a trade show, the support should be limited to those costs identified as necessary to enable the marketing activity at the show. This is likely to be:
 

(i) The necessary cost of flights/ferries/trains/buses;

(ii) Accommodation necessary for attendance at the trade show

(iii) Necessary costs of hosting trade stands at events 
Note that funding can be afforded to exhibitors only who must provide evidence that they have exhibited at the show.

Reasonable costs for taxi fares and vehicle hire are eligible. A reasonable meal allowance is eligible limited to local government rates applicable to clusters and in all cases evidence of expenditure must be provided by the provision of a debt/credit card statement. 
In compliance with Paragraph 4.18 of the operating rules the JCC should seek the views of Invest Northern Ireland, as the principal government agency for economic development, on the proposed project.

2.78 Agri-food Processing and Marketing – for any agri-food applications received directly by the JCC, including those for packaging only and those involving non processed wood and timber, during the open call period the applicant should be advised that:-

(i) their application form has been received,

(ii) as their product involves the processing of Annex 1 raw materials the input levels require technical assessment by DARD staff and
(iii) the applicant will be contacted by DARD staff to determine the ingredients used.

DARD should be notified of any application in this category by email to alan.stevenson@dardni.gov.uk. The Axis 3 project application reference number and copy of the LAG acknowledgement letter must be provided. DARD will contact the applicant and advise both the LAG and the applicant of the outcome of the technical assessment.

NOTE: For any application where the business output is an agri-food product, even if only packaging equipment, is applied for, the application form must transfer to DARD Axis 1 for technical assessment of the Annex 1 raw material input levels.

2.79
The following list sets out items/activities that are not eligible for project funding:-

Business running costs


Stand alone costs of works being carried out as a statutory requirement

Bank Charges 

Costs incurred in sourcing items related to the project approved for funding
Funding for Private Clubs (sporting or other, where the benefits of the funding are solely for the use of members). The project must be operated as a separate undertaking from the restricted members club and a separate bank account or accounting system employed for the purposes of separation, transparency and verification of targets. The service, facilities or products offered must be available to all potential customers and no preferential use or rates should be afforded to club members.
Fines, financial penalties and expenses of litigation

Interest on debt

Own labour costs 

Purchase of Franchises

Replacement Investments

VAT, except non recoverable VAT which can be reimbursed at the rate prevailing at the date of the invoice.


Workspace Units for the Social Economy Sector (refer SEEs to the L.E.D. Competitiveness Programme). 

Chapter 3 State Aid Rules

Introduction

3.1
This Guidance Note provides advice on how the “horizontal” State aid rules apply to payments made under Axes 3 & 4 of the Northern Ireland Rural Development Programme 2007 – 2013 (NIRDP). “Agricultural” State aids which can be present in certain payments made under Axis 1 are covered by different rules. 

3.2
This guidance cannot be treated as a complete and authoritative statement of the law.  It is therefore essential to refer to the actual wording of specific EC Articles or Regulations when considering whether an operation is being managed in compliance with horizontal State aid rules.  Footnotes to the relevant EC Articles, Regulations or Guidelines are included at appropriate junctures in the text.

What is State Aid? 

3.3
State aid is a Member State’s financial aid to an “undertaking” that has the potential to distort competition and affect trade between EU Member States by favouring certain undertakings or the production of certain goods.  Such aid is generally prohibited under EC legislation. 



What is an Undertaking?

3.4
 An “undertaking” is any entity that is engaged in an “economic activity” regardless of its legal status or the way that it is financed.  As the focus is on what the entity does, rather than its status, it follows that voluntary and non-profit making public bodies such as charities can be regarded as undertakings if the activities associated with their NIRDP-funded projects are commercial in nature (e.g. community led regeneration projects engaged in offering goods or services would be regarded as undertakings).  Self employed and sole traders are also regarded as undertakings.



What is an Economic Activity?


3.5
An “economic activity” is the voluntary offer of goods and services to a given market under conditions that generate profit or at least cover the costs of the goods and services in question.

An activity is non-economic when there can be no market for comparable goods or services either because there is no voluntary participation or interaction or transactions by sellers and buyers (because costs cannot be covered) or because the State has reserved the activity for itself.

How to decide if Aid is State Aid 


3.6
Once it has been determined that the aid recipient is an “undertaking”, there are four questions which must be asked in order to decide whether the aid being proposed is State aid. If the answer to any one is No, the funding will not constitute State aid.

. 

A. Is the aid granted by the State or through State resources?  State resources includes public funds administered by the Member State through central, regional, local authorities or other public or private bodies designated or controlled by the State. It includes indirect benefits such as tax exemptions that affect the public budget.  In respect of grant aid awarded under the NIRDP the answer to this question is always “Yes”.

B. Does the aid favour certain undertakings or production of certain goods? 

To constitute State aid the aid must be available only to certain undertakings but not others in the Member State, e.g. it is targeted towards individual businesses, sectors, areas, sizes of business, or production of certain goods (a benefit available to all businesses is not State aid but a general measure). 


The aid will favour these undertakings if it confers an advantage on them. An advantage may be direct or indirect, e.g. grants or favourable loan terms or services provided at less than market cost, or relief from charges a business would normally bear. In respect of grant aid awarded under the NIRDP the answer to this question is always “Yes”.

C. Does the intervention distort or threaten to distort competition? 

This will occur if the aid potentially or actually strengthens the position of the aid recipient in relation to competitors.  Almost all selective aid will have potential to distort competition - regardless of the scale of potential distortion or market share of the aid recipient.  The distortion of competition does not have to be substantial or significant.

It is important to note that the European Commission consider horizontal aid under the de minimis threshold of €200,000 has negligible effect on competition and is therefore not State aid (see paragraph 3.11 for further details).  

D. Does the intervention affect Trade between member States? 


This includes potential effects.  Most products and services are traded between Member States and therefore aid for almost any selected business or economic activity is capable of affecting trade between States even if the aided business itself does not directly trade with Member States. The only likely exceptions are single businesses with a purely local market not close to a Member State Border.

Examples of aid which was found by the European Commission not to have an appreciable effect on trade are as follows:

1. Aid to a swimming pool used only by the local population;

2. Provision of services by social enterprises to local residents (see Commission decision N546/B/2000)
; and

3. Aid to small marinas with few foreign visitors.

What action is required if the Aid is State Aid?

3.7
If it is established that the aid to be awarded constitutes State aid, the European Commission must be notified of the intention to award that aid in accordance with Block Exemption Regulation procedures (see paragraph 3.14) or through formal notification (see paragraph 3.16).  Grant providers should note that if they intend awarding State aid advice should be sought from RDD before any aid is awarded. RDD will consider whether a Block Exemption notification or formal notification is required.

Why is adherence to State Aid rules important?

3.8
The European Commission is in charge of monitoring the compliance of State aid with EU rules.  Unauthorised State aid is illegal. The consequences for giving such aid can result in:

· the suspension or disallowance of aid payments;

· the repayment of aid with interest by the aid recipient;

· the Department and aid recipients can be sued by the recipient’s competitors;

· the Commission could commence infraction procedures against the Member State possibly resulting in a fine.

State Aid & Axes 3 & 4 of the NIRDP

3.9
European legislation
 makes it clear that Articles 87, 88 and 89 of the EC Treaty (the State aid rules) apply to Member State support for rural development with the exception of rural development Measures involved in the production of and trade in agricultural products. Consequently the State aid rules apply to all Measures delivered under Axes 3 & 4 as these fund projects which are outside of the agricultural sector.  
3.10
Each Member State is therefore required to stipulate how compliance with the State aid rules will be ensured in respect of all Measures delivered under its rural development programmes
 (see Figure 1 below in respect of Axes 3 & 4 of the NIRDP).  It can be seen from Figure 1 that the potential to award State aid exists only in respect of Measures 3.3 to 3.6 of Axes 3 & 4.  In all cases where grant providers intend to award in excess of the €200,000 de minimis limit to projects they must fully consider all four questions set out at paragraph 3.6 above.

Figure 1

	Measure 
	Name of the aid scheme
	Indication of the lawfulness of the scheme
	Duration of the scheme

	3.1
	Diversification into non-agricultural activities


	Support under this operation will be in compliance with EC regulation 1998/2006 (de minimis aid)
	2007-2013

	3.2
	Support for the creation and development of micro-enterprises
	Support under this operation will be in compliance with EC regulation 1998/2006 (de minimis aid )
	2007-2013

	3.3
	Encouragement of tourism activities
	Support under this operation will be in compliance with EC regulation 1998/2006 (de minimis aid ) where applicable
	2007-2013

	3.4
	Basic Services for the economy and rural population
	Support under this operation will be in compliance with EC regulation 1998/2006 (de minimis aid)  where applicable
	2007-2013

	3.5
	Village renewal and development
	Support under this operation will be in compliance with EC regulation 1998/2006 (de minimis aid ) where applicable
	2007-2013

	3.6
	Conservation and upgrading of the rural heritage
	Support under this operation will be in compliance with EC regulation 1998/2006 (de minimis aid)  where applicable
	2007-2013


De Minimis Aid

3.11
The European Commission considers that small levels of aid (referred to as de minimis aid) have a negligible impact on trade and competition and therefore are permissible under EC State aid rules.  There are various EU de minimis Regulations which set the levels of aid permissible under prescribed circumstances.  However, the specific rules which apply to Axes 3 & 4 Measures are set down in Commission Regulation (EC) 1998/2006 (often referred to as the horizontal de minimis Regulations).  The full text of the Regulation is available on the European Commission’s Competition website
.


3.12
Under Commission Regulation (EC) 1998/2006 the European Commission considers that public funding to a single undertaking of up to €200,000
 over a 3 year fiscal period has a negligible impact on trade and competition, and is therefore compatible with State aid rules. The de minimis aid can be given for most purposes, however aid directly linked to exported –related activities (i.e. especially aids directly linked to the export amounts, aids for the setting up and exploitation of the distribution networks or aids for other expenditures linked to the export activity) or aid which promotes the favouring of domestic goods over imports is prohibited.



Note: Aid towards the cost of participating in trade fairs, or of studies or consultancy services needed for the launch of a new or existing product on a new market does not normally constitute export aid. 

3.13
The €200,000 de minimis ceiling takes into account all public assistance given as horizontal de minimis funding over the 3 year fiscal period. This can take various forms (grants, loans, subsidised contracts, etc).  Aid given under an approved State aid Scheme (see paragraph 3.16 below) or under a “Block Exemption” Regulation (see paragraphs 3.13 to 3.15) is not cumulated with de minimis aid. (i.e. aid awarded under the Block Exemption is not added to de minimis aid in order to determine whether the de minimis ceiling is exceeded).

Block Exemption Regulations

3.14
In recent years, the Commission has started a process of modernisation and simplification of State aid procedures and has adopted so-called Block Exemption Regulations for State aid. These Regulations declare specific categories of State aid compatible with the Treaty if they fulfill certain conditions, thus exempting them from the requirement of prior notification and Commission approval. As a result, Member States are able to grant aid that meets the conditions laid down in these Regulations without the formal notification procedure.  However Member States must submit information sheets to the European Commission within 20 working days following the entry into force of an aid scheme or the awarding of an ad hoc aid, which has been exempted pursuant to this Regulation.   

3.15
Commission Regulation (EC) 800/2008 (the General Block Exemption Regulation) can provide State aid to projects of the nature funded under Axes 3 & 4.  The full text of the Regulation is available on the European Commission’s Competition website
.  

Formal Notification

3.16
Member States must notify the Commission of their intention to award State aid and obtain the Commission approval before such aid is paid unless the aid is under de minimis limits or exempted from advance notification under a Block Exemption Regulation.  On average it takes 5 to 6 months to obtain European Commission approval for aid notified through formal notification.  

Administration of De Minimis Aid

· 3.17
If the grant provider determines that the aid constitutes de minimis State aid the following steps must be taken:


· When granting de minimis aid it must ensure that the new award does not breach the €200,000 ceiling over a 3 years fiscal period. 
Note: Unlike agricultural de minimis aid there is no central register of de minimis aid maintained to assist in this task.  Grant funders should therefore ask applicants to declare all the aid they have received, in their Application, during the previous three years and determine whether any of this constitutes de minimis aid).  It is possible previous Letters of Offer will not specifically identify the aid awarded as de minimis aid and Grant funders are therefore advised to clarify the position in all cases with the body which awarded the aid.


· When issuing the Letter of Offer, it must also inform the recipient explicitly that it is de minimis aid that is being awarded, for their future reference. The Letter Of offer should include the value of the award in Euro as well as Sterling and include the following paragraph: 


“Under Commission Regulation (EC) 1998/2006 (Official Journal of the European Union L 379/5  28.12. 2006) this is a de minimis aid. There is a ceiling of €200,000 for all de minimis aid provided to any one firm over a 3-year period.  Any de minimis aid awarded to you under this Letter of Offer will be relevant if you wish to apply, or have applied, for any other de minimis aid.  For the purposes of the de minimis regulation, you must retain this letter for 3 years from the date on this letter and produce it on any request by the UK public authorities or the European Commission. (You may need to keep this letter for longer than three years for other purposes)” 

· It must record and retain all the information regarding the application of this Guidance Note. Such records shall contain all information necessary to demonstrate that the conditions of Commission Regulation (EC) 1998/2006 have been complied with.  Records regarding individual de minimis aid shall be maintained for 10 years by the grant provider from the date on which the last project received aid under the relevant Axes 3 & 4 Measure. 


· On written request from the European Commission it must be able to provide, within a period of 20 working days, or such longer period as may be fixed in the request, all the information that the Commission considers necessary for assessing whether the conditions of this Regulation have been complied with, in particular the total amount of de minimis aid received by any undertaking.

Aide Memoire

3.18
The State Aid Assessment Aide Memoire at Appendix 28 sets out the steps that should be followed in order to ensure projects funded under Axes 3 & 4 are State Aid compliant.  When processing applications under Measures 3.3 to 3.6 this proforma must be fully completed, signed, dated and placed on the project file for inspection and Audit purposes.
Chapter 4   Applications for Grant

Introduction

4.1 The purpose of this chapter is to provide guidance to the Joint Council Committee (JCC), Local Action Group (LAG) and the Administration Unit on the procedures to be followed when deciding to open a call for Axes 3 & 4 applications and guidance on how to assess applications received for grant aid.

A key component of this process is that the LAG will be responsible for the assessment of all applications received and for the recommendations for funding made to the JCC. The Administration Unit’s role is to service the JCC and LAG throughout implementation of the programme. 
A flow chart summary of the application process is detailed at Annex 1 at the end of this Chapter.
Opening a Call for Applications - JCC and LAG

4.2 A rationale for the opening of a call, based on the Implementation Plan for the programme should be agreed between the LAG and JCC. They should agree on the duration of the call and the publicity arrangements to be used. These arrangements should be properly documented in the minutes of the meeting.
4.3 The local EU Database System Administrator will be instructed to open the appropriate measure(s) on the eugrants.org website (for further guidance on this aspect please refer to Chapter 13)

4.4 Details of the call should be passed to the appropriate media outlets. This must advise potential applicants on how to apply i.e. on-line or via submission of a hard-copy application form, Measure detail, Closing Date, Eligible Applicants and LAG contact details.

Processing an Application - LAG

4.5 In common with other Northern Ireland supported EC funding programmes all applications for grant will be made on-line via www.eugrants.org. 
4.6 Where an applicant does not have access to a computer or the internet, he\she should be provided with a hard copy application form to complete.

4.7 When the hard copy application form (see Annex 2) is returned, this must be date stamped on the front, and the application details must be entered on the EU database (please see RMA System User Manual) to register the application and obtain an application number. 

4.8 Only applications that have been entered on the EU database should be processed. The database will automatically record the date of receipt for each application. The Department will not provide funds for any project that has not been entered on the EU database. 

Note: Where an application is submitted, via www.eugrants.org website to the wrong Cluster, it must be treated as withdrawn on the EU database and the applicant notified immediately so that they can submit an application to the correct Cluster.  The procedure for dealing with hard copy application forms submitted to the incorrect Cluster is detailed at 4.45 below. Where an application is received within an open period and transferred from one Measure to another the rationale for this transfer must be documented on file. Both Measures must be open at the same time. 

4.9 A separate file must be maintained in respect of each application received. The project file opened must clearly record all actions taken in the assessment of the project, in particular clearly indicating the reasons why a project is approved for grant aid or rejected.  The economic justification for supporting a project should be clearly set out, including evidence that the LAG made appropriate comparisons with similar projects, organisations or activities before making its decision. A hard copy of the application form should be the first document in the project file. Appendix 10, which should be maintained on the inside flap of the project file, contains a checklist of documents. Project files must be retained until 31st December 2021. 


Eligibility Check – Administration Unit

4.10 A pre-assessment eligibility check must be completed to ensure that all aspects of initial eligibility have been considered.  This check should be carried out as soon after an application is received as possible. There is no requirement to wait until the call closes before commencing this activity. DARD has provided Appendix 5 for this purpose.

Planning Permission

Any self-catering holiday accommodation project application must have full planning permission in place before the application can be submitted. In the case of an existing house which it is intended will be used for self catering holiday accommodation purposes, a Certificate of Lawful Use or Development will be required. In the case of a new build or a conversion, a full planning permission for the build, conversion or alteration for use as a self catering holiday accommodation must be in place. If planning permission documents are not verified, the application should be rejected.

A promoter may not use the same planning permission approval for more than one application and the project proposal must reflect exactly the planning permission approval.

More details on the Certificate of Lawful Use or Development can be found by clicking on the link below:

http://www.planningni.gov.uk/index/advice/advice_leaflets/leaflet06.htm
In any other type of project, it will be for the LAG to decide on whether or not planning permission documents are required prior to assessment of the application.
Applications from Community/Voluntary Groups and Social Economy Enterprises (SEEs)
Under a Community Development Advice and Support Contract with DARD, local Rural Support Networks (LRSN) are resourced to provide capacity building and advice to community sector applicants to Axis 3 measures 3.4, 3.5 and 3.6.  They have the necessary skills and/or contacts to assist community/voluntary groups and SEEs towards application for Axis 3 support* and also to assist effective project delivery where a LOO is awarded.  For example pre-LOO the LRSN representative could help the community group with;
(i) the development of governing documents (constitutions and memorandum & articles of association documentation),

(ii) Companies House registration,
(iii) their application for a DARD Business ID, 
(iv) legal charge arrangements (if required) and

(v) Charitable status if required.
Post LOO issue the LRSN could assist the Group with the LOO terms and conditions, particularly procurement, action planning for project delivery and good governance training and advice.  As the LRSN provides complementary support to that of the LAG, the JCC Admin Unit should invite the local RSN representative to the project site visit at pre-assessment stage.  This will add value to the visit by providing opportunity to explain to the promoter the service opportunity available in advance of the initial project assessment.  LRSN contract names and contact details for local offices are at Appendix 29.  
4.11 A reliability of applicant procedure must also be completed at this stage. Refer to Chapter 14 for full details.
4.12 If the project application is ineligible the Administration Unit Manager must immediately amend the Application Status on the database to ‘Rejected’.
The application must then be scheduled for discussion at the next LAG and JCC monthly meetings. In the event that, either the LAG or JCC disagree with the eligibility advice, the status of the application must be reverted  to ’Submitted’ status on the Database and further discussion can take place between DARD and cluster staff to seek a resolution. Process is set out below.
· submit the recommendation for rejection to the LAG (Appendix 5);


· if the LAG agrees with the recommendation, it is then passed to the JCC for ratification; and  

· if the JCC agree with the rejection, the applicant should be issued with a rejection letter providing details of the reason (s) for the decision, information on the review process (as set out in paragraphs 4.26 - 4.41 below). 


4.13 If the Project proposal is considered eligible take the following action:

· issue the Acknowledgement letter (Appendix 1);


· a Project Officer should arrange a site visit to ensure the project has not commenced and to validate statements made on the application form, seek clarification on aspects of the project and gather information to inform completion of the economic appraisal.  Appendix 4, which should be fully completed, is provided for this purpose. Applicants who submitted their application electronically, should be asked to verify and sign a printed hard copy; This signature is not necessary where a project is deemed ineligible or is withdrawn by the applicant prior to site visit. 
· At the site visit the Project Officer should clarify if the applicant requires a DARD business number and ensure the applicant understands the RD1 application process. While a DARD business number is not required pre-project assessment it must be available to record on a Letter of Offer in advance of issue. The project officer may therefore decide to provide the applicant with an RD1 application form at the site visit. 
· carry out a State Aid\ De Minimis check –Refer to Chapter 3;

· prepare an economic appraisal (Appendix 15 or 16 as appropriate) For further details on the Economic Appraisal process, please refer to Chapter 5 of these rules; and
· prepare an Environmental Assessment (Appendix 18).
· Where possible Farm Diversification applicants should be encouraged to get a CAT 2 Business Number. For applications under 3.1, where an applicant elects to avail of an existing CAT 1 Business ID for his/her project, the cluster should notify the local Axis 3 DARD office and ask for confirmation that the applicant is named as a member on the relevant CAT 1 Business Number. 
If the local Axis 3 DARD office cannot confirm, the cluster must advise the applicant that the CAT Business ID cannot be used for the project until he/she is accepted as a member.

4.14 Any additional information collected at the site visit (i.e. statutory approvals, farm owner’s permission, financial details) should be scanned, then uploaded to the EU database and attached to the relevant application.

When grant aid of more than £50,000 is awarded for the building, development or refurbishment of any land or property; or for the purchase of a building or land the LOO must include a special condition that the applicant must prior to the payment of any part of the grant execute a charge in favour of the Department (DARD) over the grant-aided property or land and return agreed papers to the DSO.  The procedure is detailed at Chapter 6, Letter of Offer.

Prior to the issue of a LOO to any project requiring a legal charge the JCC must first establish the position with any existing charges on the property/land to be developed/purchased using the grant aid.  The applicant must be asked to provide a solicitor’s letter detailing;

i. ownership of the property/land,

ii. any existing charge on the property/land,
iii. the beneficiary of the charge,

iv. the value and period of the charge, 

v. the current valuation for the property/land (i.e., valuation no more than 1 year old),

vi. any debt outstanding by the applicant, and 

vii. if more than one charge exists the solicitor must provide and full list of charges and priority agreed for each including the detail specified at ii., iii. and iv.

viii. if the applicant does not own the property/land the lease document must be obtained.  The JCC must ensure that the lease covers the required period as detailed in the LOO terms and conditions booklet, Appendix 13, Para 4.10(j); allows the project development works and implementation of the project as specified by the project application and agreed LOO.
The project details and solicitor’s letter detailing existing charge arrangements must be submitted to DARD’s local contract manager for consideration and agreement prior to the issue of any LOO.
4.15
Indicative Scoring 
 

The JCC may authorise indicative scoring of projects at the written request of the LAG and provision of this service should be incorporated into the service delivery agreement between the two parties. For the purposes of good governance and separation of responsibilities the indicative scoring panel must not include any officer who has completed either the site visit or the Economic Appraisal for a project being scored. The following process must then be followed:

(i) The indicative scoring panel must be comprised of no less than 2 members with appropriate training in equality and selection procedures, who will each independently score projects prior to agreeing joint scores. Scored projects must be fully discussed and agreed with a LAG member at the indicative scoring panel and an individual Appendix 6 scoring mark frame completed for each project and signed as agreed by the LAG member;

(ii)
LAGs should produce a suitably amended version of Appendix 6 for this exercise, ensuring that it provides sufficient detail to differentiate it from the Appendix 6 in these operating rules which is designed for use by the LAG assessment panel. The Manager must complete a composite Appendix 6 scoring mark frame which must be signed by all members of the panel; 

(iii)
All documentation must be retained within the project file for inspection purposes.
Assessment Stage - LAG

4.16 Applications reaching this stage will be assessed against the scoring mark frame 
(Appendix 6). In addition a scoring threshold should be set - DARD recommends a threshold score of 65 marks. This will ensure that funds are retained for good quality projects arising from future calls in the Programme’s lifespan.  

4.17 The Department has drawn up guidance for the Assessment Panel members on the process of selecting projects to be supported under EAFRD funding (Appendix 20). Appendix 6 will be used as a minimum to ensure that the broad principles of EAFRD funding are reflected in all of the target areas. The criteria listed on Appendix 6 should remain constant throughout the competition. 
4.18 The views of key stakeholders should be sought before the Assessment Panel meets. Such 
stakeholders may include other Implementing Bodies, statutory agencies and 
representative organisations e.g. DETI, Invest NI, the Rural Development Council, NI 
Tourist Board, Environment and Heritage Services and other relevant organisations 
operating within the area. The purpose of this contact is to confirm project viability and to 
check for double funding. Details of any contact made with these organisations, should be 
recorded in writing and placed on the project file. DARD reserves the right to sit on 
selection panels in an observer capacity but only with the prior written request of the JCC 
and subsequent approval of the Axes 3 & 4 Implementation Manager in DARD 
Headquarters.


Assessment Panel-LAG

4.19 An assessment panel, comprising of at least 4 LAG members, 50% of which should be social partners, will assess project applications which have passed the eligibility check. The panel must:

i. be broadly based, reflecting as far as possible the Section 75 groupings and have a range of expertise;

ii. have been properly trained to undertake the task i.e. trained in equality and selection procedures;

iii. use Appendix 6 (Scoring Mark Frame) for the individual scoring criterion to be applied. 

iv. have a clear procedure for dealing with conflicts of interest (see Chapter 1 Para 1.39 - 1.42)


v. be in possession of all relevant documentation to carryout an assessment and scoring process as detailed in Appendix 6. DARD has provided advice for assessment panels at Appendix 20. 

vi. simultaneously and independently assess and score each application, which will determine how successful it is judged to be when compared with competing applications under the same measure call. These will include things such as value for money/unit costs, realistic achievable outcomes, viability, promoter’s capacity to deliver and environmental impact.
vii. ensure that all meetings are minuted and contain sufficient detail on the discussion concerning individual project assessment;

viii. fully document all decisions relating to the assessment of applications retaining documentation until 7 years after the last programme payment. This includes minutes of meetings, assessment notes, scoring mark frame forms and applications which have been rejected; 

ix. when processing personal data in respect of applications, adhere to the requirement to comply with the provisions of the Data Protection Act 1998.

Actions following Assessment Stage – LAG and JCC

4.20 Following assessment by each panel member the chairperson of the Assessment Panel should complete a composite score for each project using the Appendix 6 form and this must be signed by all members of the panel. 

4.21 The composite Appendix 6 should then be brought to the LAG meeting for discussion and approval. 
4.22 The LAG then submits a recommendation for funding/rejection to the JCC for ratification via the Project Decision Record (Appendix 21). 
4.23 Should the JCC concur with a funding recommendation, funding should be allocated on the basis of overall ranking and available budget. Successful Applicants will be informed in writing by issue of a Letter of Offer (LoO).  The JCC should make arrangements with the Administration Unit for the issue of a LoO. The LoO must be signed by the Chair or Deputy Chair of the JCC. 

4.24 Should the JCC concur with a rejection recommendation, it should make arrangements with the Administration Unit for the issue of a rejection letter to the applicant providing details of the reason (s) for the decision and, where appropriate, a copy of the scoring mark frame (Appendix 6) which has been used. The rejection letter must be signed by the Chair or Deputy Chair of the JCC. There will be a right of review as set out in paragraphs 4.26 – 4.41 below.

4.25 The JCC may decide to defer a project for clarification or further information. Should it do so, the LAG should be informed immediately so that it can seek and provide the clarity or further information required by the JCC.

Review Process 

4.26 The purpose of the review process is to ensure that the decisions taken and procedures followed for individual applications are applied fairly and consistently. The review will provide an independent process through which an applicant will have the opportunity to demonstrate to the Review Panel that either the outcome was unreasonable or that the proper procedures were not followed. Reviews on any other grounds will not be considered

4.27 Following the decision to reject an application at pre-assessment eligibility stage or at assessment stage, the applicant should be informed in writing stating the reasons for the decision. The applicant should also be offered the following:

· the opportunity for a de-briefing as outlined below which must be requested within 14 days of the letter stating the reasons for the decision; and


· a copy of these review procedures.

.

4.28 At the de-briefing session the applicant alone should be afforded the opportunity to discuss either, over the telephone, or in a meeting the reasons for rejection. During this discussion the basis for the decision taken and the scoring (if applicable) should be communicated to the applicant. Full details of all communication with the applicant should be recorded in writing and placed on the project file. 

4.29 At the de-briefing session the applicant should also be informed of the formal Review Process and advised that a decision will be reviewed only under the following criteria:-

· that the outcome was a decision that no reasonable person would have made on the basis of the information provided; and/or

· that there was a failure in adherence to procedures or systems that materially affected or could have materially affected the decision.
4.30 The de-briefing session must be fully documented and this documentation retained in the project file. 


4.31 The applicant must submit a request for a formal review in writing within 28 days of the date of the letter of rejection, or 14 days after the debriefing discussion has been held, whichever is the later.  The request must clearly demonstrate the grounds, as stipulated above, upon which a formal review is being requested.  No additional project information will be considered during a formal review.  


Review Panel 
.

4.32 Upon receipt of a written request for a formal review, a Review Panel which is independent from the Assessment Panel should be convened.  

4.33 The Review Panel will comprise of a minimum of 3 people all of whom must have received the appropriate training as outlined in Para 4.19 (ii) above. Two of the members should be LAG members who were not involved in the original assessment panel, and the other person should be a representative external to the LAG and JCC (i.e. DARD recommends this is a LAG member from another Council Cluster). The Chairperson for the Review Panel cannot be the external representative. The Review Panel will receive all the documentation considered by the original Assessment Panel, LAG and JCC including:

· signed documentation relating to all stages of the assessment process;


· the record of the reasons for the assessment decision;


· a copy of the rejection letter;

· minutes of any debriefing session; and


· a copy of the written request for the review.

4.34 The Review Panel will consider whether the applicant has demonstrated sufficient grounds for the review to be upheld. No additional project information from that supplied for the original assessment should be considered during the review procedures and the Review Panel should not attempt to re-score the application. The Review Panel will inform the LAG in writing of its recommendation on whether the original decision should be upheld or that it should be reconsidered.

4.35 Having considered the Review Panel’s recommendation the LAG may:

· confirm it’s original decision ; or

· amend or alter its original decision in any respect; or

· revoke its original decision in its entirety and substitute a new decision.

4.36 In coming to its decision on the recommendation, the LAG shall have regard to the Review Panel’s findings and recommendation but is not bound to follow all or part of these. However, the LAG will normally accept the recommendation of the Review Panel unless there are over-riding legal or other relevant and defensible considerations.  

4.37 The LAG should not substitute an acceptance decision for a rejection unless the Review Panel has indicated grounds for doing so. These should be clearly stated in the documentation communicated to the applicant.
4.38 The LAG then must make its recommendation to the JCC for formal ratification.

4.39 The review must be completed within 8 weeks of the receipt of the request unless it is impractical to do so and the JCC’s decision should be conveyed to the applicant in writing within 28 days of the Review Panel meeting.

4.40 The JCC shall ensure that funds are retained for allocation to successful review cases. 

4.41 The JCC should note that a full record of all rejected and reviewed applications should be 
provided to DARD upon request.


Withdrawn Applications

4.42 In the event of an applicant wishing to withdraw their application for funding, this should be requested in writing to the LAG stating the reason/s for withdrawal.

4.43 Upon receipt of a request for withdrawal, the System 2007 Database should be updated as per Task 41 of the System 2007 Student Course Notes.  A copy of the System generated withdrawal letter should be retained in the project file for inspection.

4.44 In the event of an on-line application being submitted to the wrong Cluster, the procedure at 4.8 above should be followed.

4.45 In the event of a hard-copy application being submitted to the wrong Cluster, the applicant should be advised immediately by telephone and the application form returned along with a covering letter which includes the correct Cluster contact details. A note of the telephone call and a copy of the covering letter should be placed on the project file. 

Changes to the Proposed Project – Pre JCC Ratification 


4.46
If any proposed change to the project is such that it no longer complies with the description set out in the application then a new application must be made to the programme 

4.47
Other changes to the proposed project up to and including site visit must be recorded on the Site Visit Assessment Form (Appendix 4). 


4.48
Following site visit and up to LAG Assessment Panel, any changes should be notified by the applicant in writing. Any subsequent amendments should be recorded on the project papers to be submitted to the LAG assessment panel. Consideration should be given as to whether the change warrants revisiting any stages already completed i.e. site visit or economic appraisal.  


4.49 Post LAG Assessment Panel, any further change(s) to the proposed project must be notified to the LAG in writing by the applicant as soon as possible. The LAG must then consider the effects of the proposed change(s) to the overall project. If any of these warrant revisiting stages of the assessment processes already completed i.e. Site Visit, Economic Appraisal, or project scoring, then the LAG should arrange for this to take place. Examples of changes which must be notified and formally considered include;

· Change to the content of the project from that set out in the original application e.g. changing the scope, delivery or aim

· Requests for increased funding in respect of eligible items 

· Changes to the Project start and end dates


· Requests for additional or fewer items of expenditure 

· Changes in key personnel

Post JCC Ratification 


4.50 No changes are permitted.


Changes to the Project – Post Letter of Offer Acceptance 

4.51 Please refer to Chapter 6 – Letter of Offer.
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DARD fraud hotline number: freephone 0808 100 2716


Q1 
Programme Measure

Please indicate which measure you are applying to for grant aid.


Measure 3.1 - Diversification into Non-agricultural Activities 
 FORMCHECKBOX 


Measure 3.2 - Business Creation and Development 
 FORMCHECKBOX 


Measure 3.3 - Encouragement of Tourist Activities 
 FORMCHECKBOX 


Measure 3.4 - Basic Services for the Economy and Rural Population 
 FORMCHECKBOX 


Measure 3.5 - Village Renewal and Development 
 FORMCHECKBOX 


Measure 3.6 – Conservation and Upgrading of the Rural Heritage
 FORMCHECKBOX 

Q2
Applicant Details
(a)
Name of Organisation/Individual: _____________________________________​​​​​


(b)
Organisation/Individual Address: _____________________________________​


           _____________________________________


Town/City                 _____________________________________



County                     _____________________________________



Post Code                _____________________________________


Tel Number  
            _____________________________________



Fax Number             _____________________________________

E Mail Address        _____________________________________


(c)
Contact Person 


Title (Dr/Miss/Mrs /Ms) 


Forename 

_____________________________________


Surname

_____________________________________


Tel Number

_____________________________________


Fax Number 

_____________________________________


E Mail Address        
_____________________________________



Position (e.g. Chairperson) _______________________________

(d)
Correspondence Address (if different to that shown at b above)

                                     


______________________________________



                                ______________________________________



Town/City                ______________________________________



County                     ______________________________________



Post Code                ______________________________________

Q3  
Project Details


(a)
Project Title:  _____________________________________________________


(b)
Project Description:  _______________________________________________

_______________________________________________
 _______________________________________________

_______________________________________________

_______________________________________________




 (c)
Project Address, if different to that shown at Q2 (b) above


        

 ______________________________________



                                                       ______________________________________



Town/City                 ______________________________________



County                      ______________________________________                 


Postcode                  ​​​​​​​​​​​​​​​​​______________________________________

Q4      Organisation Description 
(a)
What term best describes your organisation (select 1 option from the following)


 FORMCHECKBOX 
 Sole Trader



 FORMCHECKBOX 
 Government Department/Agency


 FORMCHECKBOX 
 Voluntary/Community Body

 FORMCHECKBOX 
 Other Public Sector Agency

 FORMCHECKBOX 
 Registered Charity



 FORMCHECKBOX 
 Trade Union

 FORMCHECKBOX 
 Limited Company



 FORMCHECKBOX 
 Co-operative

 FORMCHECKBOX 
 Business Partnership


 FORMCHECKBOX 
 Other (description required below)

(b)
Description of Other (if applicable) _____________________________________________​​​​​​​​​​​​​​​​​​​​​​​_________________

______________________________________________________________

(c) If Voluntary/Community Body, please state your: 


Unique Organisation Number ____________________________


(d)
If Registered Charity, please state your:


Charity Number ____________________

and Unique Organisation Number ____________________________

(e)
If Limited Company, please state:


Company Registration Number ____________________________



and Place of Incorporation 
____________________________


Q 5 
Co-applicant Details

If you are applying as part of a group or consortium, please give the names and addresses of your co-applicants


Q.6
Business Details 

(a)
What is your DARD business number?

         
(DARD Farm Business number)

If you do not have a DARD business number, you will be contacted in due course.


(b) Is the business a new 


An existing business 

business/enterprise?        
   

enterprise

(c) 
If an existing, how many people 

does the business employ?          0
  
Less than 10
  
10 or more 
(d)
Is your business a Partnership Enterprise?
       Yes       
   No


(e)
Is your business a linked company?                     Yes             No  


(f)
What was your business turnover in the 


last complete financial year?



£_______________

Q.7 
Previous Funding


  (a)
Please provide details of any grant aid you/your business has ever 


applied for previously.

	Name of Funding Programme

	

	

	


(b)
Have you/your business ever been refused or 


had grant aid withdrawn in the past?

       Yes         No   
 

Q.8
Project Aims and Objectives

(a) 
Please provide details of the main aims and objectives of the project, that is, what would you hope to achieve by using the grant?  Please also list the items you require funding for.

____________________________________________________________________________________________________________________________________

__________________________________________________________________
__________________________________________________________________
__________________________________________________________________

(Continue on a separate sheet as necessary)




(b) 
Please describe the need for your project
______________________________________________________________________________________________________________________________________________________________________________________________________

__________________________________________________________________

(Continue on a separate sheet as necessary)






(c) 
What skills and experience do you have which are relevant to your project?

______________________________________________________________________________________________________________________________________________________________________________________________________

__________________________________________________________________

 (Continue on a separate sheet as necessary)

(d) If your project will directly benefit children or young people, that is, people under 25 years old, please explain how.


__________________________________________________________________    __________________________________________________________________

​​​​​​​​​​​​​​​​​​​​​​__________________________________________________________________

     (Continue on a separate sheet as necessary)

Q.9
Environmental Sustainability 

(a)
Describe any positive environmental impacts your proposed project will have.
__________________________________________________________________  __________________________________________________________________

​​​​​​​​​​​​​​​​​​​​​​​​​​​__________________________________________________________________

(Continue on a separate sheet as necessary)


(b)
Describe any negative environmental impacts your proposed project will have and describe how these will be offset/reduced.

______________________________________________________________________________________________________________________________________________________________________________________________________

(Continue on a separate sheet as necessary)

Q.10
Project Items/Activities and Grant Sought

(a) Please enter details of the items / activities you require funding for

	Item Description
	Quantity Sought
	Total Cost *

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Total Project Cost
	




(Continue on a separate sheet as necessary)

*Only include the VAT element in the total cost of the item(s) above if you are not VAT 
registered.

(b) Please enter the Amount of Grant you require



 How much grant do you require for capital items?    £__________________
 How much grant do you require for resource items? £ _________________



    TOTAL GRANT REQUIRED   £_____________________
Q.11 
Project Management

Project Timescale

 (a)
Project to commence by?  (dd/mm/yy)           
      /                 /        
 

 (b) 
Project complete by? (dd/mm/yy) 


      /                /          
Q.12

Risks
Can you identify any obstacles that would prevent the project from completing on time or on budget and how will these risks be minimised?
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


__________________________________________________________________

Q.13
Statutory Approvals 

  

N/A    Granted      Applied for

 

(a) Is planning permission applicable/applied for?       

            





         


(b) Is building control applicable?




If there are any outstanding planning or land acquisition issues or other requisite statutory procedures to be completed, for example Fire Authority, Environmental Health or any licences needed, please detail below.

______________________________________________________________________________________________________________________________________________________________________________________________________
____________________________________________________________________________________________________________________________________
__________________________________________________________________
(Continue on a separate sheet as necessary)

Q.14
Additional Information
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

Declaration

I am aged 18 years or over. 

I confirm that I have read the guidance notes and the Department’s statement on Data Protection, Freedom of Information and Equality. 

I declare that to the best of my knowledge all information provided is true and complete and that if successful, I am prepared to share the outcomes/results of my project with interested parties.

I am content to provide further information relating to the project objectives at a later stage.



Signed
 

               Date


                        On behalf of the Organisation

Position held




Business Partner/Co-applicant should also sign below (if applicable)


Signed_______________________________________Date _________________________



On behalf of the Organisation

Position held
_________________________
Data Protection and Freedom of Information Issues

The Department takes data protection and freedom of information issues seriously. It takes care to ensure that any personal information supplied to it is dealt with in a way which complies with the requirements of the Data Protection Act 1998.  This means that any personal information you supply will be processed principally for the purpose for which it has been provided.  However, the Department may also use it for other legitimate purposes in line with the Data Protection Act 1998 and Freedom of Information legislation.  These include:


· Administration of the Common Agricultural Policy and other aid schemes;

· The production and safety of food;

· Management of land and other environmental controls;

· Animal health and welfare;

· Occupational health and welfare;

· Compilation of statistics;

· Disclosure to other organisations when required to do so; and

· Disclosure under the Freedom of Information Act 2000 or the Environmental Information Regulations 2004 where such disclosure is in the public interest.

Equality Considerations

Promotion of equality of opportunity is an underlying principle of European Funding Programmes. Applicants are required to give due consideration to promotion of equality and good relations as part of their project. This will be explored further at the project assessment stage.

In addition, under Section 75 of the Northern Ireland Act (1998) DARD has a statutory obligation to promote equality of opportunity and good relations. To do this DARD has to continuously monitor and assess the equality uptake and outcomes of its policies and programmes, to determine if there are any adverse effects or consequences, and if there are, to look at ways to lessen these.

This monitoring will be done through the completion of an equality monitoring form by project beneficiaries.  DARD is legally required to conduct this monitoring, but it is voluntary for beneficiaries to complete the form, which will be anonymous.  Further details are provided in the Guidance Notes. All beneficiaries are encouraged to complete the form as it will greatly help DARD comply with its statutory duty and in its assessment of the equality uptake and outcomes of the NIRDP across different groups of people.
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Q1
Programme Measure


Select the Axis 3 measure you wish to apply to


Note - If you are applying under Measure 3.1 and you are not the farm owner but a member of the farm family, written permission must be obtained from the farm owner allowing you to carry out the diversification activity. This permission must also include a statement from the farm owner confirming you are exercising an agricultural activity on the farm at the time of the support application. 

Q2
Applicant Details


Self-explanatory 

Note - Applicants must be aged 18 years or over

Q3    Project Details


(a) Please enter name you wish your project to be called


(b) A brief description of the project will suffice here


(c) Self explanatory

Q4
Organisation Description

(a) Tick as appropriate

(b) - (e) Self explanatory

Q5
Co-applicant Details


Self-explanatory

Q6
Business Details
a) All applicants to Axis 3 must have a DARD business number. Do not worry if you do not already have this number, you will be contacted in due course. 


b) Indicate whether your business/enterprise is new or existing.


c) Indicate the number of employees you have.


d) The EU define a Partnership Enterprise as one which has 25% or more of its capital or voting rights directly or indirectly controlled, jointly or individually, by one or more public bodies.


e) The onus is on the applicant to prove that the business meets the definition of a micro enterprise (within the SME category) within the definitions set out in EU Commission Recommendation 2003/361/EC dated 6 May 2003. The recommendation can be accessed using the following link :
http://eur-lex.europa.eu/LexUriServ/LexUriServ.do?uri=OJ:L:2003:124:0036:0041:en:PDF
f) If an existing business, please detail your annual turnover, i.e. the total value of your sales or services.

Q7   Previous Funding

(a) EU State Aid Rules apply to all economic projects and most Axis 3    grants will be awarded under the ‘de minimis ‘rule.  This rule indicates that a project promoter may only receive a maximum grant of Eur 200,000(or sterling equivalent) over a 3-year rolling period. Therefore, you must provide details of any other EU grants applied for previously.

(b) Self explanatory 

Q8
Project Aims and Objectives

(a) You should provide clear aims and objectives for your project.

Objectives should be SMART i.e.

Specific – Objectives should specify what you want to achieve.
Measurable – You should be able to measure whether you are meeting the objectives or not.
Achievable - Are the objectives you set, achievable and attainable?
Realistic – Can you realistically achieve the objectives with the resources you have?
Time – In what timeframe do you want to achieve the set objectives?

Also list the items you require funding for.


(b) You should clearly identify the need for the project, for example is there a market for the proposal? Be as specific as possible as this information will be used in the economic appraisal of your project proposal. 


(c) You must provide details of the skills and experience which you or your organisation has that will assist you to carry out the proposed project. In particular, you should comment on general management, marketing and financial experience and any relevant training undertaken or qualifications held.  You should provide as much information as possible.

(d) DARD is required to spend 5% of its funding on children and young people (CYP) under the Northern Ireland Rural Development Programme. The EU defines CYP as those under 25 years of age.  If all, or part, of your project is directly benefitting children and young people we need to know so that your project can contribute to this target.  


Examples include:

· setting up rural childcare facilities

· developing / improving recreational facilities & amenities for CYP

· business start ups for young people (18-24 year olds)


This list is not exhaustive.

Q9 
Environmental Sustainability

In order to determine the environmental sustainability of projects funded by the EAFRD, details are required here on the positive and negative environmental impacts your project has. 

Development Path Analysis (DPA) is one of the tools recommended by the European Commission.  

Implementing Bodies have a responsibility to promote and monitor environmental sustainability at measure and project levels.  Therefore, Implementing Bodies will apply DPA to each project that is received under their measure, consider DPA results during project selection, and monitor DPA results at measure level.

The Development Paths

DPA is based on an assumption that certain patterns of development, or “development paths,” are more environmentally sustainable than others and that regions have choices about which path to pursue.  The tool recognises six development paths.

Path A:
Actions that promote activities that simply meet environmental regulations.

    Path B:
Actions that clean up the mess from past activities or actions that promote physical regeneration.

Path C:
Actions that put in place environmental infrastructure to reduce the negative environmental impact of development activities.

Path D:
Actions that help organisations to meet increasing environmental standards.

Path E:
Actions that improve the resource efficiency (“eco-efficiency”) of existing activities.

Path F:
Actions that support, as well as encourage, new types of activity or behaviour using fewer environmental resources, or producing less pollution, than existing activities in the area.

The objective of the tool is to help shift activity away from Path A and toward activity under Path F.  Path A is activity that simply meets minimum environmental regulations and, therefore, makes a minimal contribution to environmental sustainability.  Path F makes a significant contribution; it is activity that pursues environmental protection at the same time as it pursues economic and social development.  The paths in between are paths that make the impact of existing activity easier in some way.

Each project is allocated into one of the development paths therefore applicants should describe in detail any positive or negative environmental impacts the project will have. Any negative impacts identified should have a description of how these will be offset/reduced. 

Q10
Project Items/Activities and Grant Sought


(a) Please provide details of the items / activities for which funding is required. 


(b) Please enter details of the funding you require for Capital items and Resource items,   and the Total Grant Required. 

Examples of Capital items include purchase of equipment & plant, construction and refurbishment of buildings.


Examples of resource items include marketing & publicity costs, bespoke training costs, professional fees.  

Q11 
Project Management/Timescale
Provide realistic estimated dates for work to commence on the project and when work will be completed.  


Q12 
Risks


Indicate any area of risk, which may result in the project not proceeding or achieving its objectives as planned. Explain how such risks will be managed and minimised, for example, is the project subject to planning permission being granted, or how will possible changes in the economic climate affect the project?

Q13 
Statutory Approvals

Tell us if you have contacted the relevant authorities to find out which statutory approvals are required for the development of the proposed project and if the necessary approval has been sought or received.  If permission or approvals have been applied for, please provide the date when you expect to receive a decision. Any Statutory Approvals granted for your project will need to be made available for inspection at a later date.

N.B. Applications for assistance to create self-catering accommodation must not be submitted until you have in place full planning permission for the proposal.
Additionally, you may not submit more than one application per planning permission approval.

Q14
Additional Information

Please provide any additional information you consider relevant to your application.


Declaration


Please read the declaration and WARNING information carefully. Tick the declaration box.

Sign and date the application (For on-line applications, a signature will be obtained at a later date).


DARD FRAUD HOTLINE NUMBER: FREEPHONE 0808 100 2716

Additional Information for Applicants

1.
Successful Applicants and Publication of Data

If your application is successful and your project is awarded funding, please note that European legislation requires us to publicise details of all financial support awarded/paid out to beneficiaries on an annual basis. This will include the name of the beneficiary, their postal town, their post code and the total amount of financial support received by the beneficiary from the European Agricultural Fund for Rural Development.

2. 
Equality Considerations

As referred to in the application form, promotion of equality of opportunity is an underlying principle of European Funding Programmes. Applicants are required to give due consideration to promotion of equality and good relations as part of their project.  This will be explored further at the project assessment stage.

Section 75 of the Northern Ireland Act (1998) and Equality Monitoring 

Under Section 75 of the Northern Ireland Act (1998) DARD has a statutory obligation to promote equality of opportunity between: persons of different religious belief, political opinion, racial group, age, martial status or sexual orientation; men and women; persons with a disability and persons without; and persons with dependants and persons without.

The Act also requires DARD to take into account the promotion of good relations between persons of different religious belief, political opinion or racial group.

To meet its statutory obligations, DARD has to continuously monitor and assess the equality uptake and outcomes of its policies and programmes, to determine if there are any adverse effects or consequences. And if there are, to look at ways to lessen these.

This equality monitoring is done through the completion of an equality monitoring form (questionnaire) by project beneficiaries once the funding has been awarded.  DARD is legally required to conduct this monitoring, but it is voluntary for beneficiaries to complete the form, which will be anonymous and confidential. The completed forms are returned directly to the Northern Ireland Statistics and Research Agency (NISRA) in a freepost envelope which will be provided. This information will be stored confidentially by NISRA. These completed forms are not seen by DARD.

The information collected will only be used for Equality Monitoring purposes and in compliance with The Data Protection Act 1998. The details on this form will not be used in the decision to award funding to any person/group who applies to the NIRDP, nor will this form be linked in any way to details of individual participants. 

All beneficiaries are encouraged to complete the form as it will greatly help DARD comply with its statutory duty and in its assessment of the equality uptake and outcomes of the NIRDP across different groups of people.

3.
Approval of Project Applications

The application will be assessed against Programme objectives and the project selection criteria set out by the LAG.  Projects that meet the criteria and comply with all other EU Policies will be considered for financial assistance on a competitive basis, and if approved, a Letter of Offer setting out the terms and conditions of the assistance will be issued.
4.
Claims and Payments

Details will be set out in the individual Letter of Offer.

5.
Breach of Conditions

Applicants are reminded to pay particular attention to the conditions set out in the Letter of Offer, as any breach of these conditions may lead to the withdrawal of EU grant.

6.
On-the-Spot Checks

Member States and/or Commission Officials may carry out checks on selected projects. The purpose of these spot checks is to establish that projects:

· are suitable for EU Structural Fund aid;

· match the description made in the grant application;

· are implemented with appropriate technical and financial control; 

· have received grant in accordance with the recorded expenditure.

The aspects of infrastructure projects that may be checked include:

a) adherence to the statutory requirements relating to the investment;

b)  the physical works of the project itself;

c) the local or regional economic context of the project, especially in relation to employment prospects; and the socio-economic effects of the completed investment;

d) the methods of financing the project;

e) the checks carried out by the LAG and by the LAG groups’ auditors on the expenditure incurred and the work undertaken;

f) the tendering and contract arrangements, and arrangements for certification and payment;

g) the basis of the claim for grant;

h) the financial relationship between Central Government and the LAG and the interaction with any other Government grants to the LAG;

NB: Computer printouts are not accepted as proof of payment for the purposes of Commission audit checks.  All original vouchers, documents and so on concerning expenditure on the project, should be retained until the end of the year 2021.

7.
Monitoring and Evaluation


It is a requirement that all projects be monitored and evaluated on a regular and formal basis, to ensure effective use of funding.  Monitoring will be undertaken by the use of jointly agreed reporting procedures, sample checks and working committees at the appropriate level to ensure that projects are running as agreed.  The results of the monitoring procedures will be fed into an evaluation of projects which will examine their impact on achieving the objectives of the Northern Ireland Rural Development Programme.  

Chapter 5   Economic Appraisal Guidance

Introduction


5.1 Managing Public Money Northern Ireland (MPMNI) identifies the need for economic appraisals as an important part of good financial management. To ensure sound decision-making and proper accountability - all public expenditure including European Union Funds - must be subjected to rigorous economic appraisal. 


Responsibility

5.2 The JCC is the custodian of public money on behalf of the Department, therefore, it is required to complete, or commission the completion of, economic appraisals.  

5.3 Use of external consultants, while expensive can provide a cost effective  means of accessing  skills and expertise not available in-house, particularly where a large data-gathering exercise is needed or there is sophisticated modeling required. Where JCC’s wish to use consultants, they will be required to agree the use in advance with the Local Action Group and pay for the appraisal(s) commissioned from the Administration budget. They must also adhere to the guidance on the use of external consultants set out at: http://www.aasdni.gov.uk/pubs/FD/fddfp0409.DOC
5.4 The JCC is required to critically and objectively assess the assumptions and arguments made for the allocation of the funding in any application. In this regard they must seek evidence to substantiate the key assumptions within the economic appraisal, for example, assumptions underpinning demand, revenues, costs, and employment projections. The site visit should be used to further test assumptions and any findings should be documented for the assessment panel. As the custodians of public money, the JCCs are required to ensure that expenditure of public money can be justified and defended as per the Green Book and other relevant guidance, e.g. the Managing Public Money guidance.  To ensure an independent review of an application, the JCC should carry out, or commission, the appraisal.  It should not be undertaken by the project promoter. 


The ownership of the appraisal lies with the JCC.


Guidance

5.5 Economic appraisal guidance is set out in the Treasury publication ‘Appraisal and Evaluation in Central Government’ also know as the ‘Green Book.’ Specific guidance on its application in Northern Ireland is detailed in ‘The Northern Ireland Guide to Expenditure Appraisal and Evaluation (NIGEAE)’, published by Department of Finance and Personnel (DFP) which can be downloaded from the DFP website www.dfpni.gov.uk/eag.

Scale of EA Required

5.6 The principles of economic appraisal are to be applied with ‘proportionate effort’.  In general, this requires that all projects, where the non-promoter funding
 (i.e. total public funding) over the life of the project totals more than £250,000, should be the subject of a full ‘Green Book’ economic appraisal; that is, one in which all the appraisal stages described in the ‘Northern Ireland Guide to Expenditure Appraisal and Evaluation (NIGEAE)’ are followed. Non-promoter funding includes all UK public expenditure, including central and local government expenditure, EU and IFI funding, lottery funding, etc. over the whole life of the project. This is not the same as the total financial cost of the project, which will normally be greater than the level of non-promoter funding. 
All projects where the non promoter funding is more than £250k and a full 'Green Book' economic appraisal has been completed must be forwarded to DARD Policy and Economics Division for quality assessment. In the first instance Economic Appraisals should be forwarded to the local Rural Development Office for a completeness check.
Simplified Procedure for Smaller and Less Complex Projects

5.7 All projects involving non-promoter funding (Central Government, Local Government,


EU, IFI and Lottery) of less than £250,000 in total over the life of the project can be


appraised by way of a standardised EA pro-forma. Where non-promoter funding is


£50,000 or less, a shorter and less detailed pro-forma is to be used. 

5.8 The appraisal of these projects may be based on the information gathered in the application process or from supplementary information - see Annex 1. JCC’s must be able to demonstrate clearly the value for money judgement reached for each project supported. It is not sufficient that appraisal forms are merely completed.  There must be evidence that the information in the completed forms has been critically assessed and considered satisfactory by the JCC before deciding to approve funding.


Appraisal of Projects where DARD is only one of a number of Co-funders
5.9 For projects that are to be funded by the Joint Council Committee (JCC)  in partnership with one or a number of Central Government Departments, or by their Intermediary Funding Bodies (e.g. Northern Ireland Tourist Board, etc.), the following general principles should be applied.
5.10 The co-funders should decide which Central Government Department is to be defined as the ‘lead’ department.  It should be clear that the ‘lead’ department is responsible for ensuring that the principles of “Managing Public Money Northern Ireland (MPMNI)” are applied in respect to a decision on allocating public money to the project.  This will involve ensuring that a proportionate, accurate and thorough economic appraisal, and in time, post project evaluation, is conducted.  

5.11 Usually, the ‘lead’ will be the department contributing the majority of the funding to the project. However, in situations where the funding from two or more departments is equal, then the ‘lead’ responsibility should be agreed at the outset.    
5.12 The appraisal, and subsequent post project evaluation, of the project should be subjected to the ‘lead’ department’s normal quality assurance procedures.

5.13  While the ‘lead’ department is responsible for ensuring that it meets the audit and accountability requirements for the totality of the public money to be allocated to the project, each of the other co-funders (i.e. ‘non-lead’ departments) should ensure that it has documentary evidence which provides: 
· Evidence on how the project meets their particular aims and objectives (usually this will be cited in the appraisal and/or in the application form);
· Confirmation that the ‘lead’ department or its intermediary funding body has applied the principles of appraisal in its decision-making process as required by the ‘Green Book
’ and by ‘NIGEAE
’.  Usually, for projects with public expenditure over a certain threshold, the ‘lead’ department’s economists will have quality assessed the relevant appraisal/post project evaluation, and can confirm that it meets the requirements of the ‘Green Book’.  This letter should be sought by the ‘non-lead’ department and retained on file.  Similarly, if the project is of a sufficient scale to require DFP approval (or if it is novel or contentious, which also triggers a need for DFP approval), documentation regarding their approval of the appraisal/post project evaluation should also be sought by the ‘non-lead’ department and retained on file. 

· Formalised arrangements for the ‘lead’ department to share it’s information regarding the monitoring and evaluation of the project with the ‘non-lead’ department. 

5.14  If administrators in the ‘non-lead’ departments have specific concerns regarding some aspect of the project, they should address these concerns to the ‘lead’ department, and request that they be addressed during the appraisal process. 

5.15 It is preferable if the co-funders of a project decide at the outset which is the “lead”, and this decision should hinge on which organisation is contributing the largest amount of public funding.  However, in the scenario where the JCC has received an application which has already been appraised by another Central Government Department or its Intermediary Funding Body (that may, or may not, be allocating the largest amount of public funding), to avoid duplication of effort, it should accept the existing appraisal as long as:

· The appraisal was carried out independently from the project promoters, within the last two years, with effort that is proportional to the totality of the public funding to be allocated to the project, and

· The JCC secures the necessary “documentary evidence” regarding how the project meets its aims/objectives, confirmation that the appraisal meets the standards of the ‘Green Book’ from the Department commissioning the appraisal (and from DFP, if the cost of the project is over its delegated limits, or deemed to be novel or contentious), and puts in place formalised arrangements regarding the monitoring and evaluation of the project.  I.E. There should be a clear audit trail detailing which Department will be responsible for monitoring, and subsequently, evaluating the project, when these activities will be carried out, what information will be provided, and how it will be shared with the JCC and other co-funders.

5.16 For projects that are to be funded by the JCC and by non governmental organisations, e.g. the International Fund for Ireland (IFI) or the Big Lottery Fund:

As there is no one Central Government Department accountable for the funding distributed by the IFI or by the Big Lottery Fund, then the Department of Agriculture and Rural Development should be deemed to be the ‘lead’ department, even in circumstances where it is not contributing the majority of the funding to a project.

5.17 The JCC, as the custodian of public money on behalf of DARD, is required to complete, or commission the completion of, economic appraisals and post project evaluations with effort that is proportionate to the totality of the public money potentially being allocated to the project (i.e. public money from any source should be taken into account, including funding from the District Council(s), IFI, and Big Lottery Fund.
5.18 However, in order to reduce duplication of effort, the JCC can firstly consider if the IFI, or Big Lottery Fund has commissioned recently (i.e. within the last 2 years) an appraisal which is :-
· ‘Independent’ in it’s viewpoint and

· Carried out with effort that is proportionate to the totality of public money being allocated to the project. 

5.19 If so, as DARD is considered to be the ‘lead’ department, its normal appraisal/post project evaluation quality assessment and accountability procedures should be applied.  During this process, if Rural Development Division, or DARD economists, consider that there are deficiencies in the analyses, or if they have concerns about the conclusions reached, the JCC will have to commission some further work to ensure that the document is updated and reaches the standard required by the ‘Green Book’ and ‘NIGEAE’.
Consideration and Appraisal of Need for Project Proposals under the EU Programmes

5.20 The EU Operational Programme for EAFRD can be used to assist in the


consideration of need for projects seeking funding under the Programme.  It is 


intended for use by those carrying out and commenting on such appraisals.

5.21 An essential part of the appraisal process for any project is to determine that it is


needed. This is the first and most fundamental stage in any economic appraisal.

5.22 The key questions therefore when considering the need for a project under the EAFRD

 
Programme is therefore to understand:



(i)
 what is the problem/opportunity;



(ii)
 why there is a problem/opportunity;



(iii)
 why there is a need for intervention; and



(iv)
 to what extent the project addresses the problem identified, or takes 



advantage of the opportunity.

5.23 The processes and criteria for project selection must be based on the Programme’s aims, objectives, priorities and themes.  Therefore EAs must provide sufficient detail to allow a transparent assessment on whether, and to what extent, the project meets the needs that have been identified. Any project that achieves a score above the threshold will by definition meet the need that the Programme was designed to address. However, while it is useful for the needs section to reference the need identified in the Programme documentation, it is essential that need for the project is established through an evidence based analysis of the deficiencies in current service provision (if  appropriate), and the expected demand for the service to be provided as per the NI Guide to Expenditure Appraisal and Evaluation (NIGEAE). To ensure both effective and appropriate use of public funds, the rationale for the project must be both objective and robust. The JCC in carrying out the appraisal must critically assess the need for the project and in this respect will have to:

· be sure that the correct background reports/ statistics were used to justify the need for the project;


· check that the project is not displacing private activity.  When a project is proposing to introduce an aid scheme, checks should be carried out and documented to show that the scheme is not duplicating what is being carried out by other bodies, or likely to lead to the displacement of private activity;


· where appropriate, get and give appropriate weight to the views of other Government Departments and their agencies/NDPBs on the project. (This is particularly relevant when considering a project which proposed to introduce an aid scheme);


· when considering the introduction of a scheme, take into account any lessons learned from the operation of previous similar schemes;


· take into account any evidence to show that similar projects/schemes have been successful or unsuccessful;

· ensure the applicant is aware of their responsibility in promoting equality of opportunity and good relations (for example the promoter may well have something in place, or controls in the work place to ensure a fair and equitable working environment - it is up to the project officer to investigate this with the promoter).

The critical assessment of the uptake and impact assumptions provided in the application will enable the JCC to make a balanced judgement, not only on need, but also on the appropriateness of the proposed intervention, and its potential sustainability and value for money. 



DFP Approval of Economic Appraisals

5.24 All EAs must be uploaded to the programme data base; however there are a number of circumstances in which an economic appraisal must be approved by DFP before a project can be further progressed.  Most commonly, projects that exceed Departmental delegated limits need to be sent to DFP. In determining whether a project exceeds “Departmental delegated limits”, it should be noted that delegated limits refer to the total Central Government Funding (which includes all national P.E. and EU funds) over the life of the policy, programme or project.  For the Northern Ireland Rural Development Programme 2007-2013, the delegation threshold is £1m. Appraisals, and subsequently, the post project evaluations (PPE) of projects which receive this amount of financial assistance, or more, will be subject to scrutiny by Economists in Policy and Economics Division, DARD.  If, and when, the EA/PPE is signed off by PED as meeting the Green Book standard, the Local DARD contract manager will be required to forward the EA/PPE and the appropriate accompanying documentation
 to Financial Policy Branch, DARD, for onward submission to DFP for formal approval.  Letters of Offer should not be issued until formal DFP approval is received.  



Management of Economic Appraisals

5.25 A flowchart overview of the appraisal process and checklist of standard requirements of


Economic Appraisals are provided at Annex 2.  The proforma distinguishes between 
projects above and below £250,000.  For projects below £250,000 of non-promoter funding, 
there will be two pro-forma, as follows:


a)  Simplified EA pro-forma for projects with £50k or less of non-promoter funding;


b) Standard EA pro-forma for projects with between £50,001 and £250,000 of 


non-promoter funding;                                                                                                                                                                                                                               

Where the non promoter funding exceeds £250,000, a full “Green Book” Economic Appraisal must be completed.

Co -Operation Projects

5.26 The Local Action Group must complete the standard Application Form and it should undergo the same assessment process as all other applications under the Local Development Strategy.  

5.27 As is the case with all economic appraisals, the economic appraisal should not be completed by the promoter, but should be completed independently. Given the nature of Co-operation projects and the role which JCCs have in project approval, it would be appropriate for the JCC to commission a consultant to carry out the independent EA and to charge this to the Administration budget. 

5.28 Economic Appraisals for council projects must also be recorded on the spreadsheet as per the monitoring arrangements detailed below. Rural Development Division will request the first 3 EAs completed by each JCC, and will send the EAs to Policy and Economics Division for scrutiny.  Comments provided by PED on the quality of appraisals must be taken on board by the JCC when completing future appraisals. PED and RDD will have the ability to request other appraisals at random. 

When is an EA Addendum Required?

5.29  An addendum to an Economic Appraisal is required if there are any substantial changes to a project which occur at any time after approval is granted. In this regard, substantial change is defined broadly as a variance of 10% or more from the assumption approved in the Economic Appraisal.  An addendum is also required if the preferred option changes to another option. PED can be contacted for Economic Appraisal addendum guidance.

Post Project Evaluation (PPE)
5.30  A PPE is an ex post activity which compares the outturn of a project, programme or policy with the objectives and other projections set out in the economic appraisal that was carried out before its commencement.  This data should be used to highlight any variances between projections and outturns, and to enable the lessons learned to be fed back into the decision-making processes of future projects, programmes or policies, and thereby, ensure that mistakes made previously are avoided.  Thorough PPEs help the JCC review both the effectiveness of the local development strategy and its implementation, and assist Government to develop current and future programmes.

5.20
Each EA should provide a commitment to carry out a Post Project Evaluation (PPE), normally 6-12 months after the project completion date. This will depend on timescales agreed for the achievement of the target indicators unique to the project and assessment of the longer term impacts of the project where a new business or new jobs are to be created. This section of the EA should outline in detail what is to be evaluated, how it is to be evaluated and when it is to be evaluated.  It is important that the PPE is carried out at the time specified in the appraisal, and it should be led by individuals who have not been involved in the management or implementation of the project under consideration, so that they are independent and have an unbiased view of its success.



What Scale of PPE is Required?


5.21
As with EAs, PPEs should also be conducted with effort that is proportionate to the


level of public monies spent.  PPEs pro-forma/templates are provided within the Post


Project Evaluation guidance. 
SUMMARY OF APPRAISAL AND POST PROJECT EVALUATION ARRANGEMENTS FOR PROJECTS FUNDED UNDER THE RURAL DEVELOPMENT PROGRAMME 

(RDP Axes 3 & 4) 2007-2013
	Total Amount of Non-Promoter Funding 

(i.e. sum of all public monies  

-see Foot-Note *)


	Level of Appraisal

Required
	PPE

Arrangements

	In the case of co-operation project that has  a group of similar projects, where each individual applicant will receive grant aid of £10,000 or less, but the total expenditure on the scheme is less than £250,000, the standard EA pro -forma can be completed for the measure/scheme, rather than on an individual applicant basis.


	Depending on the total level of expenditure of public money, either appraise the scheme/measure on:

The standard EA proforma:

(i.e. Economic appraisal pro-forma for projects with total non-promoter funding (i.e. total public funding) of between £50,001 and £250,000 over the whole life of the project)

Or on the Simplified EA proforma

(i.e.  Economic appraisal pro-forma for projects with total non-promoter funding (i.e. total public funding) of £50,000 or less over the whole life of the project).


	PPE Proforma for scheme/measure.

	£50,000 public monies or less per project


	Simplified EA Proforma

(i.e.  Economic appraisal pro-forma for projects with total non-promoter funding (i.e. total public funding) of £50,000 or less over the whole life of the project).


	PPE Proforma

	Between £50,001 and £250,000


	Standard EA Proforma

(i.e. Economic appraisal pro-forma for projects with total non-promoter funding (i.e. total public funding) of between £50,001 and £250,000 over the whole life of the project)


	PPE Proforma

	More than £250,000
	Full Green Book Economic Appraisal
	Standalone PPE




*For all projects, whatever the costs, a proportionate appraisal is required. The amount of effort applied in appraising or evaluating a project or scheme should be proportional to the total level of expenditure of public money.

Role of Resource Economics Branch (REB) of Policy & Economics Division (PED) within DARD in terms of Quality Assuring Appraisal Pro-Forma /Green Book Appraisals prepared by the JCC and by Consultants on its behalf.

5.22
The following sets out the procedures for general EA/PPE Monitoring:  

5.23
DARD Financial Policy requires the spending Divisions of DARD to record the details


of all proposed Economic Appraisals and their corresponding Post Project


Evaluations onto a DARD spreadsheet (Annex 3). Where possible, the information for the EA/PPE spreadsheet will be provided from the EU database. The JCC is responsible for providing any additional information required by the spreadsheet, and should forward the necessary details to Rural Development Division on a monthly basis. This information will be used to randomly select EAs/PPEs for quality assessment.  

5.24
This exercise facilitates “test drilling” of EAs/PPEs, provides information for the “annual 
review” of EA/PPE arrangements undertaken by Financial Planning Branch, and, therefore, 
assists DARD in meeting the requirements of DAO 06/05.  

Arrangements for Quality Assessment of projects falling above DFP Agreed Delegated Limits or which meet a requirement of DAO 06/05 which necessitate DFP Approval:

5.25
All Economic Appraisals and corresponding Post Project Evaluations for projects/schemes 
above the Department of Finance and Personnel (DFP) delegated limits for DARD (or 

where the project/scheme meets one of the 
requirements for DFP approval as listed in 
DAO 06/05) are:


· To be sent to Policy and Economics Division (PED), DARD, for scrutiny. All documentation should in the first instance be submitted to Rural Development Division (RDD).  Before forwarding on the economic appraisals to PED, RDD will check these documents for completeness, and contact the JCC if changes/additional information are required.  In forwarding on the ‘complete’ document to PED, RDD will confirm in writing to PED if it is content with the arguments presented in the document, and with the conclusions reached.  It will also highlight to PED any areas of concern regarding the project which they have not been able to resolve with the JCC before submitting the documentation to PED.  The same arrangements will apply to Post Project Evaluations.  


· Once signed off by PED, the local DARD contract manager will send the final EAs/PPEs to Financial Policy Branch, DARD along with the DFP proforma which must accompany appraisals, a draft covering letter from DARD to DFP Supply, and a copy of PED’s sign-off minute.  Financial Policy Branch will check regularity and propriety, and pass the documentation onto Financial Planning Branch.  Once satisfied with the documentation, Financial Planning Branch will forward the Appraisal/Post Project Evaluation to DFP for scrutiny as outlined in paragraph 9.2 of the Northern Ireland Guide to Expenditure Appraisal and Evaluation (NIGEAE). 

Arrangements for Quality Assessment of projects falling below DFP Agreed Delegated Limits:  

5.26
For projects below DFP’s delegated limits, PED, DARD will review a sample of the first 5 
EAs/PPEs completed by each JCC. The comments should be widely disseminated 
amongst staff in the JCC and must be taken into account in all future EAs and PPEs 
completed. Before forwarding on these economic appraisals to PED, RDD will check these 

documents for completeness, and contact the JCC if changes/additional information are 

required.  In forwarding on the ‘complete’ document to PED, RDD will confirm in writing to 

PED if it is content with the arguments presented in the document, and with the conclusions 

reached.  It will also highlight to PED any areas of concern regarding the project which they 

have not been able to resolve with the JCC before submitting the documentation to PED.  

The same arrangements will apply to Post Project Evaluations. 

All projects where the non promoter funding is more than £250k and a full 'Green Book' 
economic appraisal has been completed must be forwarded to DARD Policy and 
Economics Division for quality assessment. In the first instance Economic Appraisals 
should be forwarded to the local Rural Development Office for a completeness check. 

5.27
As a follow-up test-drilling measure, the JCC is responsible for ensuring that details for all 
EAs/PPEs are included on the EA/PPE spreadsheet (assisted by Rural Development 
Division). PED will be able to use these lists to select further appraisals for quality 
assessment at random. 

5.28
RDD/JCCs can request REB input into the quality assessment of any project below 
delegated limits where they require assistance. Turnaround times for the comments can be 
agreed between REB and Divisions and will depend on PED’s workloads.    


Design

5.29 The spreadsheet consists of a series of columns split into two distinct areas: one for EAs (yellow) and PPEs (green) consisting, in total, of 4 sections. The first column in section 1 (yellow) is to be completed at the outset with the remaining columns in this section to be completed on an ongoing basis as the information on Economic Appraisals becomes known.  Section 2 (pale yellow) is to be completed only when an Addendum to an economic appraisal is necessary. EAs which conclude that there is “no need” for the project, or that it should not be progressed for other reasons, should still be inserted onto the database (see more detailed instructions below in paragraph 5.33.

5.30
The PPE area is sub-divided into the remaining 2 sections – one for completion when the 
PPE arrangements in the appraisal have been agreed, which will normally be at the same 
time as much of section 1 (yellow) is completed, and one for completion when a PPE has 
been undertaken.  

5.31
The spreadsheet has been designed in this way to make it easier for users.  It allows for 
information to be recorded at the outset and additional information to be added as projects 
progress.    

Instructions

5.32
The spreadsheet should be completed at the outset, where an EA will be undertaken, and 
kept up-to-date as things progress, including recording details of the completion of PPEs. In 
all, there are 4 stages to completing the spreadsheet and the following should help identify 
the requirements:   

· Section 1 (yellow) should be completed at the outset initially and kept up-to-date on an ongoing basis; 


· Section 2 (pale yellow) should be completed when an Addendum to an Economic Appraisal is necessary;


· Section 3 (green) should be populated with details of the anticipated PPE arrangements once an EA has been completed; and 


· Section 4 (green) should be populated whenever a PPE has actually been completed  


A new entry should be made for each project.


NB. Please note that in the case of projects that do not proceed the appraisal data should be retained on the economic appraisal database. A brief reason should be inserted in the total project cost column, e.g. lack of need, etc. and N/A should be inserted in the remaining columns.

5.33 Guidance notes are included below to help define what is required for some columns.  These notes are also accessible on the spreadsheet (which will be provided to JCCs) by hovering over the little red triangles on the top right hand corner of the title cell of appropriate columns. This and the red triangles can be seen clearly in the screen shot below. 
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The spreadsheet should not be altered in any material way, i.e. no additional columns should be added or titles of column headings altered. Column widths and row heights can of course be adjusted to aid completion of the spreadsheet and text wrapping can be applied in cells for the same reason.  


GUIDANCE NOTES DEFINING AND ADVISING WHAT INFORMATION SHOULD BE INCLUDED ON THE EA AND PPE DATABASE

EA PART OF DATABASE – SECTION 1  


Column 1 – DATE ON WHICH THE NEED FOR APPRAISAL IS IDENTIFIED

The date to be entered in this column is the date on which it is determined that an Economic Appraisal is required.    

Column 2 - PROJECT REF/ID NO. /CODE (IF APPROPRIATE)

This is self explanatory.  If your business area uses a specific form of identification it should be inserted in this column to allow for the unique identification of each project.  This will be important should Economists, Finance Division staff or anyone else raise a query.

Column 3 - TITLE OF PROJECT

This is self explanatory.  Sufficient information should be included in the project title to allow it to be easily identified at any stage in the future.  DARD tends to repeat certain schemes/projects over time, so it should be clear to which time-period a project refers.  

Column 4 – NAME OF PROJECT PROMOTER

Please provide the name of the organisation or group promoting the project.  Examples will include the names of Rural Development Applicants, name of Government/Department Branch, name of Government Department etc.       

Column 5 – SOURCE OF FUNDING (AND MEASURE)

Examples will include, Interreg, Peace, DARD Programme Funding etc.  

Column 6 – AUTHOR OF ECONOMIC APPRAISAL

This is self explanatory.

Column 7 – ORGANISATION TO WHICH AUTHOR OF ECONOMIC APPRAISAL BELONGS

Be specific here.  For example, if it is a Council please state the name of the Council etc.
Column 8 – TOTAL PROJECT COST AS PER ECONOMIC APPRAISAL (£)

This should include all capital costs plus all additional recurrent costs from public sources.

Column 9 – TOTAL AMOUNT OF GRANT AID (£)

This is funding from all public money sources including DARD, Other Government Departments, EU, IFI, Lottery funding, District Councils etc. towards capital and additional recurrent costs.

Column 10 – OF WHICH: GRANT AID ADMINISTERED BY DARD OR ITS INTERMEDIARY FUNDING BODIES

This is self explanatory.


Column 11 – TOTAL CENTRAL GOVERNMENT FUNDING (£) 

This is the total funding which requires approval in Departmental Estimates (including EU allocations).  Total central government funding excludes, for example, local government, IFI and lottery funding.  

Column 12 – DOES PROJECT REQUIRE DFP APPROVAL, AND REASON WHY

Economic Appraisals must be submitted to DFP for formal approval in accordance with the Department’s delegated limits – see DAO 06/05 for further information.  From 7 August 2008, these delegated limits refer to the total central government cost, which includes EU allocations, over the life of a policy, programme or project.  In addition, EAs considered to be novel or contentious, or which contain elements of repercussiveness must also be submitted to DFP for approval.  

EA PART OF DATABASE – SECTION 2 (FOR COMPLETION ONLY WHENEVER AN ADDENDUM TO AN ECONOMIC APPRAISAL IS NECESSARY

Column 13 - DATE OF ADDENDUM

The date to be entered in this column is the date on which it is determined an addendum to an Economic Appraisal is required.  

Column 14 – AUTHOR OF ADDENDUM

This is self explanatory.

Column 15 – NEW TOTAL PROJECT COST (£) AS PER ADDENDUM

This should include all capital costs plus all additional recurrent costs from public sources.

Column 16 – NEW TOTAL AMOUNT OF GRANT AID (£) AS PER ADDENDUM

This is funding from all public money sources including DARD, Other Government Departments, EU, IFI, Lottery funding, District Councils etc. towards capital and additional recurrent costs.

Column 17 – OF WHICH: GRANT AID ADMINISTERED BY DARD OR ITS INTERMEDIARY FUNDING BODIES

This is self explanatory.

Column 18 – NEW TOTAL CENTRAL GOVERNMENT FUNDING (£) AS PER ADDENDUM 

This is the total funding which requires approval in Departmental Estimates (including EU allocations).  Total central government funding excludes, for example, local government, IFI and lottery funding.  

Column 19 – FOLLOWING COMPLETION OF ADDENDUM, DOES PROJECT REQUIRE DFP APPROVAL, AND REASON WHY?

Economic Appraisals must be submitted to DFP for formal approval in accordance with the Department’s delegated limits – see DAO 06/05 for further information.  From 7 August 2008, these delegated limits refer to the total central government cost, which includes EU allocations, over the life of a policy, programme or project.  In addition, EAs considered to be novel or contentious, or which contain elements of repercusiveness must also be submitted to DFP for approval.  


Column 20 – DID ADDENDUM CHANGE THE PREFERRED OPTION? Y/N

This is self explanatory. 

PPE PART OF DATABASE – SECTION 3 

Column 21 – DATE WHEN POST PROJECT EVALUATION (PPE) IS SCHEDULED TO BE COMPLETED AS PER THE ECONOMIC APPRAISAL

This is the date on which the PPE is expected to be completed as per the final version of the Economic Appraisal.

Column 22 – ANTICIPATED AUTHOR OF PPE

This column should record the anticipated author of the PPE who must be someone independent from those directly involved in the planning and implementation of the project as per the NIAO.
PPE PART OF DATABASE – SECTION 4 


Column 23 – ACTUAL DATE WHEN PPE WAS COMPLETED

This is self explanatory.

Column 24– ACTUAL AUTHOR OF PPE

The author of the PPE must be someone independent from those directly involved in the planning and implementation of the project as per the NIAO.

Column 25 – ORGANISATION TO WHICH AUTHOR OF COMPLETED PPE BELONGS

Be specific here.  For example, if it is a Council please state the name of the Council etc.
Column 26 – VARIANCE BETWEEN TOTAL COSTS OF PROJECT AS PER EA (OR REVISED TOTAL COSTS AS PER ADDENDUM, WHERE RELEVANT) AND ACTUAL OUTTURN 

(+ OR - £)

This should be the difference between the total figure in Column 8 (OR Column 15 if there has been an addendum to the EA) and the actual total outturn costs.  The variance (+ or -) should be stated using Column 8 (or Column 15 (as appropriate) as the baseline.   


Information Gathering 








Annex 1   


The following questions should be used to elicit basic information to help appraise and evaluate

      projects. This is in addition to Programme or Activity specific information.

· What is the purpose of the project?

· Have you established a need for the project? (If so, please provide evidence).

· What are the specific objectives of the project? Provide measurable targets and quantifiable outputs.

· Have you considered alternative options to the proposal and if so what are they?

· Will the project provide added value? Would the project be scaled down or delayed without the award of EU grant?

· What are the anticipated benefits of the project?  Who will be its primary beneficiaries?

· What revenue do you expect to generate per year?  How will the revenue be generated and used?

· What is the expected total cost of the project broken down by category of expenditure e.g. capital costs, staff costs?  (Show expected phasing over time.)

· What impacts will there be upon Lifetime Opportunities, Equality, the Environment etc?

· How is the project to be funded?  (Give full breakdown)  What contribution can you make to funding it?

· What risks are attached to successful delivery of the project?  How will they be managed?

· What is the proposed management structure for the project?  Do you have a business plan?  (If so, please supply.)

· What internal arrangements will be made to ensure the project is monitored and runs to time and cost?

· What are the proposed arrangements for evaluating the project?  What factors will be evaluated?

· What audit arrangements will be made?

· Are you registered for VAT?  (Please supply VAT registration number.)

In addition, JCCs should reserve the right to seek further information should they require it to form a view on a project.
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ECONOMIC APPRAISAL GUIDANCE



GENERAL OVERVIEW OF APPRAISAL PROCESS







*Financial assistance is all public expenditure, including EU and IFI funding, over the whole life of the project. This is not the same as the total financial cost of the project, which will normally be greater than the total of financial assistance.

Economic Appraisal Checklist Guidance

	Section of

the Appraisal
	A. Projects above £250,000:

KEY ELEMENTS OF

FULL ECONOMIC APPRAISAL
	B.  Projects under £250,000 

KEY ELEMENTS OF

CONDENSED ECONOMIC APPRAISAL (or ‘VFM ASSESSMENT’)

	1. 

Strategic Context
	Fit of the proposed project with:-

The main aims and objectives of the Programme and Priority.

Other policy documents relevant to the Activity. 

Contribution to cross cutting strategies e.g. Anti Poverty, Shared future, Sustainable Development and Children and Young People Strategy.
	Fit of the proposed project with:-

The main aims and objectives of the Programme and Priority 

Other policy documents relevant to the Measure. 

Contribution to cross cutting strategies e.g. Anti Poverty, Shared future, Sustainable Development and Children and Young People Strategy.
 

	2. Assessment of Need

(incl. assessment of Additionality)
	 Quantified assessment of need (supported by relevant economic and social indicators relating to the target groups for the project and location of the project).

 Qualitative assessment of need (this could include, for example, more descriptive aspects of need evident through dialogue and consultations with project promoters and potential beneficiaries).

 Additionality: Assess potential for deadweight and establish that the proposed assistance is the minimum necessary.
	 Quantified assessment of need (supported by relevant economic and social indicators relating to the target groups for the project and location of the project).

 Qualitative assessment of need (this could include, for example, more descriptive aspects of need evident through dialogue and consultations with project promoters and potential beneficiaries).

Additionality: Assess potential for deadweight and establish that the proposed assistance is the minimum necessary.

	3. 

Define the Objectives and Constraints


	     Define the expected outcomes and outputs.

     Specify targets that are SMART i.e. Specific    
Measurable                                                                                      
Achievable Relevant and Time-dependent. 

     Include implementation targets e.g. dates, milestones.

     State the key constraints on the project, e.g. technical,   financial, legal, timing etc. 

     Indicate the relative priority of individual objectives      or elements of the proposals

     Provide sufficient detail to enable option generation and   
option performance assessment.
	    Define the expected outcomes and outputs.

    Specify targets that are SMART i.e. Specific Measurable Achievable Relevant and Time-dependent. 

    Include implementation targets e.g. dates, milestones.

    State the key constraints on the project, e.g. technical, financial, legal, timing etc. 

    Indicate the relative priority of individual objectives or elements of the proposals

    Provide sufficient detail to enable option generation and option performance assessment.

	4. 

Identification of Options
	 Consideration of any variations in the scale, quality, technique, location, timing or funding of the proposed project which may offer better fit with the need identified, or higher quality outputs/outcomes or greater value for money (VFM) in terms of the ratio of inputs to outputs/outcomes.
	 It is always good practice to think about possible alternatives. In such cases, the other options considered and their reason for rejection should be described. However: Formal consideration of alternative do-something options is not mandatory for projects below the £250k threshold, however, the status quo option and the proposed option should be fully described.

	5. 

Quantify Monetary Costs and Benefits 

(including assessment of Cost-effectiveness)
	 Identification and phasing of monetary costs of shortlisted options.

 Identification and phasing of quantifiable benefits. 

 Adjust for displacement. Cost-effectiveness: Assess ratios of inputs to outputs e.g. total financial assistance to total project cost, total financial assistance cost per job, other unit costs.
	Identification and phasing of monetary costs and benefits of the status quo and proposed options. 

Adjust for displacement:  Cost-effectiveness: Assess ratios of inputs to outputs e.g. total financial assistance to total project cost, total financial cost per job, and other unit costs.

	6.

Assess Risk and calculate Optimism Bias
	 Identify the main risks for each option.

 Identify measures to pro-actively monitor/deal with risk.

 Adjust costs, benefits and timescales for optimism bias where appropriate.
	Identify the main risks.

Identify measures to pro-actively monitor/deal with risk.

A less detailed assessment of risks will be expected, however key risks

should be identified compared with full Economic Appraisal and formal

analysis of optimism bias is not mandatory.

	7. 

Weigh up Non-Monetary Costs and Benefits
	    Identify relevant non-monetary costs and benefits. 

    Quantify them in suitable units where possible.

    Employ appropriate technique to show how they compare 
under the different options e.g. ‘list and describe’ in simpler cases; “impact statement" or "weighted scoring 
method" in others.  

    Consider distributional issues incl. Lifetime Opportunities & Equality.

    Explain assumptions clearly e.g. weights and scores 
should be explained individually.

    Interpret the results of the non-monetary analysis.


	    Identify relevant non-monetary costs and benefits. 

    Quantify them in suitable units where possible.



Consider distributional issues incl. Lifetime Opportunities & Equality.

It will normally be adequate to list and describe non-monetary costs

and benefits. 

	8. 

Calculate NPVs and Assess Uncertainties
	    Identify phasing of monetary costs and benefits over 
suitable time period, adjusted for inflation, optimism bias 
and (where relevant) displacement and tax differences.

    Calculate NPV (or NPC) for each option, using correct 
discount rate. (NB: Calculation of NPVs is not 
mandatory for projects of three years duration or 
less)
    Include spreadsheets detailing the calculations, including 
dis-aggregation of cost/benefit items.

    Show, for each year, the discount factors used, the total 
NPV for the year, and the cumulative NPV to that year. 

    Identify the price basis and base year for discounting.    

    Test and interpret the sensitivity of the NPVs (or NPCs) to changes in important assumptions, and explain choice of 
variations covered. 

    Interpret the results e.g. estimate the probability of various possible outcomes and implications for option ranking.

    Provide sufficient detail to enable checking of calculations.
	Calculation of Economic NPVs and detailed sensitivity analysis are not

mandatory for projects below the £250k threshold.

	9. 

Record rationale for Preferred Option
	    On the basis of a comparison of NPVs, non-monetary 
issues, risks, cost-effectiveness, assess the balance 
between the options and provide a rationale for the 
choice of the preferred option.  



	    Provide a rationale for whether or not the proposed project should be funded.  



	10.  

Assess Arrangements for Financing the Preferred Option


	· Explain how the preferred option will be funded.

· For trading projects (i.e. commercial, or projects whose viability depends on securing revenues from users/passing trade), provide detailed cash flow, profit and loss and balance sheet projections.  Include assumptions which underpin the projections, and the rationale for the assumptions.

· Provide details of any bank loans and interest payments 
arising from these.  Interest and the capital sum
repayments should be shown separately in the financial 
projections.

· Assess if the project is likely to be viable and sustainable 
without on-going need for further public funding.


	· Explain how the preferred option will be funded.

· For trading projects (i.e. commercial projects, or projects whose viability depends on securing revenues from users/passing 
trade), provide cash flow projections.  Include details of key assumptions: i.e. regarding revenues, wage costs, and any other 
significant running costs.

· Provide details of any bank loans and interest payments arising from these. Interest and the capital sum repayments should be shown separately in the financial projections.

· Assess if the project is likely to be viable and sustainable without an on-going need for further public funding.



	11.  

Assess Arrangements for the Management, Procurement,  and Marketing of the Preferred Option


	· Explain how the preferred option will be managed, and 
whether the people identified for management have the 
necessary capability.

· Explain any relevant procurement arrangements.

· Explain how the preferred option will be marketed.  Also ensure that the cost of marketing the project has been included in the financial projections discussed under point 10 above.


	· Explain how the preferred option will be managed, and whether the people identified for management have the necessary capability.

· Explain how the preferred option will be marketed.  Also ensure that the cost of marketing the project has been included in the financial projections discussed under point 10 above.



	12. 

Assess Arrangements for Monitoring the project


	· Detail: 

(a) What factors are to be monitored;

(b) At what interval each factor should be monitored;

(c) Who is responsible for providing the monitoring 
information;

(d) Who is responsible for undertaking the monitoring 
activity.


This section should include benefits management details  

         (see 10.6.14 in NI  Preface to the Green Book)


	· Detail: 

(a) What factors are to be monitored;

(b) At what interval each factor should be monitored;

(c) Who is responsible for providing the monitoring information;

(d) Who is responsible for undertaking the monitoring activity.



	13. 

Provide details of how and when the Post Project Evaluation will be conducted.  


	· Detail: 

(a) Who is responsible for ensuring that the evaluation will be carried out;

(b) Who is responsible for recording and providing the information necessary for completion of the PPE (normally the promoters);

(c) Who is responsible for completing the PPE (N.B. this should be someone who has not been involved in the management or implementation of the project);

(d) When it is to be completed (a specific date);

(e) What factors will be examined, and how the data will be measured and recorded;

(f) How the results will be disseminated;
	· Detail: 

(a)  Who is responsible for ensuring that the evaluation will be carried out;

(b) Who is responsible for recording and providing the information necessary for completion of the PPE (normally the promoters);

(c) Who is responsible for completing the PPE (N.B. this should 
be someone who has not been involved in the management or implementation of the project);

(d) When it is to be completed (a specific date);

(e) What factors will be examined, and how the data will be measured and recorded;

(f) How the results will be disseminated;
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For illustration purposes only. A spreadsheet will be provided to councils for recording of data








SECTION 1 - ECONOMIC APPRAISAL INFORMATION

	1
	2
	3
	4
	5
	6
	7
	8

	DATE ON WHICH THE NEED FOR APPRAISAL IS IDENTIFIED
	PROJECT REF/ID NO./CODE (IF APPROPRIATE)
	TITLE OF PROJECT
	NAME OF PROJECT PROMOTER
	SOURCE OF FUNDING (AND MEASURE)
	AUTHOR OF ECONOMIC APPRAISAL
	ORGANISATION TO WHICH AUTHOR OF ECONOMIC APPRAISAL BELONGS
	TOTAL PROJECT COST (£) AS PER ECONOMIC APPRAISAL

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 


Economic Appraisal Information Recording Continued

	9
	10
	11
	12

	TOTAL AMOUNT OF GRANT AID (£)
	OF WHICH: GRANT AID ADMINISTERED BY DARD OR IT’S INTERMEDIARY FUNDING BODIES
	TOTAL CENTRAL GOVERNMENT FUNDING (£)
	DOES PROJECT REQUIRE DFP APPROVAL, AND REASON WHY



	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 


	SECTION 2 - ONLY TO BE COMPLETED IF THERE IS AN ADDENDUM TO AN ECONOMIC APPRAISAL

	13
	14
	15
	16
	17
	18
	19
	20

	DATE OF ADDENDUM
	AUTHOR OF ADDENDUM
	NEW TOTAL PROJECT COST (£) AS PER ADDENDUM
	NEW TOTAL AMOUNT OF GRANT AID (£) AS PER ADDENDUM
	OF WHICH: GRANT AID ADMINISTERED BY DARD OR ITS INTERMEDIARY FUNDING BODIES
	NEW TOTAL CENTRAL GOVERNMENT FUNDING (£) AS PER ADDENDUM
	FOLLOWING COMPLETION OF ADDENDUM, DOES PROJECT REQUIRE DFP APPROVAL, AND REASON WHY
	DID ADDENDUM CHANGE THE PREFERRED OPTION? Y/N

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	


	POST PROJECT EVALUATION INFORMATION

	SECTION 3 - TO BE COMPLETED AT SAME TIME AS SECTION 1
	SECTION 4 - TO BE COMPLETED WHENEVER PPE IS COMPLETE

	21
	22
	23
	24
	25
	26

	DATE WHEN POST PROJECT EVALUATION (PPE) IS SCHEDULED TO BE COMPLETED AS PER ECONOMIC APPRAISAL
	ANTICIPATED AUTHOR OF PPE
	ACTUAL DATE WHEN PPE WAS COMPLETED
	ACTUAL AUTHOR OF PPE
	ORGANISATION TO WHICH AUTHOR OF COMPLETED PPE BELONGS
	VARIANCE BETWEEN TOTAL COSTS OF PROJECT AS PER EA (OR REVISED TOTAL COSTS AS PER ADDENDUM, WHERE RELEVANT) AND ACTUAL OUTTURN (+ OR - £)

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	


Chapter 6   Applicant Letter of Offer

The Importance of the Letter of Offer

6.1 The Letter of Offer (LoO) is the contract between the Joint Council Committee (JCC) and the applicant. Its purpose is to secure desired outcomes for the public purse while protecting that public money which is being used to achieve the outcome objectives. In essence it sets out both the amount of grant aid which is available for the project to claim and the terms and conditions which must be met by the Applicant in order to claim that money. 

6.2 It must provide the authority for the JCC and the Department of Agriculture and Rural Development (DARD) to recover money from the applicant if the contract conditions are breached; the applicant is not implementing the project as agreed; the project is discontinued; or the applicant loses, exchanges or otherwise wishes to dispose of the grant aided items. To that end it is vital that at the application stage the JCC ascertains and records on the database, (as the project contact), the person legally empowered to enter into the Axes 3 & 4 funding contract along with the JCC. This is the person who will be responsible for the implementation of the project; achievement of agreed targets and timescales; compliance with the associated terms and conditions of the offer and if conditions are breached repayment of any clawback deemed necessary by DARD or the JCC. As the application is part of the contract there can be no change in the legal identity of the project promoter at any point in the contracting process.

6.3 Once a JCC has agreed a Local Action Group (LAG) recommendation to fund a project, the Letter of Offer should be drawn up and issued to the applicant for their acceptance of the offer by completion and return of the Form of Acceptance. The issue of the LoO, acceptance of the LoO and any variations agreed throughout the lifetime of the project must be recorded on the EU database. No grant aid will be paid to a project until the necessary data, relevant to the status and stage of the project, has been recorded on the EU database.


6.4 Before entering into a contract with an individual, group or company, the JCC must ensure the terms of the contract can be legally enforced with the contractee and that such enforcement can be made against one legal identity or person.
The Letters of Offer should be addressed to the following: 

(i) private individuals proposing a new business or running a non-registered business and non-registered partnerships - address to the individuals. 

(ii) registered partnerships and businesses registered with companies registry - address to the registered name of the partnership or business or  list the names of the individuals known as the registered name of the partnership or trading as and then the name of the business. In relation to a Limited Liability Partnership this would not be necessary as any claw back will be against the Partnership. 

(iii) social economy enterprises and community groups - address to name of body as 
identified on their legal constitution. 

(iv) Councils - these should state the name of the council areas as specified in Article 3 of the Local Government (Constituting a Joint Committee) Order (NI) 2009. 

6.5 The JCC must ensure that all applicants are aware of the contents and obligations within the Letter of Offer and Terms and Conditions Booklet. In particular, the responsibilities and liabilities upon the applicant should there be a failure to comply with the conditions set out in the Letter of Offer and Terms and Conditions Booklet. The JCC must record and hold on file both its processes and actions taken in this respect. Each project file should contain a signed and dated report confirming the promoters understanding of the main issues. As a minimum it is recommended that an officer acting on behalf of the JCC deliver Letters of Offer by hand and at this site meeting take the applicant through the responsibilities which they accept under the letter of offer, particularly those attendant to;

· timescales for implementation of the project,

· activities for implementation,

· special conditions pertaining to the project,

· eligible expenditure, including evidence required by JCC for verification of payments,

· target outputs and results, including evidence required by JCC for validation,

· procurement procedures,

· publicity and acknowledgement of EU funding,

· pre-payment conditions and claims for payment of grant aid,

· potential to incur penalty if errors or irregularities are discovered,

· legal charge on property (capital/construction projects) and land where more than £50k grant aid is awarded,

· implications for breaches of the terms and conditions of the LoO,

· site visits and access to the project,

· insurance,

· compliance with relevant Statutory Legislation,

· monitoring and progress reports on expenditure; target outputs and results; equality/Section 75 returns for direct beneficiaries,

· period attached to the LoO and Terms and Conditions, and

· retention of documentation pertaining to the project for the period up to 31 December 2021.  


Note:  The above list is not exhaustive

The Acceptance Period

6.6 
The LoOs must be produced in duplicate with each copy being signed by the authorised 
signatories to enable each party to the agreement (the JCC and the applicant) to hold an 
original contract. The LoO must clearly set a date, 28 days from the date of the LoO, for 
receipt of the authorised Form of Acceptance. Beyond the 28 day period of acceptance the 
offer of a LoO will not be valid. Where a signed Form of Acceptance is not returned by the 
applicant within the 28 day deadline the offer made in the LoO is revoked without the need 
for further correspondence. 

6.7 If before the end of the 28 day deadline representation is made to the JCC for an extension to the offer period, and the JCC determines that there is an equitable reason why the Letter of Offer cannot be signed within the 28 day deadline, then it may extend the offer period by a maximum of 28 days. The rationale underpinning such an extension must be recorded as agreed with the JCC and be fully documented.


6.8 When a Form of Acceptance is returned by the applicant, it must be reviewed by the JCC to ensure it has been correctly signed and dated by the applicant. 



Pre-conditions
6.9 All LoOs include a pre-conditions clause requiring specific conditions to be met before any payment of funding is made. In addition to those pre-conditions set out in the standard LoO the JCC may set pre-conditions unique to a particular project, such as, where an applicant secured a higher score against the claim of an occurrence of a particular event or outcome relating to the project.

De Minimis State Aid

6.10 The LoO must clearly inform the applicant if the offer of grant aid is classified as De 
Minimis State Aid and if so, the EURO value of the grant aid should be stated on the LoO. 

6.11 The JCC must use the guidance on State Aid at Chapter 3 to determine if the grant aid requested has the potential to be considered as De Minimis State aid. Assessment for classification of the grant aid cannot be determined on legal status of the applicant but what that entity is doing, for example if it is engaged in an economic activity (offering goods or services onto a given market) there is the potential for De Minimis State Aid. 

6.12
The EURO equivalent must be calculated using the Commission exchange rate applicable on the written date of offer of the De Minimis funding. The Commission exchange rate can be accessed by using the following link:

http://www.ecb.int/stats/exchange/eurofxref/html/index.en.html. 

Legal Charges
6.13 An important payment pre-condition occurs when:

a)   grant aid of more than £50,000 is awarded for the building, development or refurbishment of any land or property; or

b)   where grant aid of more than £50,000 is awarded for the purchase of a building or the   purchase of land. 

In such cases, except where the project is Council lead, the applicant is required, prior to any payment of grant aid, to register a charge in favour of the Department (DARD), over the land or property with Land Registry under the Land Registration Act (Northern Ireland) 1970. The expenditure incurred in setting up the charge is the responsibility of the applicant and is an eligible cost.  In cases already submitted the DSO legal costs will be covered by the JCC running costs budget. During the period in which this registered charge is in force the grant recipient may not raise funds on any part of the funded asset without the written consent of the Department of Agriculture and Rural Development. It is therefore of crucial importance that the JCC;


a) ensures that the applicant is aware of and complies with this condition; and

b) seeks DARD approval of the terms of the charge in advance of authorising any claim for payment of grant aid by the Applicant. 

The Legal Charge will be drawn-up by the Departmental Solicitor’s Office and will process as follows;-

1. The LoO must contain pre-conditions that :
· The Legal Charge must be executed by the promoter (grant applicant) and returned to the DSO.  This pre condition must be included at Annex 1 of the LOO as follows;
“The applicant is required, prior to the payment of any part of grant aid, to execute a charge in favour of the Department (DARD) over the grant-aided property/landG and return it to DSO”.
· 
After execution of the Charge, promoters must, through their solicitor, accept an undertaking to register the charge in Land Registry or in Registry of Deeds as appropriate.

2.
The obligation to execute a Charge must be recorded as a special condition to the LOO. 
3.
When the promoter accepts the LoO, the Cluster must provide the Deputy Programme Manager in the local RDD office with the following:-

· A copy of the accepted LoO and T & C document.
· Name and contact details of the promoter’s solicitor.
· Memorandum & Articles of Association (where promoter is a company) or Constitution/Rules where promoter is a club or unincorporated association.
· A copy of the promoter’s title to the land or property to be grant aided.
· If the promoter does not own the land or property a copy of the signed lease agreement is required.  The JCC must ensure that the terms of the lease agreement cover the necessary period, allow for the project development works and implementation of the project as specified by the application and the agreed LOO.
· Where the promoter is a club or unincorporated association efforts should be made to ensure that only a person or persons legally eligible to sign the letter of offer do so.  Preferably this should be the trustees duly appointed under Club Rules or Constitution. Evidence of the capacity to sign on behalf of the organisation must be examined and held on file by the JCC i.e. the trust document or similar.  If possible, confirmation as to whether DARD is to have first charge over the grant aided property or if not, with details of any prior charges (from January 2013 this information must be available pre LOO issue – see Chapter 4).
NOTE:  As detailed at Chapter 4, paragraph 4.10 local Rural Support Networks are available to assist community/voluntary groups or SEE with documentation required by the Departmental Solicitors’ Office for set-up of legal charge in favour of the Department (DARD).
4.
The DSO will draw up the Legal Charge and liaise with the Promoters Solicitor as necessary.

5.
When the promoter accepts the Legal Charge, DSO will be responsible for registration of the charge at Companies House, (where the promoter is a company). After registration at Companies House, DSO will forward the Charge to the promoter’s solicitor on their undertaking to register the charge in Land Registry or in Registry of Deeds as appropriate. Where the promoter is not a company the executed charge will be forwarded after execution to the promoter’s solicitor on their undertaking to register in Land registry or in Registry of Deeds.

6.
The promoter may start work prior to the legal charge being registered, but should acknowledge in writing their awareness that they are proceeding at risk.

7. No payment can be made to the project until the Legal Charge is executed by the promoter. DSO will notify DARD that the charge has been executed and that it has forwarded the charge to the promoter’s solicitor on their undertaking to register at Land Registry/ Registry of Deeds, it would be appropriate to authorize grant payment at that stage.
8. Points to note to assist the process

There must be consistency between the name and address:-

(i) of the applicant (grant recipient) including the name on page 1 of the LoO, on the Form of Acceptance within the LOO and in ANNEX 1 of the LOO where the name of the body to whom the grant is made is listed.
(ii) of the address registered with Companies House (if applicable)

http://www.companieshouse.gov.uk/toolsToHelp/WCInfo.shtml
(iii) of the owner of the property

(iv) of the persons or body providing security

9.
There must be evidence that the person or persons signing the LoO acceptance have the authority to do so. 

It is therefore important that the need to secure a legal charge is considered at an early stage to ensure the correct name and address is applied to the applicant name on the DARD Business ID and the LoO.
Eligibility period

6.14 The period of operation of the LoO must be described with clear start and end dates for 
implementation of the project and a date for submission of the final claim. The timescales 
set must be realistic for the nature of the project being carried out.  Where the LoO provides 
for more than one activity or item of eligible expenditure, timescales must be set for the 
completion of each activity or item on the Schedule of Eligible Expenditure.  


Retention Period for Building or Refurbishment Work

6.15 In line with good practice, a retention period should be applied to projects where grant aid of more than £50,000 is awarded for the building or refurbishment of any property.   
No more than 95% of the grant aid may be paid prior to the receipt of a certificate of practical completion from the Project Architect or other certification satisfactory to the Department. In the case of a project where phased payments have been agreed, certification will be required prior to each phased payment and payment after the final phase cannot exceed 95% of total grant aid until a certificate of practical completion from the Project Architect or other certification satisfactory to the Department is received. The final 5% may only be paid upon completion of the project and receipt of a certificate of practical completion from the Project Architect or other certification satisfactory to the Department retention period, normally a period of not less than 1 year. This should be detailed in the Special Conditions section of the LoO. 

The Letter of Offer  

6.16 The JCC must familiarise itself with the conditions set out in the generic Letter of Offer at 
Appendix 13, as this must be used as the base document for all Letters of Offer. Two 
Letters of Offer have been provided, one for offers classified as De Minimis State Aid and 
the other for non-State Aid.  

6.17 As described at paragraph 6.5 of this Chapter, the JCC is required to ensure that the contents and attendant obligations and responsibilities of the LoO are explained to applicants in advance of their acceptance of a LoO. The LoO is comprised of 2 parts: 

a) the generic terms and condition booklet (Appendix 13) which must issue with all LoOs; and 

b)  the actual offer letter (Appendix 13) which makes the offer and sets out the specific conditions pertaining to the offer.
6.18 The LoO will be printed from the database and therefore the JCC must ensure that the 
database records for the project (up to LoO stage) are current and accurate. The actual 
personalised LoO comprises eight elements;-

· letter detailing the DARD business number, grant amount offered, the measure, project funded, reference to compliance documents, period of the Offer and requirements/timescale for acceptance of the Offer,

· Form of Acceptance,

· Annex 1 – Project Schedule of Activities, Timescales and Special Conditions (records aims and objectives, activities for implementation, conditions unique to the project and timescales agreed),

· Annex 2 – Schedule of Eligible Expenditure - list of the eligible items and activities for grant aid, value and grant amount offered (Note that should professional fees be deemed eligible each item should be identified),

· Annex 3 – Target Outputs and Results to be achieved as a result of the grant aid (existing/new business supported, volume of investment, new jobs, increased GVA, new businesses or jobs still in place after 2 years etc, - the outcomes and results to be achieved as identified through the Economic Appraisal,

· Annex 5 – Claim Form for requesting payment of the grant aid by the Applicant on completion of the Project.

· Generic Terms and Conditions booklet.

6.19 Within Annex 1 of the LoO the JCC will insert additional conditions specific to the project 
such as, required evidence of planning permission, certificates of compliance with statutory 
regulations, security charge over property, and occurrence of a particular event or outcome. 

6.20 In addition to the eight part LoO comprising the Annexes and Terms & Conditions booklet described above, all documentation relating to the call for applications, the submitted application and Applicant statements collected by the JCC through project assessment site visits will form part of the eventual contract for funding of which the LoO is a core document. 

6.21 Should the database facility not be available to produce and print initial LoOs, DARD will provide electronic outline Letters of Offer unique to each JCC for use during the interim period.  It will be the responsibility of the JCC to ensure that the applicant reference details; grant offer; project activity; special conditions; timescales; schedule of eligible expenditure; and target output and results recorded on the manual LoO and issued to the applicant are recorded verbatim on the EU database.


Equality Monitoring

6.22 The Department has a statutory responsibility to ensure that all its services and funding are delivered fairly and equitably and with full equality of opportunity. Therefore on an ongoing basis the Department will monitor the implementation of the programme in terms of both participation in and impact upon Section 75 groupings. In this respect JCCs must impress upon applicants the need to complete and return the Equality Monitoring Form and where their project has other beneficiaries encourage completion and return by those beneficiaries.  

To facilitate equality monitoring and assessment of community type projects where the beneficiaries are mainly local people accessing from the improved services or facilities a project promoter equality report proforma has been introduced (see Appendix 14(h).
6.23 The information gathered from equality monitoring returns to the Northern Ireland Statistics & Research Agency (NISRA) will be aggregated and will not identify individuals. Freepost return envelopes to NISRA are available through DARD on request to your local office.  Completed equality reports (Appendix 14(h)) for community type projects should be retained on the project file for inspection by DARD and Audit and may be requested by NIRSA for testing.
6.24 The equality information aggregated is used by the Department to inform future assistance and funding strategies.
Changes to Approved Projects after Acceptance of Letter of Offer
6.25 The JCC may allow minor variations to the original LoO provided:

a)  The original objectives are being pursued; and

b)  Agreement is sought and approval given prior to the variation taking place; 




Examples of minor variations, which must be notified in writing by the promoter and approved by the JCC include:

· change to the start or end date of the project;

· changes in source(s) and the amounts of funding provided this does not affect the total grant amount offered;

· change to the project name or organisation’s name

· request for phased payments
Where the promoter has received an advance of funds the JCC must consider the requirements of Chapter 2, Project Advances prior to changing the project end date.
6.26 The total amount of grant aid offered in a letter of offer cannot be increased. No additional items can be added to the schedule of eligible expenditure. Where the amount claimed against an item is less than the grant awarded on the schedule then the saving up to a maximum of 10% of the total grant offered can be transferred to other item(s). In operating this easement care must be taken to ensure value for money and prevent maximisation of grant practices occurring. Therefore there are a number of criteria to be considered prior to any agreement:- 
;
· Where there is no expenditure against a particular item none of the grant saving can be transferred,

· If phased payments are agreed savings from a later phase cannot be anticipated to cover excess eligible costs incurred at an earlier phase,

· Excess costs incurred and not allowed at an early phase cannot be re introduced for payment at a later stage is savings are identified.

Following a request by an applicant to use a surplus on other items, any change must be authorised by the Administration Manager and summarised to JCC and recorded in the minutes at the next board meeting. All changes MUST reflect on file (and on database if necessary) the additional outcomes from the change. 
6.27 The applicant must advise the JCC immediately if any item(s) listed on the schedule of eligible expenditure are no longer required. The JCC must consider the implications of this information and decide if the removal of the item(s) in question will affect the applicant’s ability to deliver the project as described in the current Letter of Offer (particularly Annexes 1 and 3). If the JCC decide this has a minor impact on the overall project, it may accept the removal of the item(s) and a revised schedule should issue as per Para 6.28 below. However, if the JCC decide the removal of any item(s) will have a substantive impact on the delivery of the project, the JCC should refer the project back to the LAG for consideration, as detailed in Chapter 4 (Para. 4.49). 


6.28 If the JCC approves any material change to the project or the project timescales a variation letter and revised schedule of items, if appropriate, should be issued and formally accepted by the project promoter. 

6.29 If a change to the project is proposed that will result in an increase in the total project costs of more than 10%, even though the grant amount remains unchanged, then the JCC must arrange for the Economic Appraisal to be revisited to ensure the project is still viable.  

6.30 For all variations considered by the JCC the rationale for the decision must be documented and authorised by the JCC and recorded on the database and filed on the project file for inspection.  

Chapter 7   Payments Procedures

Joint Council Committee Administration Claims

7.1 Paragraph 2.13 - 2.35 of Chapter 2 Programme Expenditure contains details of the eligible costs which can be claimed for the delivery of the programme.


7.2 
The JCC’s financial procedures (see Chapter 2, Para 2.3) must detail the staff who can authorise the claim. Specimen signatures must be provided to DARD for each authorised staff member. All claims for administration funds must be authorised by the relevant staff as detailed in the JCC’s financial procedures.


7.3 
JCC Claims for Administration Costs must be submitted to DARD local office for vouching by the middle of 2nd month after the Claim period, for example expenditure clearing through the Admin Council bank account during September is the September claim period.  The ‘September’ claim should be submitted to DARD by mid-November.  Administration claims must be submitted within this timescale unless otherwise agreed with the local contract manager. Additionally Admin Councils using ‘satellite’ offices must ensure that the host Council submits monthly invoices to the lead Council for re-imbursement of expenses within the month following the month that the expenditure was incurred.
7.4 Appendix 30 must be completed when claiming costs and expenditure for the implementation of the local strategy / Implementation plan. The amount detailed on the form should be the total amount of actual expenditure incurred during the period to which the claim relates.

7.5 Full details relating to each item of expenditure must be entered onto Appendix 30 as follows;

Column 1
Method of payment including details of the cheque number or BACS transaction number.
Column 2
The date the payment cleared the JCC’s bank account.
Column 3
This should state the nature of the expenditure, for example staff time, publicity materials, travel and subsistence etc.
Column 4
Name of supplier as detailed on the supporting invoice
Column 5
The net cost of the expenditure which excludes VAT, all trade or cash discounts.

Column 6
The amount of VAT charged.
Column 7
The total cost of the expenditure which includes VAT.

NOTE:  Columns must not be removed from the Operating Rules Admin/Running Costs Claim Form
7.6 
Appendix 30 must be accompanied by all the relevant original documentation relating to the expenditure listed together with the relevant bank statements, or when payment is sent via BACS and the Lead Council has a computerised finance system, the entries can be validated on this system by the DARD Verification Officer in RDD local office  and appropriate screen dumps taken to sign off.  All documentation must be in accordance with the guidance in paragraph 7.28.

7.7 
The amounts on which the claim is based should be net after taking into account recoverable VAT, all trade or cash discounts and any allowances or rebates whatsoever received or receivable by the JCC. Any discount not availed of by the JCC will not be eligible for reimbursement under this programme. 

7.8 
Claims in relation to petty cash should not include items of personal use, hospitality, donations, subsistence or gifts. Petty cash vouchers and receipts must accompany the claim (Further information can be found in Chapter 2 Para 2.11 and Appendix 7).

7.9 
Entertainment and Hospitality expenditure must be accompanied by an original invoice and completed approval/claim form (Chapter 2 Para 2.31 and Appendix 9).  

7.10 Travel and subsistence claim forms (Appendix 8) must be signed by the claimant and authorised by the relevant staff as detailed in the financial procedures. Chapter 2, Para 2.19 provided guidance on timescales for submission of expenses claims.  Travel expenses incurred on items other than mileage or subsistence must be accompanied, as appropriate, by original and itemised documentation supporting the amounts claimed.

7.11 Where procurement procedures were required, the relevant documentation must be submitted with the claim.
 

7.12 Payments by credit card are acceptable provided that the conditions in Chapter 2 Para 2.42 are followed. 

7.13 Items purchased by hire purchase or other agreements should be identified on Annex A and only the capital element of the instalment paid on the item should be included in the claim. A copy of the hire purchase agreement should be submitted as part of the claim. See conditions set out under the Use of Hire Purchase or Leasing Agreements in Chapter 2 paragraph 2.46.

7.14
Invoices in Euros or in any other foreign currency should be claimed in sterling and the date of calculation will be the date 
the Euro transaction clears the Cluster’s bank account. If payment is arranged through the Council’s bank account the exchange rate applied by the bank may be used, however any charges in respect of this foreign exchange transfer are not eligible for reimbursement. The appropriate daily European Central Bank exchange rate, which can be accessed using the link below, must be used to calculate the sterling value. 

http://www.ecb.int/stats/exchange/eurofxref/html/index.en.html. 
7.15 Bank Interest Charges, Referral Fees and Foreign Currency Transaction Charges are not eligible for funding.

7.16 The information submitted on the claim form (Appendix 30) must be scrutinised and checked by two different members of staff of appropriate grade.  They must sign and date the claim form to certify that the information is correct.

7.17 All claims for administration expenditure incurred from 1st July 2009 should be sent to the Department’s local contract manager in the relevant RDD local area office.   

7.18 If any irregularities such as calculation errors, missing documentation, inclusion of ineligible expenditure etc are found during verification, approval will be deferred while further supporting evidence is obtained from the JCC.

7.19 The Department’s local contract manager should report all irregularities as required by Regulation 1848/2006. (Further details are contained in Chapter 10).

DARD Verification Checks on Animation and Administration Claims

7.20 Animation and Administration claims will be subject to a 5% pre-payment percentage check by the DARD EU Verification Unit as required by Article 28f of Regulation 65/2011. 

Final Payment at End of the Programme

7.21 The administration costs associated with the delivery of the programme will be limited to a maximum amount which is equivalent to 20% of the final verified project expenditure incurred through the approved Local Development Strategy.

7.22 Administration expenditure should be constantly monitored and controlled by the JCC.

7.23 The Department will withhold an amount equivalent to 5% of the JCC’s total allocation of administration funds. Final payment will not be made until the Department is sure that all records demonstrating satisfactory completion of the strategy / implementation plan are complete and have been submitted to the Department. A check will be completed to ensure the administration expenditure has not exceeded 20% of the final verified project expenditure. 



Processing of Project Promoter Claims

7.24 All claims for payment must be vouched or checked in accordance with Article 24 of EU Regulation 65/2011. The payments checklist supplied by DARD at Appendix 22 (Stage 2 Payment) must be used by the JCC when verifying the expenditure claimed.  A separate checklist must be used for each claim received.

7.25 The ‘Financial Arrangements for Project Promoters’ and ‘Promoter Eligible Project Expenditure’ in Chapter 2 must be applied when verifying any claim for payment. Only eligible items will be considered for funding. 


7.26 Claim forms (Appendix 31) should be issued to the applicant with the Letter of Offer. The claim forms should be provided to the applicant electronically where possible. The JCC should enter the items funded as stated on the Letter of Offer schedule of eligible items onto column A (Description of expenditure item) on the claim form. 

7.27 In some cases a number of invoices may be submitted in support of one item on the schedule of eligible items for example refurbishment of a building. In this case the promoter can add an extra line for each supporting invoice.

7.28 The applicant must, as far as possible, supply all supporting documentation with the claim such as;


· Procurement documents for example specifications, tender documents, quotations etc. 


· All original Invoices supporting the expenditure.


· All original* or electronic bank statements** proving payment 
· Copy Cheques if applicable


· Wage records if applicable.


· Receipts if applicable.
* Where a bank statement is not available due to the payment not having cleared the applicant’s bank account, this should be made available as soon as is reasonably possible and must be received before payment can be considered by the Cluster.
** Electronic Bank Statements are only acceptable when:-

a) The electronic print-out includes the promoters name, address and bank account number, and has been stamped and annotated by a bank official. If the bank account name, address or account number are not printed on the electronic statement the Bank Official must add the missing detail, or


b) In the case of internet or on-line banking, the on-line bank statement must be validated and printed* on site by the JCC Admin Unit staff member in the presence of the applicant. The printed statement must be authorised and dated as validated by the JCC Admin Unit staff member and retained on the project file with the claim. Where the promoter’s address is not contained on the on-line bank statement the JCC Admin staff member must record(on the printed statement) the address as validated from the on-line view.
NOTE: Where a printer* is not available at the site or (b) the JCC Admin Unit has any concerns about the bank statement submitted the project promoter must provide an original bank statement prior to the issue of any grant payment.
7.29 The claim form(s) and all supporting documentation should be date stamped as received by the JCC and retained on file. 
7.30 The JCC must enter the claim details onto the EU Database exactly as it has been submitted by the applicant. 

7.31 When vouching the claim for payment the JCC must ensure that the documentation complies with the following;

7.31.1 Invoices

· The invoices must be original and not photocopies and marked with the applicant’s date of payment and cheque number or method of payment.

· The invoices must show the supplier's name, address and telephone number and where applicable the VAT registration number. 

· The invoices should be addressed to the applicant of the business / project named in the Letter of Offer.

· The invoices should show details of the goods or services provided including quantities and unit costs, delivery costs and any discount. 

· Invoices for labour should show the dates the work was carried out, the number of hours worked and the cost per hour.

· The invoices should show the amount of VAT charged as a separate item. 


· Invoices in Euros or in any other foreign currency should be claimed in sterling and the date of calculation will be the date the Euro transaction clears the applicant’s bank account. . If payment is arranged through the Council’s bank account the exchange rate applied by the bank may be used, however any charges in respect of this foreign exchange transfer are not eligible for reimbursement through the grant.  In all other cases the appropriate daily European Central Bank exchange rate, which can be accessed using the link below, must be used for this calculation.  





http://www.ecb.int/stats/exchange/eurofxref/html/index.en.html. 

7.31.2 Proof of Payment to the Supplier

The following documentation is required to show proof of payment to the supplier of the invoice;


· The original invoice and the original / electronic bank statements showing the cheque number or direct debit and the amount clearing the bank. If the invoice has been paid by cheque a copy of the cheque MUST be obtained. In respect of each claim received, the JCC is required to contact at least one supplier to confirm the payment for supply of the goods or services to the promoter.
· The check with the supplier must be recorded by the JCC and be undertaken as follows:-


(a)  Individuals contacted should confirm their role/responsibility within the business;
(b)  Individuals/suppliers should be told the JCC is following up on an invoice [number/dated] for £x amount relating to ”description of work done” to confirm that the company did receive a payment from the applicant ( the actual invoice number and amount due must be put to the supplier. It is not enough to ask e.g. “Did you do work for person X and were you paid for it?’;
(c)  In cases where there is suspicion about the authenticity of an invoice/payment, copies of documents should be forwarded/faxed to the relevant supplier for them to confirm their veracity and accuracy. 

The invoice should be endorsed with details of the telephone call made to the supplier, including the name of the person they had spoken to and their role/responsibility within the business.
· The original credit card statement showing that the full amount of the item being funded has been paid and supporting bank statement as evidence that the statement has been paid.

If the amount shown on the bank statement differs from the amount on the invoice or credit card statement the applicant must provide a written explanation.
7.31.3 Procurement  

The documentation required to show that Value for Money was obtained through the procurement of goods and services is detailed in Appendix 17.

In the case where an applicant was unable to follow the procurement guidelines expenditure can only be considered as eligible if prior approval was requested from the JCC before the goods or service were procured. 




7.31.4
Discount on Invoices


Discount not availed of by the applicant, can only be considered eligible for grant aid where the applicant has been unable to meet the criteria for receiving the discount due to cash flow problems. In such cases, the applicant must submit his explanation in writing to the JCC for consideration. Please refer to Annex A (at the end of this Chapter) for further guidance on discounts.  


7.31.5 Salaries and Staff Time

Where salaries are being funded the following documentation should be submitted with the claim;


· Original pay advice of the employee.


· Original time sheets completed by the individual and authorised by an appropriate person within the organisation. 


· Details of any Service Level Agreement (SLA) or documentation showing the agreed number of hours, rate of pay and any apportionment with other funding partners.

7.31.6 Training Events

Records of attendees for training events should be submitted showing names, dates and signatures of individuals to provide proof of attendance. 

7.32 The applicant is responsible for the accuracy of the submitted claim, even if the claim form has been completed by an agent.

7.33 The JCC must not make any amendments to the claim documentation. Any amendments must be made by the applicant. Correction fluid must not be used on the claim documentation. Any changes must be scored through once, initialled and dated.

7.34 Before any final claim is approved for payment to the claimant a visit to the project is required to be carried out by the JCC to verify the existence and operation of the items and services funded.  A copy of the final pre-payment site visit report form is attached at Appendix 22 (Stage 3). 

7.35 Payment of grant aid can only be made on the completion of a project or at an identifiable phase of a project (Chapter 2 section 2.38).

7.36 The JCC must ensure that any claims approved for payment are authorised and dated by the JCCs Administration manager.  
Ineligible Expenditure and Disallowance of Grant

7.37 The following list is not exhaustive but provides some examples of when expenditure may be considered as ineligible :-

· A signed copy of the letter of offer acceptance has not been returned to the JCC.

· Expenditure incurred or work commenced before the letter of offer project start date or after the letter of offer project end date.

· Work is not carried out to a satisfactory standard or the items or services are not operational or other concerns resulting from the site visit. 

· Expenditure is not supported by original documentation as detailed in Para 7.31.

· Expenditure item is not included on the letter of offer schedule of eligible items.

· An item has been over claimed, for example exceeds the letter of offer agreed expenditure limit.

· Procurement procedures have not been followed.

· The item claimed is not in use or is not being used for the purpose intended in the economic appraisal and assessment.

· Expenditure claimed has been applied for or claimed under other schemes or funding bodies.

· A person knowingly makes a false or misleading statement or withholds essential information.
· The claimant fails to abide by the terms of the scheme or the conditions in the letter of offer / contract of funding.

· There is a material change in the circumstances of the claimant which is in conflict with the terms and conditions of the scheme.

Reductions and Exclusions

7.38 Article 24 of EC Regulation 65/2011 requires administrative checks to be carried out on all claims for payment. Records must be kept of the control work undertaken, the results of the checks and the measures taken in respect of discrepancies detected.

7.39 Article 30 of EU Regulation 65/2011 requires the sum claimed by the claimant to be compared against the sum determined as eligible for grant assistance and for penalties to be considered if the two sums differ. 


7.40 The eligible amount payable to the claimant following payment verification must be entered onto the EU Database. Where the checking officer has calculated that the ineligible expenditure claimed is more than 3% of the eligible grant amount, the Managing Agent will determine whether a reduction should be imposed.

7.41 All ineligible expenditure identified within a claim must be reported as a pre-payment irregularity. The irregularity procedure is detailed in Chapter 10.

7.42 As a penalty may be applied to the claimant it is important that the JCC ensures the claim is not altered in any way from that received from the claimant.

Reductions

7.43 If the ineligible expenditure claimed is more than 3% of the eligible grant amount, the payment will be frozen. Payment cannot proceed until the JCC decides that the claimant is or is not at fault for the inclusion of the ineligible expenditure in the claim.

7.44 The determination of fault will be dependent on the reason why the ineligible expenditure was included in the claim. Any decision taken by the JCC must be fully justified and documented on Appendix 32. This form must be retained in the project file. The determination of ‘fault’ does not imply fraudulent intent, rather that the claimant has acted negligently or without due care. A claimant could for example be at fault if they claim expenditure which was not detailed on the schedule of eligible items in their Letter of Offer / Contract of funding or expenditure was incurred before the date of the letter of offer.

7.45 If the claimant is considered to be at fault for the inclusion of the ineligible grant expenditure, a penalty (calculated to 2 decimal places) must be applied to the payment. The grant to be paid to the claimant must be reduced by the same amount again for example,


Example 1 – Reduction penalty (must be calculated to 2 decimal places)



Amount of grant claimed by claimant is 
£7,549

Amount of eligible grant after checking is
£7,000

Amount of ineligible expenditure identified
£549


The ineligible expenditure is 7.84% of the eligible grant amount, and a decision is required by the JCC to determine if the claimant is at fault. In this case the claimant claimed for a piece of equipment which was not detailed in the letter of offer.  


A penalty of £549 is applied to the payment and therefore the amount paid to the claimant is £6,451.


7.46 After any penalty is applied to a payment the JCC must :

· Ensure that the penalty amount is added to the recordable irregularity which was completed for the original ineligible expenditure.

· The database is updated to show that a penalty has been applied.

· An addendum to the Letter of Offer / contract of funding is issued informing the claimant; 


1. That a penalty has been applied to the claim,


2. the reason for the penalty,


3. the grant amount offered to the project (which is reduced by the penalty amount) and the remaining grant which can be claimed, and 


4. that any penalty applied will be taken into consideration in a reliability of the applicant check for any future applications.
7.47 If the claimant is not at fault for the inclusion of the ineligible expenditure a penalty is not applied and payment is made to the claimant which is the verified eligible expenditure amount.


Example 2 – No penalty applied


Amount of grant claimed by claimant is 
£7,549

Amount of eligible grant after checking is
£7,000

Amount of ineligible expenditure identified
£549

The ineligible expenditure is 7.84% of the eligible grant amount and a decision is required by the JCC to determine if the claimant is at fault. In this case the claimant is not at fault.


No penalty is applied to the payment and therefore the amount paid to the claimant is £7,000

Exclusions

7.48 In the case where fraud is suspected then the details must immediately be referred to DARD Central Investigation Service for investigation and RDD informed. (Refer to chapter 10 for the Irregularity and Suspected Fraud procedures).

7.49 If following the CIS investigation and subsequent successful prosecution a claimant is deemed to have intentionally made a false declaration then the following must be applied; 

· The project must be excluded from any further support.


· Any grant already paid must be recovered.


· The beneficiary must be excluded from any further support under the same measure for the calendar year in question and the following calendar year.
Example 3 – Exclusion


A claimant is found to have fraudulently manufactured an invoice which was submitted for payment as part of a claim on 22nd January 2009. 


Fraudulent intention was proven by Central Investigation Service and a successful prosecution concluded on 2nd October 2009.


The full grant paid to the project is recovered and the beneficiary is excluded from the same measure for the remaining calendar year and the following calendar year. The exclusion therefore ends on 31st December 2010.




In the case where the beneficiary is receiving funding for other projects advice should be sought from DARD on whether grant should also be recovered from these projects.      



Example 4 – Exclusion


A claimant is found to have fraudulently manufactured an invoice which was submitted for payment as part of a claim on 30th June 2009. 


Fraudulent intention was proven by Central Investigation Service and a successful prosecution concluded on 23rd January 2010.

The full grant paid to the project is recovered and the beneficiary is excluded from the same measure for the remaining calendar year and the following calendar year. The exclusion therefore ends on 31st December 2011.

DARD Verification Checks on Promoter Claims

7.50 The JCC is responsible for verifying all claims and ensuring that claimed expenditure is eligible and complies with the procedures.

7.51 The Rural Development Division (RDD) Verification team will complete an Article 28f monitoring inspection and repeat 100% of the Article 24 Administrative checks carried out by the JCC until the risk rating of the JCC has been determined. 

7.52 The risk rating of the JCC will determine the percentage of Article 24 Administrative checks which are re-performed by the RDD Verification team as follows;

· Low risk - 20% risk rating – 20% Article 24 checks repeated, of which half will be pre-payment and half post payment. 

· Medium risk - 50% risk rating – 50% Article 24 checks repeated, of which half will be pre-payment and half post-payment.

· High risk - 100% risk rating – All Article 24 checks will be repeated, of which half will be pre-payment and half will post-payment.

7.53 The JCC risk rating will be reviewed following each Article 28f Monitoring Inspection. 

7.54 All claims which have been approved for payment by the JCC claims team will be sent to the RDD Central Payments Unit. Claims will be held until any Article 24 or 25 pre-payment checks have been carried out.

7.55 Payment will be made directly to the promoter through the Bank Automated Clearance System (BACS) using the Grants and Subsidies payments system in Orchard House to      the account the Farm/Business ID relates to. A check should be undertaken to test the accuracy of an existing DARD Business ID number as provided by applicants.  The check should ascertain the following;

	Record
	Check Required

	DARD Business ID 
	Accuracy of the Business ID number provided

	Name of the Business
	This should be the name of the applicant and the addressee for the LOO if approved for issue.  

In most cases the name of the business will be the name of the applicant/project promoter.

(Note: the name of the business will be the name on the BACS record and to whom payment notice will issue and grant will be paid into the associated bank account)

	Address of the Business
	Address of Applicant/Project Promoter or Project as relevant to the applicant.



	Member/Members of the DARD Business ID
	Where the Axis 3 Applicant/Project promoter name does not match the DARD Business ID ‘Name of the Business’ claims for payment of grant will not be paid by DARD unless the person is named as a member of the Business ID number to whom the LOO issued.


The above check can be undertaken through your designated RDD Project Officer.  You will need to forward the applicant details as follows;

· DARD Business number to be checked

· Name of the Axis 3 applicant

· Address of the Axis 3 Applicant

If your local RDD project officer is not available the check can be undertaken through RD Staff in Dundonald House by emailing shirley.curry@dardni.gov.uk or joy.nicholson@dardni.gov.uk.

7.55.1
BACS forms (electronic or hard copy) are no longer available other than directly from DARD Grants & Subsidies.  Admin Units should not issue the version from the Operating Rules to applicants as part of the LOO contract documents.
When notification of the applicant’s DARD Business ID number is received an email should be raised with DARD Grants & Subsidies to arrange a BACS set-up on the Grants & Subsidies (G&S) system in order to facilitate payment of the grant.

The email should: 

· Be addressed to - terry.mcgrath@dardni.gov.uk
· CC’ed to 
 -  mairead.mclaughlin@dardni.gov.uk
· Request 
 -  the issue of a BACS form to the following Rural 


Development applicant;

DARD Business ID _______________

Name of Business ________________ (as registered to the Business ID)

Address ________________________

              ________________________

· Ask for notification of when the BACS form has been issued to your applicant and also notification of when the BACS record has been set-up.

On receipt of your request DARD Grants & Subsidies will issue the applicant with a BACS form pre-printed with the business details and details of any members as listed on the RD1 form.

The applicant should record the bank account details for payment of the grant and also ensure that the BACS form is authorised by each listed member of the DARD Business ID and return to DARD Grants & Subsidies, Orchard House (the full address is on the form) for processing.
7.55.2 
Checking for BACS Set-up

In order to avoid delaying the payment of grant, arrangements have been put in place with RDD Central Payments Unit to facilitate Admin Units with checking the G&S system for verification of the Business Name, members listed and set-up of a BACS record for a DARD Business ID number.

When the initial claim is due from the promoter or received the Admin Unit should raise an email to either chris.foley@dardni.gov.uk or brian.haire@dardni.gov.uk in RDD Central Payments Unit requesting a pre-payment check on the Business ID.  You will need to provide:

· the Business ID number,

· the LOO/claimant name.



Central Payments Unit will check that;-

· the LOO/claimant name matches the Business Name for the specified Business ID Number, or alternatively

· the claimant is a named member of the Business ID, and

· a BACS record has been set-up for the Business ID.

Central Payments Unit will confirm the outcome of their search findings to you via email.  

Should the applicant details not match the DARD Business ID details or if the applicant is not a named member of the Business, the Admin Unit must contact the applicant to resolve any issues.  

Documentation

7.56 It is the responsibility of the JCC to maintain a project file with all the documentation required to maintain an audit trail of all decisions taken in relation to the project. The project file should include copies of all the original invoices stamped as a true copy of the original, bank statements etc. that are used to support a payment application.

7.57 No original documentation should be returned to the project promoter until after the JCC has received confirmation from Rural Development Division that the payment has been made to the promoter.

7.58 Following confirmation that payment has been made to the project promoter, any original documentation that needs to be returned to the promoter should be photocopied and stamped as a true copy of the original, signed and dated.

7.59 All invoices which have been approved for payment must be stamped ‘paid’, show the amount of grant paid, the Axis, signed and dated. The original must be photocopied only after stamping as paid.

7.60 All documentation should be retained until 31st December 2021.
Chapter 8   Debt Recovery, Clawback and 

        Notification of Losses

Debt Identification

8.1 The instructions below detail the action to be taken following the discovery of any debt in respect of Grant Funded schemes or projects under the Northern Ireland Rural Development Programme 2007-2013.

8.2 All overpayments to Promoters which require repayment or clawback must be reported as debts owed and recovered through the following procedure. Any overpayments discovered must not be offset against any future payments expected to be made to the promoter but must be formally raised as a debt with any interceptions being performed by Grants and Subsidies Debt Recovery Section in Orchard House.

8.3 The recovery of overpayments through the debt procedure ensures that there is a complete record of all monies owed to the Department and the EC Commission through a debtor’s ledger.


8.4 It is anticipated that debts, clawbacks or overpayments will be identified as a result of the following;


· The JCC identifying an overpayment when conducting the Article 24 Administrative Check including the vouching of claims i.e. phased payments only.


· The JCC identifying a problem with a business through the various monitoring visits or local knowledge.


· Article 24 post payment checks carried out by Rural Development Division (RDD) staff.


· Article 29 ex post check carried out by EU Verification Unit (EUVU).


· Internal Audit (IA) or other audit bodies checks.

8.5 Irrespective of how the debt is identified the responsibility for notifying project promoters of the debt and any associated interest charges and reductions rests initially with the Rural Development Division Debt Recovery Officer (DRO) in Dundonald House. 

Debts Identified through Audit Inspection


8.6 Where the debt is identified by RDD, EU Verification Unit or Internal Audit, the Joint Council Committee (JCC) will be notified of the debt in the report issued on completion of each of the various audit checks. A copy of the report will be forwarded to the Joint Council Committee and Rural Development Division Deputy Programme Manager (RDD DPM) by the officer conducting the audit check.

8.7 Within 14 calendar days of receiving the report detailed at 8.6 above the Joint Council Committee should provide a response to the RDD DPM. The RDD DPM will consider the recommendations and responses before adding any comments and returning the signed report to the Joint Council Committee for further action. 
8.8 In the event of any disagreements between the Joint Council Committee, Rural Development Division and the body conducting the inspection the case will be referred to Internal Audit and Financial Policy for advice on further action.   

8.9 On receipt of the signed report from the RDD DPM the Joint Council Committee should ensure that an irregularity form is completed in respect of any debt identified (see Chapter 10). The irregularity form should be forwarded to the RDD Irregularity Officer and copied to the RDD Debt Recovery Officer in Dundonald House.   

8.10 The Debt Recovery Officer will review all debts including any reduction or penalties to be applied and confirm the debt is in excess of the de minimis threshold of €100.00 before issuing a Debt Notification letter (Annex 1) to the project promoter. 


Informing the Promoter of the Debt


8.11 The effective date for raising the debt will be the date of issue of the Debt 
Notification letter.   
8.12 
The letter should include the following;

· Details of any discrepancy uncovered

· Information in respect of any reduction or exclusions applied 
(See Chapter 7 Paras 7.37-7.49)


· Notification that interest will be applied to the debt at the rate of 1% point above the London Interbank Offered Rate (LIBOR) on a day to day basis from the date of issue of the debt notification letter. 

· Details as to how the project promoter can make written representation regarding the debt which should be received within 14 calendar days by the Rural Development Division Debt Recovery Officer in Dundonald House. 


· Advise the project promoter that if payment in respect of any other claim for the project or business ID becomes due all or part of this payment may be withheld.  


A sample Debt Notification letter is included at Annex 1. 

8.13 The total value of the debt must be broken down to show the irregular amount separately from any interest and / or penalty amounts applied. The correct calculation of the component parts of the debt is essential to ensure that correct coding entries are recorded in the Grants &Subsidies (G&S) and Departmental Accounting Information System (DAISY) Account NI databases.  
8.14 The Joint Council Committee should ensure that any debt repayments received from project promoters are made payable to the Department of Agriculture and Rural Development, GAS Sterling Bank Account and on receipt are forwarded to;
DARD Grants & Subsidies Payments Branch, 

Systems Management Section, 

Room 9, 

Orchard House, 

40 Foyle Street, 

Derry/Londonderry, 

BT48 6AT.    

Debts identified by the JCC

8.15 Where the debt is identified as a result of a check conducted by JCC, the JCC must immediately complete an irregularity form in respect of the debt identified (see Chapter 10). The irregularity form should be forwarded (within 5 calendar days to the RDD Irregularity Officer and copied to the RDD Debt Recovery Officer in Dundonald House.   


8.16 As the effective date for raising the debt will be the date of issue of the Debt Notification letter, it is important that there should be no undue delay between identification of the debt and a completed Irregularity form being forwarded to the RDD Irregularity and Debt Recovery Officers.   

Informing the RDD Debt Recovery Officer


8.17 A copy of the Irregularity form should be forwarded to the RDD Debt Recovery Officer (DRO) immediately after the JCC identifies or is notified of a debt by the RDD DPM.
8.18 Irregularity forms will be required for all debts identified regardless of the amounts involved in accordance with the procedures detailed in Chapter 10.  Irregularity forms should be completed for any claims which are reduced as a result of pre payment vouching. 

8.19 The DRO should ensure that the debt is correctly calculated, an Annex 1 letter issued and is supported by the relevant accompanying documentation before forwarding all documentation to Grants &Subsidies Debt Recovery Section (DRS) in Orchard House, Foyle Street, Londonderry for input to the Grants & Subsidies Debt Recovery System.  All contact with the Debt Recovery Section in Orchard House Londonderry must be via the Debt Recovery Officer in Dundonald House, Belfast. The JCC should not make direct contact with the Debt Recovery Section on any issue and refer all queries to the DRO.  

8.20 The Debt Recovery Officer should after 7 calendar days ensure that the Debt Recovery Section have confirmed that the debt has been added to the Grants & Subsidies system. 



Debts to be Repaid by the JCC


8.21  If the debt identified relates to the JCC itself the DRO should be advised of the debt by the RDD DPM.  The RDD DPM will arrange for the completion of the irregularity forms for such debts and forward copies to the Irregularity Officer and Debt Recovery Officer.  Subsequent referral to the Debt Recovery Section will be in line with the procedures at Para. 8.19 above. 
 
8.22 If the debt identified is solely attributable to DARD all action will be dealt with centrally by RDD.
Debt Recovery Section - Orchard House 

8.23 The Debt Recovery Section should ensure that all new debts notified by DRO are 
input correctly to the G&S system within 4 calendar days of receipt.   

8.24 If the debt is not repaid by the promoter within the 30 calendar day period then the Debt Recovery Section will issue a reminder letter (Annex 2) requesting payment within 14 calendar days including a revised figure for additional interest charges.
8.25 If payment is not received within 14 calendar days of the reminder letter being issued a final reminder letter (Annex 3) will be issued by the Debt Recovery Section requesting immediate payment of the debt plus additional interest charges within 14 calendar days.

8.26 
If at any stage of the process it is confirmed that other payments are owed to the Promoter for the same Business Identification number the Debt Recovery Section may intercept all or part of any such payment in order to reduce or clear the outstanding debt including interest up to the date of interception. This will include any payments made through any other DARD/EU funded schemes in addition to any further payments to be made through the Rural Development Programme. The promoter will be informed of the reason for the deduction.   

Procedure Following Receipt of Additional Information

8.27 Any additional information to be supplied in respect of debts must be forwarded to the DRO for consideration.

8.28 The DRO should immediately contact the Debt Recovery Section to suspend recovery action until the information has been reviewed. 

8.29 Any payments due to the promoter will be withheld pending the outcome of this review. 



Cancellation of an Overpayment / Repayment of Debt


8.30 In the event that an overpayment has been raised in error or where the debt is repaid or removed for any reason the DRO should immediately advise Debt Recovery Section in Orchard House. 

8.31 Debt Recovery Section will have the original or remaining debt removed from the G&S system thus ensuring that subsequent possible recovery action on the debt is promptly cancelled. The Debt Recovery Section will then notify General Ledger & EC Funding Section where appropriate.  

8.32 Where an overpayment is deemed to no longer exist and recovery / partial recovery of that overpayment has already taken place with the recovered monies having been returned to the European Commission (EC) the DRO responsible for reviewing the decision will be required to arrange for the processing of manual payments for any debt and interest recovered.

8.33 All queries regarding repayment of debts received by the JCC should be referred to the RDD Debt Recovery Officer.  

Debt Recovery by Debt Recovery Section, Orchard House.

8.34 The Debt Recovery Section, Orchard House will inform the RDD Debt Recovery Officer of 
any payments received from the project promoter or where the debt has been recovered 

through interception of any subsequent payments made to the same Business Identification 
number. 

Updating the EU Database

8.35 The RDD Debt Recovery Officer will inform the JCC of any debts recovered. The JCC must ensure that details of the debt recovery are added to the EU Database.   

ANNEX 1

SAMPLE LETTER
	
	Department of Agriculture and Rural Development

Rural Development Division

Debt Recovery Officer

Room 141

Dundonald House

Upper Newtownards Road

Belfast

BT4 3SB




Business ID:  _______________
Date:
Dear                   

Project Number – -----------------------------------------------

Project as detailed in Letter of Offer dated…………..

I refer to your claim for funding under ---------for £0.00-------------------------------------------------------------------------------------------------   which was received by us on the ---------------------------.

A further administrative check was conducted on your claim in line with standard procedures and this has revealed that you have received an overpayment of £0.00.

OR 

As a result of an administrative check carried out under Article 24 of Commission Regulation (EC) No 65/2011 retrospective findings have resulted in an overpayment amount of £549.00.

The overpayment is in respect of (insert details) – e.g. Ineligible items included in your claim for payment amounting to £549.00.


(Example of possible text to explain reduction applied) 

Article 30 of Commission Regulation (EC) No 65/2011 requires this overpayment to be examined in respect of any additional reduction or exclusion to be applied. 

As the overpayment is in excess of 3% of the total grant amount claimed and you are deemed to be at fault for the inclusion of the ineligible item a reduction amounting to the difference between the claimed  amount  £7549.00 and the amount eligible for payment £7000.00 must also be applied. Therefore we request repayment of £1098.00 as detailed below;

Overpayment of ineligible item                       £  549.00
Reduction applied under Article 30                £  549.00 

Interest amount (calculated for 30 days)        £

Total amount to be recovered                        £

The rate of interest applied will be London Inter-Bank Offered Rate (LIBOR) rate plus 1 percentage point calculated on a day to day basis until the entire debt is repaid.   

Your remittance for a total of £             should be made payable to the Department of Agriculture and Rural Development, Corporate Account, and sent to the above address on or before the (insert date 30 calendar days from the date of issue on letter).                 
If any other payment amounts in respect of your project / business become due before this date we will where appropriate make arrangements to recover the amount detailed above by withholding all or part of this payment. This may include payments due from any other DARD/EU funded scheme 

If you are not satisfied with this decision, or are unclear as to why it has been made, you may make written representation to the Rural Development Division Debt Recovery Officer at the above address within 14 calendar days of the date of this letter i.e. by the -------------------.  

Written representations received after this date will not be accepted.
Yours faithfully
ANNEX 2

30 CALENDAR DAY REMINDER LETTER

TO BE SENT BY DEBT RECOVERY SECTION

	
	DARD Grants & Subsidies Payments Branch, 

Systems Management Section
Orchard House

 40 Foyle Street

 Londonderry

BT48 6AT

	
	Tel:   028 71319XX

 Fax:  028 71319930 

	
	Ref:   

	
	Date: 


Dear

Project Reference   -----------------------------------------------

Project as detailed in Letter of Offer ----------------------------------------------

I am writing with reference to the above named project and the overpayment notification letter sent to you on                                  by the Department of Agriculture and Rural Development, Rural Development Division, Debt Recovery Officer. A further copy of the letter is attached for your information. 

According to our records, the overpayment is still outstanding.  I must advise you therefore that your urgent attention to this matter is now required.

The total amount to be repaid is as follows:






Overpayment

£






Reduction

£

                                                Interest                   _______




Total amount to be repaid 

£ _______

If we do not hear from you by ---------- (14 calendar days from date of issue of the letter) further action to recover the overpayment plus interest charges will be taken.  This could result in legal proceedings and further costs. 


Interest will continue to increase until the full amount shown above has been repaid. 


If you have any comments or wish to provide further information in connection with the above requirement to repay, please write to 


Department of Agriculture and Rural Development,


Debt Recovery Officer,


Rural Development Division


Room 145, 


Dundonald House,


Upper Newtownards Road,


Belfast


BT4 3SB, 


Otherwise your remittance for a total of £          should be forwarded to the Debt Recovery Officer at the address above and made payable to the Department of Agriculture and Rural Development, Corporate Account. 


Yours sincerely 


Debt Recovery Section

Annex 3

                                                                                                

Orchard House                                                                                                                                        

                        
                                                                

40 Foyle Street

                                                                                                 

Londonderry

                                                                                                 

BT48 6AT

FINAL REMINDER
Dear  

Project Number – -----------------------------------------------

Project as detailed in Letter of Offer ----------------------------------------------

I refer to previous letters in relation to an outstanding debt for the above named project. According to our records you have not as yet repaid the amount outstanding.

I must now request immediate repayment of this debt of:  £        plus £      interest charges amounting to £             , otherwise the Department will have no alternative but to begin legal proceedings against you in order to recover the debt which is overdue. This action could result in you incurring legal costs, fees and additional interest charges. 

I would therefore ask you to make arrangements with the Department to repay this amount within 14 calendar days from the date of this letter.

If you have any comments or wish to provide further information in connection with the above requirement to repay, please write to;

Department of Agriculture and Rural Development,

Debt Recovery Officer,

Rural Development Division 

Room 141, 

Dundonald House,

Upper Newtownards Road,

Belfast

BT4 3SB, 

Payments for the amount shown should be made payable to the Department of Agriculture and Rural Development, Corporate Account and forwarded to the Debt Recovery Officer at the address shown above.   

Yours sincerely

Debt Recovery Section  

Chapter 9   Monitoring and Evaluation

Financial Monitoring 

Introduction

9.1 JCCs are expected to comply with DARD requests for financial information within set deadlines. This information is required for regular reporting to the following bodies:

· DARD Departmental Board

· Department of Finance and Personnel (DFP)

· HM Treasury(HMT)

· EU Commission

· DEFRA’s Rural Payments Agency 

Annual Spend Forecasts
9.2 Each February the JCC will be requested to provide an ‘Implementation Plan’ for the next financial year plus each financial year to the end of the programme. This plan must take account of accruals (para 9.14).

9.3 Implementation plan forecasts must be profiled by month on a financial year basis.  Figures must be provided for each of the twelve months of the each financial year to the end of the programme.

9.4 The Implementation Plan must forecast spend at Measure level and be split between Capital and Resource, on a monthly basis.  The plan must cover both Administration and Project spend.


9.5 Co-operation projects must be reported separately to the EU Commission and so separate forecasts must also be maintained for these projects.

9.6 Non financial targets must also be updated and included.

9.7 Deputy Programme Managers will liaise with JCCs and agree all aspects of their Implementation Plan which will then be reviewed by RDD Axis 3 Management.
Annual Spend Forecast Review
9.8 In May of each financial year the JCC will be afforded the opportunity to revise their current Implementation Plan. 

9.9 All changes (financial and non financial) to the revised plan must be accompanied by a change control document for each element (ie capital and resource) of each measure changed. It should include information down to claim level and should be agreed with the local Deputy Programme Manager.  

In-year Financial Monitoring

9.10 The Department’s contract managers will review monthly spend against implementation plan targets with JCC/LAG/Admin units representatives within 10 working days of the end of the previous month to discuss performance against targets and the Statement of Accounts (template letter attached as Annex 1 to financial monitoring section of Chapter 9). 

9.11 The JCC will receive the monthly Statement of Accounts before the monthly meeting. This will detail any project underspend against the implementation plan target for the previous month, the matching administration funds and any adjustments to your overall allocation. At the monthly meeting the Cluster will have the opportunity to discuss the Statement of Accounts.

9.12 Bi annually the JCC will receive an addendum to their contract confirming the current funding allocation revised to include any adjustments to the allocation notified during the previous 6 months.

9.13 Overspending against target is permitted and can be off set against future under spend within the financial year.

9.14 The carry forward of budgets from one financial year to the next is not permitted by DFP.  Any unspent budget (Capital, Resource or Running Costs) in one financial year will not be rolled forward into the next financial year.
Accruals
9.15 From April 2013 JCC monthly accruals will be based on claims input to the database by close of play on the last working day of the month this will eliminate the need for month 9 and end of year accruals.

9.16 DARD Project Officers will monitor the JCC accrual on a weekly basis until cleared.
Ad Hoc Queries
9.17 JCCs must also be prepared respond to ad hoc financial queries that may arise from time to time.  This could be where specific financial information is needed to answer Assembly Questions, DFP queries, ARD Committee, queries, media queries etc.
General Financial Management Issues
9.18 JCCs must put in a place a financial management system that is able to demonstrate effective controls, including effective management of the database. JCCs should take care to ensure that information is transferred accurately from the claim forms. The details of the system must be agreed with the relevant Axes 3 & 4 Deputy Programme Manager. The system should make provision for, amongst other things, the recording of financial commitments to individual projects and actual payments to projects.  Administration and publicity costs should be recorded separately and JCCs must provide evidence for all Administration claims at the level of detail required by DARD. (Chapter 7, Annex A refers). 

9.19 JCCs must immediately inform their relevant Deputy Programme Manager in the event of the identification of any administrative errors in grant claims, acts of fraud and/or any circumstance that has caused or is likely to cause a loss or misuse of funding. More details of responsibilities are set out in Chapter 10 (Irregularities and Fraud).
Annex 1 Chapter 9, Financial Monitoring Section





Date 

Dear 

STATEMENT OF ACCOUNT - XXX for December 2012

Please find detailed below your ‘Statement of Account’ for the month of month year. The figures reflect your position at the month end.

As there was an underspend this month of £xxxxxxxx your overall allocation has been reduced by this amount. The matching loss to administration is £xxxx. Your overall project underspend this financial year including December now stands at £ xxxxx  This and any future changes in allocation will be formally notified to you in an addendum to your contract in March.

	(A)
	
	(B)
	(C)
	(D)
	(E)
	
	

	Credit Carried forward from Apr-Nov 2012
	
	Imp Plan target for December
	Received & Paid during December
	Received not paid during December
	(A)+(C)+(D)Total that will be considered towards  December target
	
	Variance

(E)-(B)

	xxxxx
	
	xxxxx
	xxxxx
	xxxxx
	xxxxx
	
	xxxxx


Yours sincerely

Gareth Evans

Axis 3 Implementation Manager


Cc
LAG Chair

Admin Unit Manager

Lead Council Rep

Contract Manager

Deputy Contract Manager









Graeme Wilkinson


Non-Financial Monitoring: Measure Sheets and Target Indicators
Introduction

9.20 The Common Monitoring and Evaluation Framework (CMEF) from the EU Commission provides the guidance to monitor and evaluate each member states Rural Development Programme (RDP).


9.21 DARD has selected common indicators from this EU guidance which are best suited to the Northern Ireland RDP.  DARD has also chosen additional indicators and targets for the RDP which will contribute to the following government cross-departmental strategies:

· Children and Young People Strategy


· Ageing in an Inclusive Society

· The Anti-Poverty and Social Exclusion Strategy


· Sustainability Development Strategy


· A Shared Future


· Programme for Government (Public Service Agreements)

9.22 There are five types of indicators for each measure within Axes 3 & 4:

· Baseline
 measures the position before funding

· Input  
measures the resources allocated or committed
· Output 
measures the first achievements of the funding, for example the number of beneficiaries, the number of projects supported and the volume of investment (Appendix 14(a) refers.


· Result
measures the effect of the funding on the beneficiaries from the supported projects, for example the number of new jobs and businesses created; increase in non-agricultural gross value added (GVA); population in rural areas benefiting from improved services; and number of participants successfully completing a bespoke training activity;(Appendix 14(a) refers).
· Impact
measures the effects of the funding in the whole programme area in terms of economic and social benefits  (Appendix 14(a) refers). 
9.23 Each measure within Axes 3 & 4 has set indicators and targets which are required to identify, quantify and record the benefits of the grant assistance provided.   These are detailed in Appendix 14(a), EAFRD Programme Objectives (Indicators Guidance Manual).  Appendix 14(b) has been developed to assist the JCC in identifying the target indicators to be set, the likely beneficiaries and method to be employed for equality monitoring each individual project.   Paragraphs 9.24 to 9.31 explain the process for setting project objectives and targets.  When new jobs are identified as a potential target to be achieved the JCC must refer to the Axis 3 Jobs Manual at Appendix 14(c) for guidance on what constitutes a job under the NIRDP and criteria for recording gross number of jobs (headcount), full-time equivalent and part-time jobs.
9.24 The JCC and LAG local development strategies must be based on these measure indicators and targets.

9.25 Once the local Development strategies are finalised there will be an opportunity to add any other additional indicators and targets for each measure.

Setting of Project Objectives and Targets

9.26 For each project funded the JCCs must set in agreement with the project promoter realistic indicators and targets that will be achieved as a result of the Axis 3 grant assistance and will contribute to the outputs as detailed in the local development strategy .


9.27 The indicators chosen for the project must be:




Specific



Measurable



Available / achievable / cost effective



Relevant to the programme / measure



Time bound

9.28 The project economic appraisal should be used by the project promoter and the JCCs for the selection of the indicators i.e. ensure that the chosen indicators can be supported by the project economic appraisal.  For example - the estimated increase in the profit of a business will pay for any new jobs created.


9.29 At least one output and one result indicator chosen must be a measure level indicator from Appendix 14.  However in order for the JCC to be able to identify, quantify and record the key benefits and impacts of their local development strategy and its contribution to economic and social growth in the area it is important that all the indicators and targets as relevant to the funded projects are set and agreed in each LOO.  Additionally the JCC and the project promoter must consider if the funded project will contribute to any of the Public Service Agreement (PSA) and Programme for Government targets and actions as detailed in the PSA & PfG Monitoring Manual at Appendix 14(d). This will allow all supported projects to contribute to the monitoring and evaluation of each Measure and any additional targets and goals as established by the Northern Ireland Executive and DARD. 


9.30 Where the project will contribute to DARD’s Public Service Agreement (PSA) target and the Programme for Government (PfG) targets, then the relevant measure level indicator must also be chosen.  Axes 3 & 4 of the RDP contribute to DARD’s PSA target 17, which was set as part of the Government’s Comprehensive Spending Review in 2007. Additionally Axes 3 and 4 contribute to three Programme for Government targets as established by the Northern Ireland Executive.
DARD PSA target 17 is: to improve rural infrastructure. This will be supported by the

following indicators to be achieved by 2013:

· 1,000 people benefitting from ICT initiatives

· 2,000 people benefitting from improved mobility

· 5,000 people benefitting from cultural initiatives

· 5,000 people benefitting from socio-economic initiatives


ICT initiatives: projects which will benefit people through the use of information technology. The use of computer based information systems and communications for gathering, storing, retrieving, processing, analysing and transmitting information is important in ensuring the economic and employment development of rural areas. Projects where ICT forms the basis of the initiative should be included, e.g. purchase of ICT equipment, ICT bespoke training schemes and installation of ICT equipment to improve facilities and internet access. 

Mobility: this is defined as the free movement of people, goods and services across EU    member states. Projects which improve mobility include the purchase of equipment and services across member state borders and / or initiatives which aid migrant workers. 


Cultural initiatives: projects which will benefit people through involvement in cultural activities such as language, literature, performing arts, visual arts, architecture, crafts, the cinema and broadcasting. New festivals along a cultural theme also qualify. 

Socio-economic initiatives: projects which will benefit people in the rural areas through having a social, community or ethical purpose.  Socio-economic projects are operated using a commercial business model and have a legal form appropriate to a “not for personal profit” status. .  They do not have to charge for the services provided nor do they have to make a profit and will be largely dependent on grants or donations.  They may be delivered by an organisation with paid staff or by volunteers. 

DARD PfG goals and actions to be measured are:
· Axis 3 expenditure of £100 million on projects dealing with diversification of the rural economy and the quality of life in rural areas
DARD Axis 3 management will report progress against this goal using the actual and accrued spend for Axis 3 projects and administration running costs as recorded on Account NI.  No further action is required by the JCC.

· 2,000 people benefitting from projects providing access to basic services in rural areas

DARD Axis 3 management will report progress under this target using the numbers already recorded as benefiting under the Measure 3.4 basic services target ‘population in rural areas benefiting from improved services’(PSA 17 targets plus ‘other ‘ option).  No further action is required by the JCC.

· 5% of Axis 3 project expenditure on projects benefiting children and young people


Projects which benefit children and young people will be projects where the project promoter/grant recipient is aged under 25 years, new jobs where the new employee is aged under 25 years or project initiatives where end beneficiaries include children and young people, for example a community sports facility, internet access facility, childcare crèche or playschool, youth activity facility etc.  CYP do not have to be the sole or main beneficiary of the project to contribute to this target.  The JCC should identify such projects by selecting the ‘projects benefiting children and young people’ target at LOO creation stage.

· Support for Social Economy Enterprises (DARD objective)

DARD Axis 3 management are required to report the number of Axis 3 projects which  are delivered by Social Economy Enterprises and the total value of LOO grant assistance awarded to these projects.  A Social Economy Enterprise (SEE) is a business which operates in the commercial marketplace, employs staff and makes a profit.  To address its social objectives, the SEE will reinvest this profit for the purpose of their business and/or the community.  The JCC should identify such projects by selecting the ‘project is delivered by a Social Economy Enterprise’ target at LOO creation stage.
9.31 The indicators chosen must be consistent with the JCC & LAG’s local development strategy and implementation plan.



9.32 The JCC must include the indicators and targets as objectives in the Letter of Offer sent to the Project Promoter.


9.33 If a project promoter has more than one project approved the indicators and targets must be specific to each application. The JCC must take steps to ensure that targets set under LOOs and recorded as achieved are not double counted, for example new jobs created, increased GVA etc.
Collection of Monitoring Information

9.34 Monitoring information will be collected firstly through the application form completed by the project promoter. If completed electronically the information will be automatically transferred to the EU database. If an application is submitted on paper the JCC is responsible for entering the information onto the EU database.

9.35 Further monitoring details for targets and indicators will be collected during the project site visit and the remainder will be collected after the Letter of Offer is awarded. The JCC will be provided with a monitoring form questionnaire to assist with this. The JCC is responsible for the collection of monitoring information from the project and entering onto the EU database. . A data collection form (Appendix 14e) is provided to assist the JCC with gathering information on the project promoter (beneficiary).  This information will be required when inputting the achievement of programme targets on the database.

Additionally the JCC must maintain a record of all contact with the project promoter from the Project Start Date until completion of the Post Project Evaluation (PPE), Appendix 14f.  A copy of the Annex 1 to the Letter of Offer which details the objectives, activities, special conditions and timescales specific to each project, should be attached to this form for reference and the promoter should be questioned on his achievement towards these.  Where slippage is identified details of the agreed remedial action to be taken should be recorded onto the form and if necessary the LoO Annex 1 amended for future monitoring.
9.36 After the project promoter has accepted the LOO the JCC is responsible for monitoring progress with project development and the achievement of the agreed project targets.  There are two main elements to project monitoring;
· Project objectives as recorded on Annex 1 to the LOO – type of contact made, date and progress achieved should be recorded on Appendix 14f.  Where the objectives are not being achieved as agreed reasons, revised timescales for achievement and any remedial actions to be taken must be recorded.  Lack of progress and slippage must be brought to the attention of the JCC.  The objectives must be monitored on a regular basis and be relevant to the timescales set.
· Project target outputs and results, for example beneficiaries, jobs, investment etc. A measure level monitoring progress report form (Appendix 14g) has been provided to assist the JCC in collecting and reporting progress towards achievement of the agreed programme targets as detailed in Annex 3 to the LOO.  Monitoring and recording of progress with project targets must be undertaken after payment of the grant, commencing at the pre-payment site visit and continuing at least every six months.
The JCC is also responsible for entering this information onto the EU database. Interim monitoring information can be collected from the project promoter by telephone unless original documents such as employee or wage records need to be inspected to confirm new jobs created or business accounts to confirm increased GVA.    The evidence to support targets recorded as achieved on the database must be appropriate to the indicator and should be available for inspection on request or through site visits.
9.37 The JCC is responsible for making sure that all monitoring information is correct and in compliance with any guidance issued by Axis 3 management.

Monitoring Reports


9.38 The Northern Ireland Statistics and Research Agency (NISRA) will run six monthly monitoring reports from the EU database.


9.39 The information will be used for progress reports for the following;

· EU Commission

· Monitoring Committee

· Mid term and ex-post evaluation

· Cross-cutting Departmental strategies

· Programme for Government (PSA targets)

· DARD Balanced Scorecard

· Assembly questions, ARD Committee questions


9.40
DARD will extract monitoring information from the EU database when needed and the 
JCC will be asked to verify it. 

9.41
The JCC may also be asked to provide DARD with additional monitoring information when required, to answer ad hoc requests. 

Monitoring Committee

9.42
The Monitoring Committee meets two to three times per year.  Reports as described in the section above will be provided to the Monitoring Committee for scrutiny.

Programme Mid Term Evaluation
9.43
The baseline and impact monitoring information will be collected by NISRA at three programme stages:


· Ex-ante evaluation

· Mid term evaluation

· Ex-post evaluation

9.44
The mid term evaluation will be carried out in 2010. 



Soft Outcomes

9.45
The Equality Sub Group of the Monitoring Committee has recommended that DARD consider the options for measuring “soft outcomes” from the RDP.  This is currently being investigated.

9.46
Soft outcomes are not easily measured by the traditional means used for hard outcomes.  Examples of hard outcomes are numbers of jobs created, or number of training courses run. Soft outcomes relate to personal achievements such as improved self-confidence, improved inter-personal skills etc. 

9.47
Further guidance on soft outcomes will issue at a later date if required.  This may involve specialised training of staff or project promoters to assess these soft outcomes by one to one case study or focus groups.

Equality Monitoring (Section 75 of the NI Act)

Legal Requirement for Equality Monitoring


9.48
Section 75 of the Northern Ireland Act 1998 (The Act) places a statutory duty on public authorities to ensure that equality of opportunity and good relations are central to the process of government and public service.  Public bodies should continuously monitor and assess the impact of policies to determine if there are any adverse effects or consequences and highlight possible inequalities, so that action can be taken to address this.

9.49
The Act therefore places a clear onus on public authorities to implement systems for the collection of relevant information and to utilise the information for assessing and monitoring the impact of their policies on the promotion of equality of opportunity. 

Monitoring Responsibilities

9.50 Department of Agriculture & Rural Development (DARD) as managing authority for the Northern Ireland Rural Development Programme 2007-13, is responsible for ensuring that implementing bodies comply with all data collection relevant to statutory requirements.

9.51 JCCs have a statutory responsibility to ensure that systems are in place to collect Section 75 monitoring information. This includes the provision of equality monitoring forms to successful applicants. 

9.52 The completion of the equality monitoring forms by the project beneficiaries is voluntary.  However, to ensure Section 75 information is as comprehensive as possible, all grant recipients should be encouraged to distribute these forms to end beneficiaries, who should be encouraged to complete and return the forms to NISRA in the pre-paid envelope provided.

It is recognised that the Section 75 equality form is not a feasible method for monitoring people recorded as beneficiaries of projects involving community festivals, improved services through community hall facilities, internet access etc.  For projects involving large numbers of people benefiting the JCC must require the project promoter to provide a detailed evaluation report on the project which can be used to inform the post project evaluation (PPE).  
An equality monitoring report proforma (Appendix 14h) has been provided to assist the project promoter and JCC in collecting and reporting on equality outcomes for projects involving large numbers of beneficiaries.  This equality proforma will be part of the post project evaluation of the project and when assessed as complete by the JCC should be uploaded to the applications database.
Collection of Information
9.53 Section 75 data is collected via an equality monitoring form (Annex 1) which should be completed by the individual (or individuals) who benefits from the project. Under Axes 3 & 4 funding there is a wide range of beneficiaries, for example:

· farmers and family members

· small business owners and employees

· community groups

· village inhabitants 

9.54 Once a project has been approved, JCCs are required to distribute equality monitoring forms and pre-paid return envelopes to successful applicants alongside the formal Letter of Offer.  The successful applicant may be a project promoter, who will then need to distribute these forms to the end beneficiaries of the project (where relevant). Alternatively the JCC may issue the forms direct to successful individuals who are also the ones who benefit from the grant.  
9.55 Guidance on what constitutes a “beneficiary” under each of the Axes 3 & 4 measures and the equality monitoring method to be actioned is detailed at Appendix 14(b).  This is agreed by DARD’s Rural Policy Branch and NISRA following consultation with DARD’s Equality branch and the RDP Monitoring Committee Sub Group on Equality and Good Relations.


9.56 The JCC must
9.57  record on the database the number of equality monitoring forms issued to each project.  This will not include projects where the promoter will be asked to provide a report on the equality monitoring outcomes.  Issuing large numbers of Section 75 equality forms to projects involving people benefiting from improved basic services or cultural events may result in minimal returns thereby attracting a low percentage response rate.  This information will be required by NISRA at a later date when they have to assess response rates.
9.58 The equality monitoring form is a short questionnaire where the individual is asked to self-classify their status based on how they perceive themselves (tick box format).  Questionnaires are designed for completion anonymously and in confidence.

9.59 While the completion of the monitoring forms is voluntary, the JCC is responsible for encouraging all project promoters / beneficiaries to complete and return the monitoring forms in the pre-paid envelope provided. 
9.60 To help ensure that the Section 75 monitoring information is as comprehensive as possible, the JCC must provide a strong assurance to project promoters / beneficiaries that this process is confidential and that the equality forms are not seen by DARD.  Without this information, DARD is unable to assess its compliance with Section 75 statutory requirements.
9.60
Before issue, it is the responsibility of the JCC to ensure that the correct Measure is written 
in the top right hand corner of each equality monitoring form sent to the Project Promoters.  
9.61
It is also the responsibility of the JCC to maintain a stock of both monitoring forms and pre-paid envelopes, and to ensure each Project is supplied with both, as and when required. 
9.62
Each completed monitoring form is returned directly to NISRA by the individual in the pre-paid envelopes supplied (these are addressed to NISRA).  NISRA are responsible for confidentially collating the Section 75 data for the Rural Development Programme 2007-13.  This information is used solely for fulfilling the requirements of Section 75.
9.63
The Data Protection Act does not prevent the collection of personal data for equality monitoring purposes but provides a framework for the processing of such data in compliance with the principles of the Act.

9.64
If a beneficiary should move from one project to another they should be given and complete a fresh questionnaire immediately on joining the new project.

9.65
Any queries by project promoters/individuals about these arrangements should initially be directed to the relevant JCC.  The Managing Authority and/or NISRA will provide further advice to the JCC if required, and any queries should be channelled through the local Deputy Programme Manager.
Response Rate Reports

9.66
Based on statistics provided by NISRA, DARD will provide the JCC with a quarterly update detailing the number of equality monitoring forms received by measure.  This will be expressed as a percentage of the number of approved projects.  

9.67
Low response rates will be highlighted and the JCC will be asked to review their systems in order to improve coverage.  This may involve encouraging / reminding project promoters and beneficiaries to complete and return the forms. 

Supplies of Pre-Paid Envelopes

9.68
Supplies of the pre-paid reply envelopes addressed to NISRA are available through the local DARD Axis 3 contract management office.
Sample of Equality Monitoring Form

Annex 1


What is this for?                                                                                                        

This equality monitoring form is to help the Department of Agriculture and Rural Development (DARD) comply with Section 75 of the Northern Ireland Act (1998).  The form is to be completed anonymously by those people who have benefitted from the Northern Ireland Rural Development Programme (NIRDP) 2007-2013.  

The information will then be used to determine if the NIRDP is giving due regard to equality of opportunity and good relations.  It will also help to inform future decisions on what additional actions are needed to improve equality of opportunity and good relations across the projects funded by the NIRDP, e.g. improve focus on under-represented groups of people.
Is it compulsory?

Completion of this form is voluntary.  However we would encourage you to complete the form and forward it, in the freepost envelope provided, to the Northern Ireland Statistics and Research Agency (NISRA).  

What about data protection?

This information will be stored confidentially by NISRA.  These completed forms are not seen by DARD.  The information collected will only be used for Equality Monitoring purposes and in compliance with The Data Protection Act 1998.  

The details on this form will not be used in the decision to award funding to any person/group who applies to the NIRDP, nor will this form be linked in any way to details of individual participants.

What do I need to do now?

Please tick the box that applies to you under each section and return in the freepost envelope provided.


· AGE

What is your age, in years?

1   
 FORMCHECKBOX 

25 or under

 FORMCHECKBOX 

26 - 65

 FORMCHECKBOX 

Over 65
2. GENDER

What is your gender?

1    FORMCHECKBOX 

Male

2    FORMCHECKBOX 

Female

3. MARITAL STATUS

Are you …?  (Please tick one box)
1    FORMCHECKBOX 

Single, that is, never married



2    FORMCHECKBOX 

Married and living with husband / wife

3    FORMCHECKBOX 

In a Civil Partnership

4    FORMCHECKBOX 

Married and separated



5    FORMCHECKBOX 

Divorced or legally dissolved civil partnership


6    FORMCHECKBOX 

Widowed

7    FORMCHECKBOX 

Cohabiting

8    FORMCHECKBOX 

Other (please specify)       _______________________

4.
DISABILITY
The Disability Discrimination Act defines disability as “a physical or mental impairment which has a substantial and long term adverse effect on a person’s ability to carry out normal day to day activities.”

With regards to the above definition, do you consider that you have a long-term illness, health problem or disability which limits your daily activities or the work you can do?  By long-term we mean has lasted, or is likely to last, at least 12 months.  This definition includes disabilities related to old age.

1    FORMCHECKBOX 

Yes

2    FORMCHECKBOX 

No

If yes: what is the nature or the effects of the disability?

​​​​​​​_____________________________________________________

5. DEPENDANTS

Do you have personal responsibility for the care of …? 

(Tick each box that applies to your circumstances)

1    FORMCHECKBOX 

A child (or children)




2    FORMCHECKBOX 

A person with a disability



3    FORMCHECKBOX 

A dependant elderly person (or persons)

4    FORMCHECKBOX 

Other dependants (please specify)
__________________


5    FORMCHECKBOX 

No dependants

6. RACIAL GROUP

(a)  To which of these ethnic groups do you consider you belong?  

      (Please select the option that is most appropriate to you)
1    FORMCHECKBOX 

White





2    FORMCHECKBOX 

Chinese

           

3    FORMCHECKBOX 

Irish Traveller



4    FORMCHECKBOX 

Indian





5    FORMCHECKBOX 

Pakistani





6    FORMCHECKBOX 

Bangladeshi




7    FORMCHECKBOX 

Black Caribbean




8    FORMCHECKBOX 

Black African




9    FORMCHECKBOX 

Black Other




10  FORMCHECKBOX 

Mixed ethnic group (please specify)       ____________

11  FORMCHECKBOX 

Any other ethnic group (please specify) ____________

(b)  What is your country of birth?

1    FORMCHECKBOX 

Northern Ireland


7      FORMCHECKBOX 

Poland

2    FORMCHECKBOX 

Republic of Ireland


8      FORMCHECKBOX 

Latvia           

3    FORMCHECKBOX 

England



9      FORMCHECKBOX 

Lithuania

4    FORMCHECKBOX 

Scotland



10    FORMCHECKBOX 

Czech Republic

5    FORMCHECKBOX 

Wales




11    FORMCHECKBOX 

Slovakia           

6    FORMCHECKBOX 

Portugal



12    FORMCHECKBOX 

Elsewhere 

If Elsewhere has been ticked, please write the present name of the Country: ____________________________________________________________

7.
RELIGIOUS BELIEF

Please indicate your community background by ticking the appropriate box below.

1    FORMCHECKBOX 

I am a member of the Protestant community



2    FORMCHECKBOX 

I am a member of the Catholic community

           

3    FORMCHECKBOX 

I am a member of neither the Protestant nor the Catholic community

8. SEXUAL ORIENTATION

Is your sexual orientation towards someone:

1    FORMCHECKBOX 

Of the same sex



2    FORMCHECKBOX 

Of a different sex



3    FORMCHECKBOX 

Both


9. POLITICAL OPINION

What is your political preference?  Please tick one box.

1    FORMCHECKBOX 

Nationalist


2    FORMCHECKBOX 

Unionist  

3    FORMCHECKBOX 

No political preference
10.
BENEFICIARIES

What benefit have you received from the Northern Ireland Rural

Development Programme (NIRDP)?  Please tick one box.

1    FORMCHECKBOX 

I attended a training course  

2    FORMCHECKBOX 

My job was created as a result of NIRDP funding 

3    FORMCHECKBOX 

I and/or my organisation received project funding from NIRDP 

4    FORMCHECKBOX 

I attended an event funded by the NIRDP

5    FORMCHECKBOX 

Other (please specify) __________________________

Thank you for your co-operation in completing this questionnaire. 

Please return to the Northern Ireland Statistics and Research Agency in 

the freepost envelope provided.

Project Inspection and Audit (EU Regulation 65/2011)
Article 28f – Supervision of JCCs – Monitoring Inspections

9.69
DARD will be responsible for putting in place a system of supervision of the JCCs. 

9.70 These monitoring inspections will be carried out twice per year in the first two years following the awarding of the contract to the JCC. There will be one visit per year in each of the remaining programme years. However a monitoring inspection can be carried out at any time or frequency by DARD. 

9.71 DARD will advise the JCC of the date of the inspection and the areas to be inspected. A minimum of 5 working days notice will be given.

9.72 The following is a list of the areas which could be inspected although it is not exhaustive:

· Policies and procedures for example

· Appeals procedure

· Assessment and approval of projects

· Financial systems

· Assets

· Travel and subsistence

· Hospitality

· Publicity


· Procurement


· Payments

· Payments ledger

· Bank statements

· Financial statements


· Board Membership

· Training

· Conflict of interest / register of interest

· Corporate governance


· Article 24 administrative checks

· Can the checks be delegated to the council cluster?

· Have Article 24 recommendations been implemented?

· Repeat a percentage of Article 24 checks.

9.73 A monitoring inspection report will be issued to the Chair of the JCC within 15 working days of the inspection.

9.74 A response to this report providing details of the corrective action taken to the recommendations made should be forwarded to RDD within 10 working days of this letter, or alternatively within 5 working days of the next JCC meeting. 


9.75 DARD will issue to the Chair of the JCC an implementation schedule within 5 working days of receipt of the completed report in Rural Development Division detailing the recommendations and date for implementation. 


9.76 The Chair of the JCC is responsible for making sure that the recommendations have been implemented.


Article 24 Administrative Inspections

9.77 The purpose of the Article 24 administrative project inspections is to make sure that all project applications and all payments are correct and in accordance with National and Community rules. 

9.78 An Article 24 inspection must cover the following;

· Stage 1 - Application for Support
· Verification of information in the application form

· Eligibility

· Project selection and evaluation

· State aid

· Statutory controls for example planning permission 

· Double funding

· Reliability of the applicant for previous funding since 2000 (Information to be supplied by DARD)


· Stage 2 - Payment of Claim
· Compliance with procedures including procurement

· Evidence of expenditure, invoices, receipts etc.

· Achievement of objectives

· Eligibility of claims


· Stage 3 - Site Visit (see Chapter 7 for more details)
· Physical confirmation of the funded project

· Publicity

· Equality requirements

· Retention of records

9.79 DARD is responsible for deciding if the JCC has the administrative capacity to carry out the Article 24 checks (Annex 1).  If the checks are not formally delegated to the JCC they will be carried out by DARD. 
The Article 24 check is an assurance of the administrative process from scrutiny of the application through to completion of the pre-payment site visit.  It is therefore important that there is an appropriate segregation and separation of duties within the administrative processes and that those undertaking a work process are not charged with checking the promoter claim and that the claim approver/authoriser has not been engaged in the commissioning of the items or services.  The recommended procedure is;

· one officer vouches the claim and completes the relevant Article 24 checks, 
· a second officer checks the claim and tests any queries raised on the Article 24 report,

· a third officer (JCC authoriser) approves the claim.

The project officer dealing with the project application stage through the LOO issue stage must not be involved in the claim vouching, checking, approving and completing of the Article 24 Stage 2 and 3 checks.

Separation and segregation of duties is particularly important for the different stages of claims processing, however where due to staff shortage this is unavoidable the programme manager must complete a documented management check over the entire process. A record of this check must be kept on file.
9.80 DARD is responsible for the content and any revisions of the Article 24 project checklist. The JCC must use the checklist provided by DARD.

9.81 A site visit (stage 3) must be carried out on all capital projects. The JCC must use the site visit form supplied by DARD (see Appendix 22 – Stage 3).

9.82 The JCC must complete each stage of the Article 24 check before the project is progressed to the next stage. Each stage must be checked by the JCC Authoriser before the date of completion is added to the EU Database.  

9.83 DARD will repeat a percentage of the Article 24 checks as part of the payments procedure (see Chapter 7). The percentage of checks repeated will depend on the risk assessment of the JCC.


Article 25 On-the-Spot Checks

9.84 DARD EU Verification Unit will be responsible for carrying out on-the-spot checks on projects approved by the JCC.   

9.85 The objectives of the checks, which are carried out pre-payment, are to verify:

(a) that  the payments made by promoters to suppliers of required goods or services can be supported by accounting or other documentation held by the project;


(b) that the nature and timing of the relevant expenditure complies with Community provisions and correspond to the approved specifications of the operation and the works actually executed or services delivered;


(c) that the use or intended use of the project is consistent with the use described in its application for support;


(d) that the publicly funded project has been implemented in accordance with Community rules and policies especially the rules on public tendering and any relevant mandatory standards established by national legislation or established in the RDP 

9.86 The checks will be carried out on an appropriate sampling basis and will represent at least 5% of the public expenditure declared to the European Commission over the programming period.  

9.87 In accordance with EU legislation projects will generally receive 48 hours notice if selected for an on the spot check. 

9.88 The checks also necessitate the pre-visit research of project files and other associated documentation held by the JCC. The JCC holding the relevant documentation will receive 24 hours notice of such a visit.

Article 29 Ex-Post Checks

9.89 DARD EU Verification Unit will be responsible for carrying out ex-post checks on investment projects approved by the JCC.

9.90 The objectives of the ex-post check, which is carried out after the final payment of assistance has been made, is to verify the following:

(a)
that the investment does not, within five years of the Managing Authority's funding decision undergo a substantial modification that:


(i)
affects its nature or implementation conditions or gives undue advantage to a firm or public body:

(ii)
results either from a change in the nature of ownership of an item of infrastructure, or the cessation or relocation of a productive activity;

(b) the reality and finality of payments made by the beneficiary, except in the case of contributions in kind or standard costs;
(c)
that the same investment has not been financed in an irregular manner from different national or Community sources.

9.91 The checks will be based on an analysis of the risks and financial impact of different operations, groups of operations or measures and will represent at least 1% of the cumulative eligible expenditure declared by investment projects receiving their final payment in each EAFRD year.

Article 28f Control Checks

9.92 Member states are required to carry out checks on the expenditure associated with running the JCC, acquiring skills and animating the territory which are in conformity with the controls applied to the projects approved by the JCC.

9.93 DARD EU Verification Unit will be responsible for carrying out on the spot checks on the expenditure claimed by the JCCs. These checks will have the same objectives and expenditure targets as the Article 25 checks.



Inspections by Other Independent Audit Bodies

9.94 Internal Audit provides an independent and objective opinion to the DARD Principal Accounting Officer on risk management, control and governance by evaluating their effectiveness in achieving the organisation's agreed objectives.


9.95 Internal Audit work is performed in accordance with Treasury and international standards. Internal Audit will develop a strategy for the completion of the audit reviews and this will be communicated to management. 


9.96 Northern Ireland Audit Office (NIAO) provides assurance to the EC in relation to compliance with Paying Agency Accreditation criteria (Commission Regulation 885/2006) and other relevant regulatory requirements. NIAO will verify procedures established to ensure community rules are complied with and that accounts are accurate, complete and timely.

Post Project Evaluation Guidance

Introduction

9.97 The Post Project Evaluation (PPE) examines the outturn of a funded activity/project after enough time has passed to allow the success of the activity to be identified.

9.98 The completion of a PPE is part of the economic appraisal which is required by the HM Treasury Green Book (Annex 2).

9.99 A PPE is required for each corresponding economic appraisal completed.

9.100 The PPE applies to non-promoter funding only i.e. all UK public expenditure, including central and local government expenditure, EU, IFI, funding, lottery funding etc. over the whole life of the project.


PPE Requirements in the Economic Appraisal (See Chapter 5)

9.101 The post project evaluation section in the appraisal should include information on the following :-

Who is responsible for completing the PPE?

When will the PPE be completed (a specific date)?

What factors will be examined in the PPE?

How will the information be used?

9.102 In the evaluation section of the economic appraisal the following factors are normally listed for inclusion in the PPE;

Capital costs, 

Completion date,

Objectives,

Viability, 

Main assumptions,

Number of jobs,

Cost per job and 

Funding leverage.

This helps to ensure that the required data is recorded and available when the evaluation is undertaken. It is also a record of what was agreed to be evaluated at the time of appraisal.  This is not an exhaustive list and is given only as an indication of what should be evaluated.  


Stage 1 PPE Report - All Projects

9.103 The following information will be collected automatically by the EU database on all projects with a corresponding economic appraisal. This information will form the Stage 1 PPE report. 

Axis 3 Measure – measure funded under
JCC  -  implementing body

Database Application Reference No

DARD Business Identification number

Organisation Name – applicant name
Project title – project named in the Letter of Offer.
Risk Evaluation

No of LOO Amendments
Project Funding and Actual Expenditure - breakdown of project funding as recorded on LOO and actual expenditure as verified from the grant claim(s) submitted
Project Target and Actual Performance – non-financial target indicators (beneficiaries, jobs, businesses created, additional tourism visitors etc) as identified through the economic appraisal and agreed for LOO, and actual achievements recorded on the database as a result of project monitoring by the JCC Admin Unit
Project completion – Expected Completion Date and Actual Completion Date  - The database PPE report will compare the Expected project completion date as recorded on the original LOO with the Actual completion date as recorded on the final LOO amendment if any LOO end date extensions were agreed.  I.e., if the project end date in the original LOO was not extended and the project completed and grant was paid as agreed there will be no variance. The database will allow a date to be entered for any extensions to the letter of offer but the original date will always be used as the expected project date for the purpose of post project evaluation. The variance will be calculated in days.

The database will automatically record the LOO details including project costs, non-financial targets and agreed project end date together with the actual achieved on the PPE proforma.  The JCC must enter the reasons for any variances and lessons learned for the future as agreed with the project promoter.  

The Stage 1 PPE must be completed within 6 to 12 months after the final grant payment is made.  Where the project has non-financial targets which are longer term the PPE should still be completed.  In these cases the JCC monitoring officer must seek information from the promoter on progress towards the agreed targets and record on the PPE whether the targets are on track to be achieved as agreed for the LOO or whether any change is necessary.  As far as possible the JCC monitoring should seek evidence of increased profit, orders, number using the facility to warrant recording the project as on track to achieve objectives within an specified timescale – information viewed and any new timescales must be recorded.
DARD staff and Auditors checking PPEs may seek the project economic appraisal prepared by the JCC, application form and LOO.
Stage 2 PPE Report – All Projects £50K to £250K and a percentage of projects below £50K

9.104 The second stage PPE report must be carried out by the Cluster on :-

· All projects in excess of £50K non-promoter funding.

· A selection of projects with funding less than £50K.  The selection of projects below £50K which require a second stage PPE will be based on a sample for each scheme/programme. This sample will either be selected by the database or provided by DARD. The sample data will be grossed up to give an estimate for all participants assisted in each scheme/programme, which will help gauge the overall success in achieving projected benefits/targets. 

9.105 The date when the second stage PPE is required will be taken from the economic appraisal and entered onto the database. This date must be entered by the Cluster for all completed economic appraisals. The date must also be reviewed if the project has received an additional letter of offer extending the completion date. 

9.106 The database will provide a report for all projects completed and the PPE’s due within the next six months. A number of these below the £50K threshold will also be selected for the second stage PPE.

9.107 All the information collected as part of the first stage (paragraph 9.113) would populate the PPE report.

9.108 The Cluster must enter the following information onto the second stage PPE report;


a) Achievement of objectives. - all objectives and targets from the letter of offer must be entered onto the PPE report and the actual progress recorded.

b) Progress against ‘assumptions’ from the Economic Appraisal - certain elements from the economic appraisal must be selected and entered onto the database with the projection. The actual progress for each assumption must be added. Examples of Items likely to be added to the assumptions include;


· Capital costs,

· Resource costs e.g. wages etc.,

· Sales/revenue achieved (viability),

· Non monetary benefits for example visitor numbers, 

· Other assumptions contributing to key projected revenue and expenditure items.


c) Cost per job


The reason for any variances in a, b or c above must be entered onto the report.

Lessons learned for the future and to whom this information should be circulated. The main lessons to be taken into account for future appraisals should be listed, e.g. over-optimism in terms of revenue generation/level of occupancy of buildings and completion dates.

Projects in Excess of £250K (non-promoter funding) 

9.109 Projects in excess of £250K (non-promoter funding) require a standalone PPE report. The evaluation must include all the sections required by the HM Treasury Green Book guidance for post project evaluations (Annex 2). 

9.110 The stand alone PPE is usually the responsibility of the promoter and the cost of completion should be covered in the project costs at application. It is the responsibility of the Cluster to ensure that the PPE is completed and the information disseminated.



Scheme / Measure PPE

9.111 For groups of similar projects approved under a scheme or measure a PPE can be carried out on the scheme or measure and not for each individual project. The PPE should include all similar projects with funding up to £10,000. It is the responsibility of the Cluster to complete the PPE for a scheme or measure. 

9.112 The information collected from the database for the stage 1 PPE can be used to contribute to the standalone PPE.

Terminated and Withdrawn Projects

9.113 Projects which have been terminated before completion will not require a PPE to be completed. Project promoters will be issued with a questionnaire from DARD which will collect information on the reasons for termination. The date of receipt of the questionnaire will be entered onto the database ‘PPE completed’ field by DARD.    

PPE Quality Assurance

9.114 DARD Financial Policy requires the spending Divisions of DARD to provide details of all 
proposed Economic Appraisals and their corresponding Post Project Evaluations.

9.115 The information contributes to the annual review of the EA/PPE guidance carried out by 
DARD Financial Policy which is a requirement of DAO 06/05.

9.116 All economic appraisals and corresponding post project evaluations above the DFP 
delegated limits for DARD are forwarded to the Department of Finance and Personnel for 
scrutiny as outlined in paragraph 9.2.12 of the Northern Ireland Practical Guide to the 
Green Book.

9.117 For projects below DFP’s delegated limits, Policy and Economics Division in DARD will 
review a sample of the EAs/PPEs completed by each Cluster. The comments will be 
forwarded to the JCC and must be taken into account in all future EAs and PPEs 
completed. 

9.118 Where possible the information for the EA/PPE spreadsheet will be provided from the EU 
database. The Cluster is responsible for providing any additional information required by 
Financial Policy and forwarding to Rural Development Division monthly. This 
information will be used to randomly select EAs/PPEs for quality assessment.  

9.119 The Cluster can request DARD input into the quality assessment of any project 
below 
delegated limits where they require assistance. 


Use of PPE Information

9.120 The information produced from the stage 1 PPE reports will be available to each JCC in summary tables for their projects.

9.121 The JCC should analyse the success or failure of the projects in achieving completion to time and costs and the reasons for any variances greater than 10%. Any lessons learnt should be applied to the approval and management of new projects.

9.122 The information produced from the stage 2 and stand alone PPE reports should be analysed by each JCC and the lessons learnt applied to the implementation of the programme.

9.123 Where possible completed PPE reports will contribute to the mid-term evaluation of the programme.

9.124 Rural Development Division will forward any DARD comments on the scrutiny of the post project evaluations selected for quality assurance to each JCC for information and action. 

Annex 1
Recording Article 24 Administrative Checks (On the Spot)

1. As part of the Article 24 checking process you are required to record that the required ‘stage’ checks have been completed.  You can access the facility for this under on the spot checks on the Applications database.  A screen dump is attached for your information.

2. Admin Units are required to complete the five data input fields as indicated on the screen dump as follows;

	
	

	1.  Date check carried out
	Enter date completed as recorded on the Art 24 checklist

	2.  Body doing check
	Select JCC admin unit from the drop down list

	3.  Type of check
	Select Article 24 stage 1, 2, or 3 as relevant from the drop down list

	4.  Person carrying out the Check
	Enter name of the admin unit staff member undertaking the Check

	5.  Description
	Stage 1 – 

Stage 2 – enter the Claim number (if single payment to completed project this will be Claim 1 or phased payments are agreed this will be Claim 1, 2, etc as relevant.

Stage 3 – as with stage 2.


3. The above named data fields are mandatory on the system.

4.
The Article 24 checks undertaken must be recorded on the database prior to the status being changed to ‘Completed’.  Recording the details for checks undertaken will be added to the Article 24 checklist and will also form part of the re-performance check undertaken by DARD Programme Compliance Unit staff.  This will become effective from 1 December 2010.
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Annex 2
HM Treasury Green Book Requirements for Post Project Evaluations

The projections included in the economic appraisal and the actual outturn situations for each of the following should be compared. 

Title, location and description of the project

Project cost and project completion date

Project objectives

Financial projections

Profitability

Main assumptions – revenues and costs


Non monetary factors including unforeseen benefits


Cost-effectiveness


Any other factors listed in the PPE section of the EA


Summary table (yes / no / variances)


Proceeded within budget




Commenced trading as projected




Achieved all objectives


Achieved viability as projected


Non-monetary benefits realised


Additional unforeseen benefits


Cost per job as projected

Ratio of public grant assistance as projected


Lessons learned

Chapter 10   Guidance for the Reporting of Irregularities, Fraud and Suspected Fraud.

Introduction


10.1 This chapter outlines the action to be taken by the JCC to identify, record and report instances of irregularities, fraud and suspected fraud relating to the functions of the Rural Development Programme 2007-2013.

European Commission Irregularity Reporting Requirements

10.2 The European Commission definition of irregularity given in EC Regulation 2988/95 Article 1 is as follows:


“Irregularity shall mean any infringement of a provision of Community law resulting from an act or omission by an economic operator, which has, or would have, the effect of prejudicing the general budget of the Communities, either by reducing or losing revenue accruing from own resources collected directly on behalf of the Communities, or by an unjustified item of expenditure to the community budget”

10.3 The requirement for reporting irregularities stems from EC Regulation 1848/2006 and concerns the recovery of sums wrongly paid in connection with the financing of the Common Agricultural Policy.  Under the Regulation, Member States are required to report ALL incidences with a value of €10,000 or more (regardless if payment has actually been made or not) or where fraud is suspected. The Commission’s concern relates to EU monies, therefore the reporting threshold applies only to the EU element of the irregularity detected.  

The Euro rate to be used will depend on the month the payment was made.  To check the rate, refer to the UK Co-ordinating Body website:

http://www.cobody.gov.uk/cobody/cobodyhome.nsf
e.g. for a payment made in Jun 2011, you should go to the website and select the ‘Latest News’ item on the Jun conversion rate, which will confirm the exchange rate to be used.  

For pre-payment irregularities refer to the month in which the remainder of the claim was paid.  Where the entire claim is ineligible, it will be the month the irregularity was discovered. 


10.4 Examples of Irregularity



The following are examples of the type of irregularity which might occur.  Please note that this list is not exhaustive.  


10.4.1 Breach of Terms and Conditions of Letter of Offer


· Failure to respect deadlines,

· Lack of supporting documents to support expenditure,

· Incorrectly completed supporting documents, 
· Retention of documents,

· Failure to implement the EC’s requirements on publicity or procurement,

· Project not proceeding as in the application.
10.4.2 False claim or false supporting documents – suspected fraud.

10.4.3 Evidence gathered at a monitoring/verification visit indicating that items of ineligible expenditure have been included in the calculation of grant previously claimed and paid.

10.4.4 Evidence that a JCC has not set up adequate systems to control and monitor the grant awarded to projects.

10.4.5 Non-existing or incorrect match funding. 


10.4.6 Ineligible costs:


· Use of ineligible costs to obtain grant,

· Inflated project costs,

· Activities already funded from other sources,

· Fees, overhead costs not allowed under the regulations,

· Incorrectly calculated overheads/staff salaries.

10.4.7 Administrative errors - other than simple calculation errors:

· Incorrectly completed claim form,

· Failure to advertise contracts in the Official Journal,

· Failure to maintain records – lack of clear audit trail,

· Awarding contracts/committing funds after programme closure date.

10.5 All claims checked by the JCC must be accompanied by a statement which confirms that a check for irregularities/fraud has been carried out.


Action to be Taken by the JCC on Discovery of an Irregularity 

Irregularities Detected where the amount is under the Reporting Threshold of €10,000 (Recordable Irregularities).  


10.6 A record of all irregularities involving physical loss or possible over payment of grant (post or pre payment) but under the threshold must be kept to identify systemic errors.  This must be submitted to Rural Development Division Programme Compliance Unit (RDD – PCU) quarterly.

N.B. If fraud is suspected the irregularity must be forwarded to the DARD Project Officer immediately regardless of the amount involved (see 10.9).  

Irregularities involving the Overpayment or Loss of Grant Equivalent to €10,000 or more or if Fraud is Suspected (Reportable Irregularities).

10.7 If an irregularity is discovered which involves the possible overpayment or loss of grant equivalent to €10,000 or more, details must be submitted to the DARD Project Officer immediately, regardless of whether or not payment was actually made. These irregularities will be reported to the EU straight away. If fraud is suspected the DARD Project Officer will also notify the Head of Internal Audit and forward to DARD’s Central Investigation Service. All relevant documents, evidence and information must be attached.    
Follow-ups and Clearance of a Reportable Irregularity

10.8 The JCC is responsible for the follow-up investigation and action necessary to rectify a discrepancy. In accordance with EC guidance, the aim should be to clear irregularities within six months of being identified.  DARD will request quarterly updates of all outstanding irregularities.  
Fraud/Suspected Fraud


10.9 Where there is any possibility that a fraud may have been committed, irrespective of irregularity reporting thresholds the case must immediately be referred to RDD local office (DPM or Project Officer) who will then notify the Head of Internal Audit and forward to DARD’s Central Investigation Service. All relevant documents, evidence and information must be attached. An Irregularity form must also be completed.  

10.10 Prompt action is essential in referring a suspected fraud case. No further payments should be made to the relevant project until CIS have investigated and provided a report and recommendations to RDD.  If the promoter contacts the Cluster they should respond as follows:-
“On examining your claim for funding, specific issues, which need investigating have come to light. As a result, your claim has been referred to DARD’S Central Investigation Service for consideration. I am sorry I cannot provide any further details as this may compromise any investigation.”
Irregularities, Suspected Fraud discovered by Non-Programme Officers


10.11 If an Irregularity is highlighted in a visit made by staff not from the Cluster e.g.


· RDD Monitoring Officer

· EU Verification Officer 

· Internal Audit

· NIAO

· EC Audit


The completion of forms and any follow up investigation is the responsibility of the relevant JCC.  
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Chapter 11   Information and Publicity 


 Introduction 

11.1 DARD as Managing Authority of the European Agricultural Fund for Rural Development (EAFRD) has overall responsibility for ensuring compliance with the EC information and publicity rules which are set out in Article 76 of Council Regulation (EC) 1698/2005 and Articles 58-59 and Annex VI of Commission Regulation (EC) 1974/2006.  

11.2 Annex VI of Regulation 1974/2006, which provides implementing rules for information and publicity about assistance from EAFRD, which is directly applicable to DARD as Managing Authority will also apply to Joint Council Committees (JCCs) delivering the Rural Development Programme on behalf of DARD. 
11.3 The JCC will be expected to comply with Council Regulation 1974/2006 and monitor compliance by Project Promoters.

11.4 DARD has produced detailed Communication Guidelines which will allow the JCC to develop its own communication and publicity information which follows the look and feel of the overarching DARD Programme campaign. This guidance is not meant to stifle creativity or prevent JCCs from putting their own stamp on things and should be used as a useful source of information/guidance.

11.5 Project Promoters involved in the Rural Development Programme 2007-2013 must publicise the financial support the European Community is making to their project in accordance with the EC information and publicity rules.

11.6 This section sets out the minimum publicity requirements for JCCs and Project Promoters supported by the EAFRD. This will ensure compliance with the publicity requirements as set out in the Contract / Letter of Offer and the EU regulation on publicity (1974/2006). 

11.7 This section also provides details on the EU legislative requirements. DARD, as Managing 
Authority, will provide separate detailed guidance to JCCs involved in the Rural 
Development Programme (RDP) on logos, publications, advertising, websites, PR and 
events.

Objectives
11.8 The objectives of the rules on EC information and publicity are set out in Article 76 of Council Regulation (EC) 1698/2005. These are:-

· To inform potential beneficiaries of the possibilities offered by the NIRDP and the rules for 
gaining access to programme funding.


· To inform the general public of the role played by the European Community in the NIRDP and the results thereof.


· To ensure the transparency of EAFRD assistance and inform beneficiaries of the EC contribution. 

Managing Authority Role (DARD)
11.9 With a view to transparency, the Managing Authority shall disseminate the most comprehensive information possible on the financing opportunities offered by joint assistance from the Community and the Member States in the rural development programme.

11.10 To that end, the Managing Authority shall ensure that the rural development programme is published widely, with details of the financial contributions from the EAFRD, and that it is supplied to all interested applicants.

11.11 The Managing Authority shall provide the potential beneficiaries with clear, detailed and updated information on the following:

a) the administrative procedures to be followed in order to qualify for financing under a rural development programme;

b) a description of the procedures for examining applications for financing;

c) the eligibility conditions and/or criteria for selecting and evaluating the projects to be financed;

d) the names of persons or contacts at national, regional or local level who can explain the way rural development programmes work and the criteria for selecting and evaluating the operations.

11.12 The Managing Authority shall ensure that bodies that can act as relays are involved in the information measures for potential beneficiaries, and in particular:

a) 
local and regional authorities;


b) 
professional organisations;


c) 
economic and social partners;


d) 
non-governmental organisations, especially bodies promoting equality between 


men and  women and bodies working to protect the environment;


e) 
information centres on Europe;


f) 
Commission representations in the Members States.


11.13 The Managing Authority shall inform potential beneficiaries of the publication provided for in point 11.15.

11.14 The Managing Authority shall ensure that the notification of award of the assistance informs beneficiaries that the action is being financed from a programme part-financed by the EAFRD and the priority axis of the rural development programme concerned.

11.15 The Managing Authority for the rural development programme and the beneficiaries shall take all steps to provide information and publicity for the public on measures financed under a rural development programme in accordance with this Regulation.

11.16 The Managing Authority shall inform the public of the rural development programme’s adoption by the Commission and its updates, the main achievements in the implementation of the programme and its closure.

11.17 Starting from 2008 the Managing Authority shall publish at least annually, electronically or otherwise the list of beneficiaries receiving support from the rural development programmes, the names of the operations and the amounts of public contributions allocated to these operations.


11.18 The information measures shall be implemented by the Managing Authority using all media at the appropriate territorial level. They shall also involve communication campaigns, hard-copy and electronic publications and any other medium regarded as suitable.

Joint Council Committee (JCC) Responsibilities

11.19 Project Promoters must be informed through a clause in the Letter of Offer that the Managing Authority (DARD) is required to publish annually, electronically or otherwise, a list of all beneficiaries receiving support from the NIRDP. This list will include the names of the operation and the amounts of public contributions allocated to these operations.

11.20 The Letter of Offer must also inform beneficiaries that the action is being financed from a programme part-funded by EAFRD and the priority axis of the rural development programme concerned.

11.21 The JCC acting as relay as required by point 1.1 of Annex VI to Commission Regulation (EC) 1974/2006 has also a responsibility at local level to provide potential beneficiaries with clear, detailed and updated information on the following:

· the administrative procedures to be followed in order to qualify for financing under the NIRDP;

· a description of the procedures for examining applications for financing;

· the eligibility conditions and/or criteria for selecting and evaluating the projects to be financed; and

· the names of persons or contacts who can explain the way the NIRDP works and the criteria for selecting and evaluating the operations.

11.22 The JCC should also take all reasonable opportunities to publicise the role of the EC in   co-financing the NIRDP through any relevant information and communication materials produced.

11.23 Guidance and pro-forma regarding the monitoring/recording of publicity in accordance with Regulation1974/2006 is included at Annex 1. 

11.24 The JCC is required to compile Monitoring returns on a 6 Monthly basis and forward to DARD.

11.25 Where an operation under a Rural Development Programme results in an investment (for example, on a farm or on food enterprise) whose total cost exceeds EUR 50 000, the JCC must ensure the project promoter places an explanatory plaque in accordance with the technical specifications set out below. The cost of this plaque, if borne by the applicant, may be included in the application as project expenditure or the JCC may decide to purchase these from its Programme Administration budget as per paragraph 2.61. JCCs may avail of advice from DARD Corporate Service section as to the appropriate logos for inclusion on the plaque. Contact details are contained within the Communication Guidelines booklet.


11.26 The JCC must ensure a billboard is erected by the project promoter at the sites of infrastructures whose total cost exceeds EUR 500 000 in accordance with the technical specifications set out in Para 11.28 below.


11.27 An explanatory plaque must also be installed in the locations of the LAGS financed by Axis 4 in accordance with the technical specifications set out in Commission Regulation (EC) 1974/2006.


11.28 All billboards and plaques shall carry a description of the project/operation, the European 
flag, the Leader logo together with an explanation of the Community’s role, by means of the 
following statement:


This project was part funded under Axes 3 & 4 of the Northern Ireland Rural Development 
Programme 2007-2013 by the European Union and the Department of Agriculture and 
Rural Development'


This information shall take up at least 25% of the billboard or plaque. 


The following statement must be displayed directly below the European Flag logo ‘ The European Agricultural Fund for Rural Development : Europe investing in rural areas’


11.29
The project promoter should also take all reasonable opportunities to publicise the role of the EC in co-financing the NIRDP through any relevant information and communication materials produced – see guidance below.

11.30
Project promoters must advise the JCC about events, launches and major publicity /activities. The JCC will bring important events to the attention of DARD. When marking each project on the database as being complete, the JCC Admin Unit should complete the PR proforma and send to RNNI who will flag possible projects for PR actions and also update the Network database.  The JCC can still carry out its own PR.


To facilitate DARD with reporting project publicity actions undertaken the JCC must;

· ensure that the project promoter is aware of the requirement to acknowledge support for the RDP by including, as a minimum ‘this <input project title or details> has received investment from <Local Action Group name> under the Rural Development Programme’ in any press or magazine articles,

· obtain copies of the press/magazine articles for the project file as evidence of publicity undertaken,

· record the publicity actions undertaken at the publicity monitoring section on System 2007.  

Audit Evidence 

11.31 Project promoters can demonstrate their compliance with EC publicity rules in the following 
ways:

· Promoters can refer to the publicity activities included in their project plans and timeline – this will show that activities are intended even if they have not delivered them yet.

· Publicity budget line – this will show promoters are taking their obligations seriously and that they have been planned for.

· The results of publicity activities and the evaluation of them. This will include press releases issued and press cuttings – copies of publications, invitations, newsletters, training certificates - photographs of publicity activities (such as posters in position – exhibition displays – commemorative plaques in position). 


Annex 1
RURAL DEVELOPMENT PROGRAMME 2007-2013

MONITORING PUBLICITY REQUIREMENTS
The attached pro forma should be used to record publicity actions taken to promote the NIRDP 2007-2013 and two returns are required annually until the end of the programme.  The first return to the Department should be made by 31 July 2009 for the period 1 January 2009 to 30 June 2009. The second return is due by 31 January 2010 to cover the period 1 July 2009 to 31 December 2009. Further publicity returns should be forwarded to RDD local office on a six monthly basis and within 6 weeks of the close of the period.
The purpose of recording and reporting publicity actions will enable DARD to monitor the effectiveness of Publicity Measures undertaken and provide the Monitoring Committee assurance that there is compliance with commission Regulation 1974/2006.

If publicity requirements are not met or logos incorrectly used the Department may deem associated costs ineligible for funding. 
This guidance contains a summary sheet to be used for Axes 3 & 4 Measures which must be completed by the JCC. This pro forma must be completed at the end of each 6 Month period to reach DARD by the third week of the following month. 

The following guidelines can be used in the completion of boxes 2, 3 and 4 of the pro forma

Box 2 


A brief overview of what has happened so far. 

Box 3 and 4
Activities Undertaken during the Previous 6 months.

Box 5 and 6
Activities planned for the next 6 Months.

This section should include detailed information (date, title, occasion/event, who participated, etc) on all communications actions undertaken e.g. launches, publications, press releases, advertising, signage, website, seminars, presentations, etc.  

Copies of supporting material – press release, leaflet/booklet, etc. should be provided with the report.

Examples:

21 January 2009 - Launch of Local Rural Development Strategy

Launch held in X on dd/mm/yyyy to launch the programme under Axes 3 & 4 ‘Quality of Life’ Measures.   Attended by 50 people (3 Journalists).  Press pack issued included overall press release.  All documentation met the Programme and EU requirements.  The launch received media coverage in the local press (details plus copies of press articles). If detailed information on resulting impact of the event is available please provide.  Copy of press pack enclosed.

Signage 1 July 09 – 31 December 09

20 signs erected on the following projects – A, B, C and D.




Box 4 - Examples Planned In the Next 6 Months (July - Dec)

Again this should contain as much detailed information of planned action over the upcoming 6 months. 


Examples:

Exhibition Stand at X Conference 28-30 September 2009.

Leaflet on X due for publication October – press release will be issued.

Advertising call for applications Local Press August 09– press release will be

issued. Signage will be put in place on the following projects A, B, C.

 RURAL DEVELOPMENT PROGRAMME 2007-2013

PUBLICITY MONTIORING

	Name of Joint Council Committee:
	

	AXES 3 & 4 MEASURE:    
	

	PERIOD
	FROM:
	DD/MM/YYYY
	TO:
	DD/MM/YYYY

	OVERALL PROGRESS:

	

	ACTIVITIES SUCH AS EVENTS, PRESENTATIONS, SEMINARS, ROADSHOWS, SIGNAGE UNDERTAKEN DURING THE PREVIOUS 6 MONTHS –  COPIES OF SUPPORTING MATERIAL SHOULD BE ATTACHED

	

	PRESS RELEASES, PUBLICATIONS AND ADVERTISEMENTS PRODUCED IN THE PREVIOUS SIX MONTHS - COPIES OF PR, PUBLICATIONS OR ADVERTISEMENTS SHOULD BE INCLUDED. THE TERM PUBLICATIONS REFERS TO ANY PRINTED MATERIAL OR ELECTRONIC MEDIA e.g. WEBSITES

	

	ACTIVITIES PLANNED FOR THE NEXT 6 MONTHS:

	

	PUBLICATIONS AND ADVERTISEMENTS PLANNED FOR THE NEXT SIX MONTHS:

	

	PROVIDED BY: 
	

	POSITION:
	
	DATE:
	


Chapter 12   Co-operation Projects

Background

12.1 A high value is placed on co-operation as collaborating beyond established borders enables access to information and new ideas which promotes mutual learning and improves local strategies. Co-operation is also expected to stimulate and support innovation and enable the acquisition of both the skills and means to improve delivery. The cross fertilisation and positive effects that can be achieved through co-operation are very important to progression. Therefore while inter-territorial and trans-national co-operation is not always easy, it can be the most effective way of achieving results on innovation and capacity building. Additionally integrating an inter-territorial or trans-national dimension to local initiatives also supports the creation of an EU identity. Learning from co-operation should be disseminated widely especially for the information of new Local Action Groups (LAGs) which have so far had little or no experience in co-operation.



Co-operation Actions
 

12.2 "Co-operation" is unique in that the LAG is the project promoter. Furthermore, as an Axis 4 measure, it must be delivered within the context of the Axis 3 measures. Co-operation actions are available to support a LAG to undertake a joint action with another group taking a similar approach. Co-operation activities can take place in a Northern Ireland, United Kingdom, Ireland, Europe or even a third country context. Essentially co-operation actions must go beyond networking and be more than merely an exchange of experience. Where co-operation is with a third country, only expenditure relating to the areas within the community shall be eligible for support.



Phases of Co-operation Projects

12.3 The support and management of co-operation activities takes substantial time and resources for planning and management. It is therefore important that projects are implemented in conditions that recognise the gradual nature of co-operation. In procedural terms co-operation takes place in two successive phases:



(i)
Pre-development actions: 

These actions precede the co-operation project to facilitate the search for potential partners (e.g. using the assistance and services of the Rural Network for Northern Ireland (RNNI) to search for partners) and support the elaboration of a common preparatory action (market analysis/investigation etc.) This type of action by its nature will inform whether or not a joint action should proceed - see Annex 5.



(ii)
Elaboration and implementation of a joint action: 

A co-operation partnership must involve a concrete joint project managed under a 

co-ordinating LAG to work on a common product - see Annex 6. The practical      co-operation may have complementary objectives such as: 


(i) to identify complementarities; and 


(ii) to achieve the critical mass required for a project to be viable. 

Types of Co-operation

12.4 There are two different types of co-operation possible under the Leader Axis:

(i)
Inter-territorial co-operation: this means co-operation between different rural areas within a Member State. It may take place between LAGs operating under the NI Rural Development Programme and outside Northern Ireland, with groups operating under the LEADER approach. 



(ii)
Trans-national co-operation: this means co-operation between a LAG 
operating under the NI Rural Development Programme and group(s) 
operating under the Leader approach from at least one other Member State, 
or with groups in third countries following a similar approach. 
Primary Eligibility Criteria
12.5 The qualifying criteria for co-operation projects are as follow:

(i)
The co-operation must involve at least one LAG selected under the Leader Axis of the NI Rural Development Programme;



(ii)
It must be implemented under the responsibility of a co-ordinating 



LAG; and 



(iii)
 It must involve the implementation of a joint action.
(iv)
For the implementation of Cooperation projects, NI LAGs can partner with other LAGs selected under the Leader Axis of the relevant Member State Rural Development Programme (2007-2013) or with groups operating as a ‘bottom-up’ partnership in compliance with EC Regulation 1698/2005.
(v)
Where a Cooperation project involves multiple partners who comply with the definition above, the partners are classified as Core Partners (CPs). All CPs must sign the Cooperation Agreement for the project.
(vi)
Organisations that do not conform to the LAG or ‘bottom-up’ principle may also participate in Cooperation projects however their role is limited to that of Support Partners (SPs). SPs are not required to sign the Cooperation Agreement and have no role in decision-making during the joint implementation period.
A Written Co-operation Agreement
12.6 Experience of co-operation projects shows that for effective project management it is important at the outset, to clarify:

a.  the goals to be achieved; 

b. the roles and responsibilities (for management, co-ordination,monitoring and evaluation); and 

c. the financial contributions of each partner. 

As a formal co-operation agreement reduces the possibility of disputes and provides for clarity of understanding and transparent management, all groups engaging in (full scale) co-operation projects are required to enter into a legally binding written co-operation agreement with all partners before commencement of the project. A generic template for the co-operation agreement is attached at Annex 2. This includes a technical annex for the detailed description of the project. The agreement itself contains the general contract terms only and should be adapted by LAGs to reflect their individual needs and the nature of the joint action.
A formal, written Agreement is not required for Pre-Development activities however LAGs may, if they wish, develop a Memorandum of Understanding (or similar) to record the role of involved partners, the common objectives of the Pre Development activity and how costs will be shared and paid.  The creation of such a Memorandum of Understanding is not a mandatory requirement of the NIRDP.
12.7 The agreement must be signed by all the partners and must set out:

i. the project goals (inputs; outputs; and impacts); 

ii. the initiatives that will be implemented to attain them; 

iii. the role of each partner in carrying out the project; 

iv. the financial participation of each one in the project; and 

v. In addition it must set out all components of the whole budget for the joint initiative.


12.8 As a minimum the co-operation agreements must contain:


(i)
a written undertaking by the partners with the names and addresses of the 
Lead Local Action Group and of the partner LAGs/local groups; and 


(ii)
a detailed description of the co-operation project indicating:


· how the need/demand for the project was identified;


· the project goals;


· the activities that will be taken to achieve them;


· the potential beneficiaries;


· the role of each partner in organising and implementing the project           (where appropriate, the name of the technical organisations authorised to carry out certain operations);


· the arrangements for organising and monitoring and evaluating the project;


· the expected results of the multilateral project;


· an overall planned budget and the financial participation of each partner; 


· a timetabled project implementation and management plan;


· the applicable law and the competent courts in the event of a dispute between the parties; 

· If the partners so wish, a clause permitting new LAGs/groups to be included; and 


· a procedure permitting the agreement to be amended. 


Support for Co-operation Projects

12.9 Support for co-operation projects will be granted for pursuit of the objectives set for Axes 3 & 4 measures of the Northern Ireland Rural Development Programme and in line with the aid intensities and funding ceilings set out in the measure sheets. The co-operation may take place as described at paragraph 12.4 above. As a pre-requisite this co-operation must involve the implementation of a joint project; bring together complementary skills, know how, products and or measures and must result in measureable added value for the area. 


Pre - Development


12.10 Pre- Development support will be limited to pre-development actions assisted by the Rural Network for Northern Ireland (RNNI); preparatory technical support; and expenditure for running a common structure. Preparatory technical support is defined as: Support in the planning phase to facilitate the search for and contacting of partners and providing technical support for compiling the dossier. In principle, this preparatory technical support precedes the co-operation project and is ‘upstream expenditure’. This can be costs related to meetings (exchange of experience) with potential partners (e.g. travel, accommodation, and interpreter's fees) or project pre-development cost (e.g. project feasibility study, consulting for specific issues, translation costs, additional staff costs). Upstream Expenditure may not finance expenditure on the holding of partnership meetings once the partnership has been finally established on the basis of an agreement. Meeting costs in the implementation phase will be an integral part of the project costs.
It should also be noted that LAGs can take forward Pre Development projects either on a:

(i) Singular basis (i.e. only one LAG is involved at this stage and a key objective of the activity is to identify partners), or a

(ii) Partnership basis (i.e. a number of LAGs have already agreed at this stage to work together on a common theme).  The Pre Development project may also seek to identify additional new partners.
Co-operation Projects


12.11 The joint action co-operation project is defined as a concrete action with clearly identified deliverables that produce benefits for the participating local areas.  Expenditure relating to the LAG area does not necessarily mean expenditure located in the area (12.10). The action is “joint” in the sense that it is being jointly implemented. The content of the joint action may cover a whole range of eligible activities implemented through the Leader method. 

12.12 Projects must be undertaken within the framework of the unifying theme or themes set out in the Group’s’ local development strategy and the detailed objectives set out for the local implementation plan will apply for co-operation projects.

The Contribution of “Networking”
 

12.13 In the case of trans-national co-operation, preparatory technical support will be backed up 
by the work of the European Rural Network which should promote this type of co-operation. 
The work of the UK National Rural Network (UK NRN) and RNNI in stimulating             
trans-national co-operation will also be crucial. The sites of these will include a web page 
allowing a search for partners. The RNNI in particular has a key role to play in the 
promotion and facilitation of Local Action Groups in co-operation projects (inter-territorial 
and trans-national).  In this respect RNNI will maintain a liaison with other regional rural 
networks in the UK, the Ireland Rural Network and the European Network for Rural 
Development. RNNI has developed, in conjunction with the National Rural Network, a 
guidance document for LAGs that are considering undertaking North South co-operation 
projects. This document should be read in conjunction with these Axis 3 Operating Rules 
and can be viewed on the RNNI website: http://www.ruralnetworkni.org.uk


Selection of Projects

12.14 Under the Strategy implementation contract up to £2.5m is available for co-operation 
actions which are an integral part of the accepted local development strategies. Therefore 
co-operation projects must in general be selected in the same manner as other projects 
within the local development strategy (see paragraph 4.16). The only exceptions to this rule 
are pre-development co-operation projects. Further funding of up to £2.5m will be made 
available by bid for LAGs to specifically engage in North/South co-operation projects. Once 
announced any LAG can apply for funds, however preference will be given to groups that 
can demonstrate that they have successfully undertaken co-operation projects. 

12.15 In all co-operation projects the LAG will be the applicant organisation and therefore to 
ensure transparency in assessment and avoid potential conflict of interest it is important 
that the signatory to the application is not involved in the internal assessment processes. In 
this respect a sub-group within the LAG should be specifically set up to identify co-
operation opportunities, make application and carry forward the project. In kind with all 
other applications for funding under the Axis, the application must be made on-line through 
eugrants.org. LAG members must not engage in the assessment of any project for which 
they are part of the application sub-group. The RNNI will be a valuable resource to the LAG 
in its search for potential co-operation opportunities and potential co-operation partners.


Where a number of LAGs intend to work together on a Pre Development project, each partner LAG is responsible for submitting an application for their element of the joint project.  The application must be assessed and scored by the LAG and also considered by the JCC.

12.16 To facilitate the commencement of pre-development work on any potential co-operation 
projects LAGs should apply on-line to carry out a pre-development project. This will attract 
preparatory technical support within a funding ceiling of £5,000 at an aid rate of up to 100% 
as set out in the Axis measure sheets. For this type of action there is no requirement for an 
economic appraisal to be carried out. 


Application Process (Co-operation pre-development projects – Including Trans-National projects)


12.17 In common with all applications, co-operation pre-development projects require completion of application forms. There is no requirement to complete an Economic Appraisal. LAGs must complete the pro-forma at Annex 1. This pro-forma requires the LAG to clearly set out the rationale for the co-operation pre-development projects. Before either a Letter of Offer or rejection is issued, the JCC must consider the rationale and, if content to proceed, forward the completed Annex 1 pro-forma to the local DARD representative who will relay it to the Axes 3 & 4 Manager for formal consideration. Only an appropriately signed and original Annex 1 pro-forma will be accepted for consideration. Where a pro-forma is found to be incomplete or unclear the pro-forma will be referred back to the JCC. The JCC will then have a period of 13 weeks to address the issues raised and re-submit to DARD otherwise the proposal will be deemed by DARD to be rejected.  Following consideration of the rationale and recommendation contained within Annex 1, DARD will advise the JCC on its adjudication. 

Following the request by LAG’s for additional support on Cooperation activity, DARD has designated a Cooperation Coordinator to assist LAGs.  LAGs are now recommended to discuss their proposal with the Cooperation Coordinator before (i) submitting an on-line application and (ii) sending a completed Annex 1 form to DARD for consideration. This way, the overall objective of the Pre Development activity can be reviewed with DARD and the content of the Annex 1 form agreed before formal submission.
Following assessment and JCC approval, the Annex 1 must be submitted to DARD for authorisation.  The Annex 1 form (signed by the JCC Chair) should be forwarded to the DARD Cooperation Coordinator who will seek sign off by the RDP Principal Officer responsible for the applicant LAG.  For expediency, DARD will accept an e-copy of the form (pdf format) and if content, will inform the LAG verbally of consent to proceed however this is subject to receipt of the original hard-copy Annex 1 which, if all is in order will be signed by DARD and returned.
Application Process (Implementation of Co-operation Projects)


12.18 For co-operation projects, full application and assessment procedures must be followed in line with the direction in chapter 4 of these operating rules (including completion of Economic Appraisal). Note that Section 5.27 directs that the economic appraisal should not be completed by the promoter but should be undertaken independently.  The EA can be undertaken either by procurement of a consultant or via the services of an independent Council officer from within the LAG area or from another NI LAG area. In cases where more than one NI LAG is involved in a Cooperation proposal, a single Economic Appraisal can be commissioned on a shared basis however the EA must appropriately reference the needs, costs, benefits and impacts of each participating NI LAG.  In addition the LAG must submit a ‘model co-operation agreement’    (Annex 2) by way of application for approval to the JCC. The Joint Council Committee, if content for the co-operation project to proceed must formally endorse the project and submit it to the local DARD representative who will relay it to the Axes 3 & 4 Manager for formal approval. 


In the case of cross-border projects, these will be presented by DARD to a Cross-Border Steering Group for Rural Development for subsequent assessment against the criteria listed at Annex 3. As with applications for pre-development costs only appropriately signed and original Annex 2 Model Co-operation Agreements will be accepted for consideration. All submissions for approval of Co-Operation projects must be fully completed.  Where a Co-operation Agreement is found to be incomplete or unclear it will be referred back to the recommending JCC by the Cross Border Steering Group for identified weaknesses to be addressed. In all such referrals a maximum period of 13 weeks will be afforded for the issues raised to be addressed and the re-submission of the proposal to DARD. Should conditional approval be granted, DARD will notify both the JCC and the Commission of the provisional approval. All DARD approvals for co-operation projects will be made conditional upon the other parties also gaining approval from their funding bodies/managing authorities and will be valid for 9 months.


As a useful reference Annexes 5 and 6 set out in diagrammatic form the application/assessment processes for both pre-development and co-operation projects. 

Role of the Lead Local Action Group


12.19 Each co-operation project must be implemented under the supervision and co-ordination of a lead group designated by agreement among the groups involved in the project on the basis of a written co-operation agreement.  The co-ordinating group has the final responsibility for implementing the project and is the channel of communication with the regional or national authorities for giving the information required on the progress of applications for finance and actual achievements.  There must be real ‘Leadership’ functions assigned to the Lead LAG group. Normally the following tasks will be assigned: 


-steering and co-ordination of the design of the project, including preparation of the co-operation agreement presenting the co-operation project (description of the project and definition of the respective commitments of the various LAGs)


-financial co-ordination of the project: collection of information on the applications for financing presented by each group (this information is then available to each group and the regional or national authorities concerned)


-steering and co-ordination of implementation of the project and the tasks which are the responsibility of each partner to ensure correct implementation for the joint project


-promotion and monitoring of the co-operation project (financial progress in terms of expenditure incurred and revenue secured, organisation of exchanges between groups, preparation of records of implementation)


-checking compliance with the commitments made by each group for the correct implementation of the joint project. 

Expenditure incurred on these tasks is part of the co-operation project financed by the “co-operation” measure of the programme. 
Role of Project Partners 

12.20 Tasks and expenditure should be shared among partners so that each partner must take 
part in project activities. Each partner is responsible for its own commitments vis-à-vis other 
groups and the lead group on the basis of a co-operation agreement (see Annex 2). 


12.21 Notwithstanding the roles assigned to partners, each Group still retains administrative and 
financial responsibility for the operations that it heads. It is responsible for drawing up the 
financial forecasts and financing plan and for negotiations with those providing part-
financing. It is responsible for keeping and making available to the regional or national 
authorities all the accounting documents supporting expenditure incurred and the nature of 
public part-financing. 




Eligibility of Operations

12.22 Apart from operations corresponding to a very precise theme, the implementation of which 
requires a larger area than that of the LAGs concerned, only operations concerning the 
territories selected under the Leader Axis will be eligible under the measure “co-operation”. 
However, expenditure on co-operation co-ordination becomes eligible for all the areas 
involved.  


12.23 Co-ordination will incur among others, costs for meeting of the partners; administrative and 
financial tasks of the co-ordinating group; legal definition of the co-operation agreement 
and/or the common legal structure operation of the joint structure. Sharing of these costs 
among partners on the basis of the co-operation agreement represents eligible expenditure 
– subject to adherence to programme procurement rules. 
· For Axis 3 Measures, all training activity other than bespoke training is ineligible.  Funding for bespoke training (for example, to fund technical instruction on the operation of machinery) is capped at a maximum level of £5000.  

· For Cooperation projects, knowledge transfer, capacity building and sharing expertise are considered to be key activities underpinning and supporting the Leader Cooperation approach.  As such, these activities are eligible elements of Cooperation activity.  There is no specific cap level on the value of these activities.

· As an aid to determining the suitability of knowledge transfer-type activity for Cooperation projects,  the following principals must be applied:

· support shall not include courses of instruction or training which form part of normal education programmes or systems at secondary or higher levels;

· support shall not include courses of instruction or training that involve the potential award of a qualification;

· the activity must be based upon the transfer of knowledge and skills from one partner region to another or across the projects combined area on a common theme;
· The activity  must result in measureable added value for the area; and 
· There must not be existing, similar provision in the region.
· In addition, RDP funding cannot be used to cover the cost of attendance at formal training events even where funding to attend is not available from any other mainstream source.   

· The operation of a small grants scheme as part of a Cooperation project is not eligible.  

· Time spent by Lead Council Admin Unit officers on activities associated with the preparation and Pre-development of Cooperation projects i.e up to the formal commencement of a full-scale Cooperation action, is eligible expenditure against the Admin budget.

· Lead Council Admin Unit officers must not account for Cooperation costs related to the same activity from both Admin and Programme budgets.  Double-funding is strictly forbidden. 

Trans-national Co-operation Projects 

12.24 A distinction is made between trans-national co-operation within the European Union and 
that involving a non-member country. Trans-national co-operation within the Union requires 
at least two LAGs located in two Member States with at least one selected under the 
Leader Axis. As with Inter-territorial co-operation projects there must be a written 
agreement between partners and a co-ordinating lead LAG. The roles and responsibilities 
are as described in paragraph 12.20 above.

Approval Procedure for Trans-national Co-operation Projects 


12.25 By its nature the implementation of a trans-national co-operation project will be more 
challenging and more difficult than an inter-territorial project. In addition the Managing 
Authority is required to advise the Commission of all approved trans-national co-operation 
projects. With this in mind the following procedure should be followed: 


(i)
 a LAG which intends to take part in a co-operation project 




will submit a ‘model co-operation agreement’ (see Annex 2) by way of 


application for approval to the JCC. 

(ii)
the JCC if recommending approval must relay both the co-operation 


agreement (Annex 2) and the information exchange form at Annex 4 to the 

Axes 3 & 4 Manager through the Local Contract Manager, for formal 


approval.



12.26 Trans-national co-operation with an area in a third country must involve at least one area 
selected under the Leader Axis. Where an area selected under the Leader Axis engages in 
co-operation with an area in a country outside the Community, organised according to the 
Leader approach, the expenditure involved relating to the Leader area becomes eligible 
(share of the co-ordination and joint project assumed on the basis of the co-operation 
agreement by the Leader area, e.g. participation by the Leader local action group in 
partnership meetings; local application in its area of the joint project). In other words, 
expenditure "relating to" the Leader area does not mean necessarily "in the area"; 
Expenditure in the area in the non-member country and not related to the Leader area is 
not eligible. The definition of the non-Community area participating in co-operation should 
be consistent with the Leader approach.
PROPOSED PRE-DEVELOPMENT PROJECT                                                

ANNEX 1

	Title of Pre-development Co-operation Project




	CONTACTS

	Name of Local Action Group:



	Name of Chairperson:



	Name of contact person for this form:



	Address of contact person:

Telephone:

Fax:

E-mail:


	Description of the Pre-Development Project for Co-operation Action

	1. Describe the product/service or action which it is believed can be developed through a pre-development co-operation action? 


	2. Explain why the project idea is not amenable to mainstream project development and implementation; 


	3. Explain why the project idea is likely to be achievable if undertaken as a joint co-operation action?


	4.  What are the desired outcomes for the area from the co-operation action?


	5. Detail Potential Partners if known?



	6. What advice or sign posting has been provided through RNNI?




	Planned Budget for Project

	
	Anticipated Activities
	Cost £

	
	
	

	Studies/Consultancy
	
	

	Product Development
	
	

	Travel/Subsistence
	
	

	Meetings/Hospitality
	
	

	Other
	
	

	Total
	
	


	Joint Council Committee Comments on this proposal

	Comments:



	Name of Joint Committee:



	Recommended for approval:


	YES
	NO

	Name:



	Signature:



	Position on Joint Committee:



	Date:




	Ratified by DARD

	Name:

Signature:
	Date:


MODEL CO-OPERATION AGREEMENT
    

                               

ANNEX 2
Title of Co-operation Project:                                                             

Declaration:

The undersigned, representing the LAG partners, hereby undertake to implement the co-operation project defined in the Annex and also certify the veracity of the information contained therein. 

Applicable law and competent court
The agreement is governed by ….. Law.

Any dispute between the parties resulting from the interpretation or application of the agreement which cannot be settled amicably shall be brought before the courts of ………….

Clause permitting the inclusion of new partners ("Leader or other local action groups may be included by an amendment to this agreement should they express the wish")

Clause permitting other amendments. 

SIGNATURES






ANNEX 2

ANNEX TO CO- OPERATION AGREEMENT

DESCRIPTION OF PROJECT  

Title of Co-Operation Project:








PARTNERS IN CO-OPERATION PROJECT

	Contacts:



	Name of Lead Local Action Group under Leader Axis:



	Name of chairperson:



	Name of contact person for this form:



	Organisation responsible for local programme:



	Address of contact person:

Telephone:

Fax:

E-mail:

Languages spoken/understood:


	Contacts:



	Name of Lead LAG/other local action group 1:



	Name of chairperson:



	Name of contact person for this form:



	Organisation responsible for local programme:



	Address of contact person:

Telephone:

Fax:

E-mail:

Languages spoken/understood:


	Contacts:



	Name of Lead LAG/other local action group n:



	Name of chairperson:

	Name of contact person for this form:



	Organisation responsible for local programme:

	Address of contact person:

Telephone:

Fax:

E-mail:

Languages spoken/understood:


Description of the co-operation project

	1. Background to project; including detailed needs analysis. Please demonstrate how the local need / demand for each partner involved has been identified. 



	2. Description of the project and objectives, the main objectives (including location and relevant dates), the beneficiaries of the action and its state of progress. 



	3. Description of expected results / tangible outcomes for the beneficiaries of the action and the areas involved with specific reference to the inter-territorial / transnational dimension.



	4.  Approach, methods & procedure for implementing the project for which funding is requested. 



	5. Duration of implementation of project.


	6. Role of each partner in relation to the main activities.




Planned Budget for Project
	
Rural Development Programme
	
Coordinator LAG or LAG/other groups
	
Anticipated Activities
	
Cost (EUR)
	Financing (EUR)

	
	
	
	
	Community EAFRD
	Public
	Private

	
	Organisational/coordination expenditure

(shared)
	
	
	
	
	

	
	Other expenditure (shared) 

(main activities …):
	
	
	
	
	

	
	Other expenditure 

(not shared)
	
	
	
	
	

	
	TOTAL
	
	
	
	
	












Annex 3

Criteria for assessment of Cross Border Projects of the Rural Development Programme 2007-2013 

When assessing Cross Border projects the Interdepartmental Cross Border Steering Group for Rural Development shall take the following into consideration: 

1. Is there sufficient evidence provided of a needs analysis? 

2. Is there sufficient evidence provided that there is a demand for the project? 

3. Are there clearly defined S.M.A.R.T. objectives which are clearly related to the needs analysis?

4. Is there evidence of expected results, which are likely to be achieved?

5. Is there a realistic procedure for implementation including how the project will be evaluated post completion and how will the results/outcomes be disseminated?











Annex 4

INFORMATION EXCHANGE FORM FOR TRANS-NATIONAL CO-OPERATION PROJECT

	Basic Information on the Project



	Title of the co-operation project:



	Acronym:



	Duration of actions envisaged under the co-operation project:

Start date:

End date:



	Total cost for the lifetime of the co-operation project (in €):

Breakdown of the budget of the project by financial sources

Total budget : 

EAFRD :

Public :

Private :

Breakdown of the budget by partner

Total budget Coordinator partner:

Partner 1:

Partner 2:

Partner 3:

Partner 4:

Partner 5:

Partner 6:

Partner 7:

Partner 8



	Information on Co-operation Partners

	Coordinator partner details:

	Official name of the coordinator LAG:



	Name of Chairperson:

LAG contact person for co-operation


Name:

Address of contact:

Telephone No:

Fax No:

E-mail:

Languages spoken/understood:

	Name of competent reporting authority including contact person:

Date of notification to the Commission :

Name of competent authority delivering the approval :

Date of project approval :


	LAG 1 details:

	Official name of the LAG:

	Name of Chairperson:

LAG contact person for co-operation

Name:

Address of contact:

Telephone No:

Fax No:

E-mail:

Languages spoken/understood:

	Name of competent reporting authority including contact person:

Date of notification to the Commission :

Name of competent authority delivering the approval :

Date of project approval :

	LAG 2 details:

	Official name of the LAG:

	Name of Chairperson:

Name of LAG contact person for co-operation

Name:

Address of contact:

Telephone No:

Fax No:

E-mail:

Languages spoken/understood:

	Name of competent reporting authority including contact person:

Date of notification to the Commission :

Name of competent authority delivering the approval :

Date of project approval :





Annex 5

PRE-DEVELOPMENT SUPPORT PROCESS







Annex 6

CO-OPERATION IMPLEMENTATION PROCESS


Chapter 13   Database Operating Procedures

INTRODUCTION


Purpose

13.1 The aim of these operational procedures is to put in place a set of standardised procedures to govern the use of and access to Systems 2007, an application used by the Department of Agriculture and Rural Development (DARD).


13.2 These operational procedures are drawn from the higher-level System Security Policy 
(SSP).  A copy of the SSP is available on request from the DARD System Manager.  
Reference can also be made to Annex A which contains the contact details for key staff 
involved with the operation and maintenance of Systems 2007.

13.3 It is intended that these procedures will help all authorised users of Systems 2007 understand their respective roles and hence discharge their assigned duties accordingly. This is 
particularly relevant where these duties impact upon the ongoing use and security of the system.

Scope

13.4 These procedures apply to all authorised users of Systems 2007. The procedures also 
apply to all hardware, software, data and other assets which comprise Systems 2007.  
The principles 
and rules laid down in the DARD Departmental IT Security Policy are 
applicable to the Systems 2007 infrastructure. This policy does not override the DARD 
Departmental IT Security Policy, directives from the Departmental Security Officer (DSO) or 
instructions from agents of the DSO who are responsible for advising on the protection of 
information.

SYSTEM DESCRIPTION

System Title

13.5 The development title of the system is “EU System 2007-2013”; however, it is referred to as 
System 2007.

13.6 System 2007 is an online (internet-based) website and database system designed 
specifically for the management, reporting and monitoring of grants offered under Northern 
Ireland European Funding Programmes 2007-2013, which is being managed by DARD.  
The System is also an inter-Departmental System being used by SEUPB, DETI and DEL.

User Manual

13.7 These procedures should be read in conjunction with the EU Systems 2007 User Manual.  
A copy of the manual will be provided to a Cluster when appointed; however, copies 
can be obtained at anytime by contacting the DARD System Administrator.  See Annex A 
for relevant contact details.  





Functions

13.8 The main functions provided by System 2007 include:

· Maintenance of European programme data, documents and opening and closing of calls by official users;


· Creation and submission of applications for grant by public and official users;


· Processing and evaluation of submitted applications by official users;


· Quality Assurance;


· Entry of claims by official users for reimbursement to project promoters 


· Uploading of documents and relevant information by project promoters and by official users;


· Recording of financial and non-financial data for approved projects by official users;


· Recording of management verifications, audit checks, irregularities, revenue, recoveries and corrections;


· Creation and processing of interim claims (drawdowns) to the European Commission by official users; and


· Reports (standard and ad-hoc) on data held on the system by official users.

PC Hardware & Software Requirements

13.9 As System 2007 is an Internet-based system the only hardware and software requirements 
that are needed to access, input and extract data can be categorised as follows:


	System
	Setup
	Hardware & Software Requirements
	Notes

	Stand-

Alone

(Local PC)
	Optimised
	· Windows XP (at least Service Pack 2)

· Broadband access

· Internet Explorer 7 1
· Firewall 2
· Anti-virus software 2
· Adobe Acrobat Reader (to read pdf documents) 3
· Microsoft Word for producing acknowledgement and rejection letters and reports


	See Notes 

1, 2 & 3

See 

Annex B 

for full spec

	Stand-

alone 

Local PC)
	Basic
	· Windows 2000 or above

· Dial-up 

· Internet Explorer 6 1
· Firewall 2
· Anti-virus software 2
· Adobe Acrobat Reader (to read PDF documents) 3
· Microsoft Word for producing acknowledgement and rejection letters and reports
	See Notes 1, 2 & 3

See 

Annex B for full spec

	Networked System:  Server
	Standard
	· It is difficult to recommend a server setup as it depends on the number of client PCs accessing the system and the type of work that is being performed.  Local IT Engineer would be better placed to recommend such a technical setup 4
	See Note 4

See 

Annex B for full spec



Notes:



1 System 2007 has been tested and should operate successfully with recognised industry standard Internet browsers such as Mozilla Firefox and Safari. System 2007 has however been optimised for Internet Explorer V7.0 and therefore this is the recommended browser to use where possible. 


2 See Data Handling Requirements (Para 13.46 – 13.65) for compliance.

3 Adobe Acrobat Reader is a free program.  Links are available in the System to download Adobe Acrobat Reader to read the PDF format.

4 The requirements for using a PC for System 2007 are much more dependant on software and internet connectivity.  It is worth noting that the screens for System 2007, like any other web based application, require sufficient processor speed and memory to render the graphics.  A higher specification processor and increased amount of onboard memory (RAM) will allow the faster rendering of screen displays on the users PC.  

Configuration

13.10 Many aspects of systems 2007 are user-configurable by System Administrators, including:

· Programme structures

· Cluster details and responsibilities

· User access profiles

· Selection criteria

· Document Templates


These procedures state the general principles for managing these configurations to avoid loss of system integrity and data.

SYSTEM MANAGEMENT


Official Users

13.11 Official users are defined as the staff of those Organisations concerned with the 
management of the Programmes including staff from Managing Authorities, Certifying and 
Audit Authorities, and Clusters.  Official Users will be registered on System 2007 by System 
Administrators only and will be allocated a user access profile appropriate to their business 
role (Section 3 of the User Manual refers). 


13.12 The system has been designed in such a way to ensure that Users cannot access database processes that do not conform to their assigned user access profile. They can therefore not access or amend application details outside their assigned operational or business area.



Staffing Levels Required to Operate System 2007

13.13 Each individual Cluster should seek to put in place the recommended staffing levels 
required to support the ongoing operation, management, and maintenance of System 2007.  
However, it is acknowledged that where resources are constrained it is possible to operate 
the system with a minimal staffing complement. This however is accomplished at the 
expense of a reduced level of checking and staff support. Operation of the system under 
such circumstances carries with it a higher probability of data errors and vulnerability to 
fraudulent activities. The table shown below indicates both the recommended and minimal 
staffing complements for the operation of System 2007.

	Level
	Staffing Requirement
	Total

	Recommended 
	· 2 x System Administrators

· 2 x Authorisers 

· 2 x Standard Users 

· 2 x Payment Checkers
	8

	Minimal
	· 1 x System Administrator

· 1 x Authoriser

· 1 x Standard User

· 1 x Payment Checker 
	4

	See : Users Profiles for breakdown of roles and responsibilities (Para 13.16 – 13.36)


Official User Group Administration (Section 5.3 of the Systems 2007 user manual refers)

13.14 Official User Groups allow System Administrators to allocate specific Users to specific 
functions/duties.  Before creating a User Group, System Administrators should give careful 
consideration to the purpose of the Group and the various user types that will exist within 
the Group e.g. Administrator, Standard, Authoriser, or Viewer.  In practice, however, only 
one User Group with correctly allocated duties is sufficient for the successful running of any 
Measure by any Cluster.  

13.15 DARD as the Managing Authority will set up an initial ‘Default User Group’ for all new 
Clusters. Local System Administrators will be able to amend the functions and 
permissions of their specific Default User Group but in doing so they must ensure 
that access controls comply with all relevant operational procedures.  See System Controls 
for further information (Para 13.37 – 13.45).  

User Profiles

13.16 The allocation of profiles and access is controlled by the System Administrator.  There are 
4 user profiles available in System 2007 but in reality 5 exist – a Payment Checker 
role has been activated but its functions and permissions are not configurable by MA or DA 
System Administrators.  Each profile has its own varying sets of available functions, 
which are discussed in more detail on the following pages.


Administrator Role

13.17 The role of the System Administrator is critical to the overall operation of the system. As 
such it 
is important that the individual selected to fulfil this role should possess the 
necessary skills and organisational position to carry out the relevant duties. These 
include the day-to-day administration of the system including managing security (See 
the sections on System Controls and Data Handling Requirements within this chapter for 
more information).  A System Administrator will usually be an Officer of senior rank.  
Each Cluster must have at least 2 System Administrators, however where resources are 
constrained it is possible to have 1 Administrator only (see Staffing Levels at Para. 
13.13).


System Administrator permissions must not overlap and there must be clear distinction in segregation of duties in System 2007.  System Administrators must not have any other role on the System as this would conflict with their System Administration duties.



Administrator Responsibilities

13.18 The responsibilities of local System Administrators will include:

· The provision of guidance to users on the application of these Database Operating Procedures.

· Access control - see Access Controls (Para 13.37 - 13.41) for more information and guidance.


· System security - see Data Handling Requirements (Para 13.46 - 13.65) for more information and guidance. 


· Involvement in investigating breaches of these procedures, or any other subordinate policy including the collation of supporting evidence from system logs/audit trails.


· Undertaking appropriate training in fulfilling their role.


· Setting up Official User Groups Types


· Setting up Official Users


· Allocating permission/, functions and profiles


· Application Call Administration


· Downloadable Documents Administration


· Template Association



Administrator Functions

13.19 Initial functions/permissions will be allocated by the MA System Administrator but can be 
revised by DA System Administrators at a later date. To view functions and permissions 
allocated to the System Administrators profile under the Default User Group see Annex C. 
 

Administrator Training

13.20 Though it is not essential for System Administrators to attend the standard 2-day training 
course, they must attend a 1-day training course specifically on system admin duties before 
an access profile is granted.  All requests for training will only be granted upon completion 
of Form EUS2.

Authoriser Role

13.21 Authorisers will usually have a managerial status.  Each Cluster must have at least 2 
System Authorisers though where resources are constrained it is possible to have 1 
Authoriser only (see Staffing Levels at Para 13.13).

Authoriser Responsibilities

13.22 The main responsibilities of an Authoriser will include:

· Authorising Letters of Offer

· Authorising LOO amendments

· Approval of Payments

· Financial Corrections



Authoriser Functions


13.23 Functions/permissions will be allocated by System Administrators.  To view functions and 
permissions allocated to the Authoriser profile under the Default User Group see Annex C.  



Authoriser Training

13.24 Authorisers must attend a 2-day training course before system access is granted.  All 
requests for training will only be authorised and granted upon completion and receipt of 
Form EUS2.

Standard User Role 

13.25 Each Cluster must have at least 1 Standard User.  The role of Standard user shall 
fall to members of staff whose duties are to process applications and payments.  



Standard User Responsibilities

13.26 The main responsibilities of a user will include:

· Data Input

· Application Processing

· Application Assessment

· LOO Processing

· Application Monitoring

· Financial Processing (Input of Payments)

· Project Maintenance

· Reporting



Standard User Functions

13.27 Functions/permissions will be allocated by System Administrators.  To view functions and 
permissions allocated to the Standard User profile under the Default User Group see 
Annex C.  

Standard User Training

13.28 Standard Users must attend a 2-day training course before system access is granted.  All 
requests for training will only be authorised and granted upon completion and receipt of 
Form EUS2 (Annex E).



Payment Checker Role

13.29 DARD has requested that 3 staffing levels be involved in the processing, checking and 
authorisation of payments.  To that end, DARD has activated a built in payment checking 
facility. This means that a Standard User cannot check his/her own work. Although the 
System does force that a different member of staff performs this check it will force a further 
check to be performed on the initial claim check to release the payment for Authorisation.  
Audit logs will show the different levels of checking applied to each payment.

Payment Checker Responsibilities

13.30 It is highly likely that a Payment Checker will double-up as a Standard User.  This being the 
case, the main responsibilities of a Payment Checker (in addition to the responsibilities of 
being a Standard User) shall include Payment Checking. 

Payment Checker Functions

13.31 The Payment Checker role does not attract specific Payment Checking Functions other 
than to check a payment.  If a Payment Checker is going to double-up as a Standard User 
then those functions also apply. In that case, to view all standard functions and permissions 
allocated to the Standard User profile under the Default User Group see Annex C. 
  

Payment Checker Training

13.32 Depending on the staffing levels within each DA, if Payment Checkers are required to 
check claims only then System 2007 training is not required, as the User will be only be 
required to log in and acknowledge that they have checked the payment.  If a Payment 
Checker is going to double-up as a Standard User they will be required to attend the 
Standard 2-day course. In that case all requests for training will only be authorised and 
granted upon completion and receipt of Form EUS2 (Annex E).


Viewer Role 


13.33 Viewers will have read-only access and will be able to view information and run reports 
only. 



Viewer Responsibilities

13.34 Viewers will not be able to perform any data input or data edit actions on System 2007 and 
therefore have no responsibilities related to these activities.



Viewer Functions

13.35 Functions/permissions will be allocated by System Administrators. To view all standard 
functions and permissions allocated to the Viewers profile under the Default User Group 
see Annex C.  



Viewer Training

13.36 It is not necessary for Viewers to receive training, mainly because they are unable to 
perform any action on the System other than ‘Viewing’ and ‘Reporting’.  However, to 
familiarise themselves with System 2007 as a whole, and to make good use of the 
extensive reporting facility, Viewers are eligible to apply for training. All requests for training 
will only be authorised and granted upon completion and receipt of Form EUS2 (Annex E).

SYSTEM CONTROLS

Access Control

13.37 The System 2007 shall:


· control user access to data and application system functions;

· provide protection from unauthorised access for any utility software;

· not compromise the security of other systems with which IT resources are shared.

13.38 Creation and maintenance of the first Managing Authority (MA) System Administrator profile 
will be the responsibility of the Superuser, who will maintain records of the profiles created. 
Further MA profiles will then be created by the MA System Manager.

13.39 Creation and maintenance of the first Cluster System Administrator profile will be the 
responsibility of the MA System Administrator, who will maintain records of the profiles 
created.  This process will require approval from the relevant DARD Project Officer. The DA 
System Administrator will be allocated to the Default User Group (see Annex C for list of 
available functions).

13.40 The creation and editing of subsequent user access profiles of DAs will be performed by 
the DA System Administrator and full audit trails will be retained to identify the creation, 
amendment or deletion of users.  The Audit logs will identify the Administrator, time, and 
date of the change. All Audit trail logs will be backed up and stored securely in the event of 
an incident (see Incident Reporting - Para 13.62 & 13.63).

13.41 In creating access profiles System Administrators will apply the following principles:

· Access will only be considered on receipt of a completed and authorised Form EUS1 (Annex D).


· Access cannot be granted until the requestor has completed the security question.


· Requests for access must be based on a business need to use the system and will be recorded by the administrator. 


· The request must identify the role of the requestor, and the body or authority to which they belong. 


· The level of access granted will be based on the principle of least privilege.


· A user must be allocated a single profile to access the system. Where a user’s business role changes, the administrator must ensure that they have an amended profile which reflects their new role.


· Where a user no longer has a need to access the system, they must be required to notify their administrator who will lock their profile by marking it ‘inactive’, i.e. formal registration and de-registration process.


· Access to transactions is controlled by assigning users to ‘Official User Groups’, each of which has a set of associated transactions. Where identified by requestors, the Administrator will create new transactions ensuring that any users within the group comply with the least privilege principle.


· In assigning transactions, Administrators must maintain stated segregation of duties within business procedures.


· Accounts will be automatically ‘timed out’ after 20mins of inactivity.  This action ensures maximum server performance.


· Where a User accidentally logs out (i.e. closes Internet Explorer without logging out) he/she will be unable to log in until a period of 15 mins has elapsed. 

Password Control

13.42 Passwords must conform to the following standards to meet the requirements of the DARD 
System Security Policy:

· Each User ID must be unique to ensure that activities can be traced to individuals.  A suggested naming convention for each User would be surname and initial, i.e. BloggsJ.  The System will detect duplicate User names so additional initials should be used to differentiate between users of similar names, i.e. BloggsJo


· System 2007 requires that passwords be at least eight characters long; contain two numbers and one uppercase character. Password cannot be completely numerical.


· Passwords are stored in an encrypted format so that no-one, not even the System Administrator, may see the password chosen by the user.  


· Passwords shall be generated in a manner which makes them difficult for unauthorised people to guess.  If passwords are required to be reset, System 2007 will generate an encrypted password which will be sent to the email of the User.  Users will be prompted to enter a more memorable password when logging in after a password reset.


· Users shall follow good security practices in the selection and use of passwords, i.e. passwords should not be sequential, i.e. Password01, Password02, etc. 


· Passwords shall be changed frequently to assist in ensuring that the confidentiality of the password continues to be maintained.  System 2007 currently does not, at this stage, prompt for a change of password but this will be considered for a later version.  As a workaround System Administrators must force a reset of passwords every 6 weeks for all Users until the password reminder feature is programmed into System 2007.


· Passwords shall be distributed to users in such a manner that the confidentiality of the password is maintained.  System 2007 uses email for this purpose.


· The log-on dialogue shall not assist unauthorised users in any attempt to gain unauthorised access.


· The workstation identifier shall be used to restrict users to specific workstations or assist in investigation of any specific security related incidents.


· Access by remote users shall be subject to authentication

Audit Control

13.43 The System 2007 will retain audit trails of all actions carried out on the System by each 
User irrespective of profile.  The Audit log will identify the User, time and date of the 
change, old and new values, etc. All Audit trail logs will be backed up and stored 
securely 
in the event of an incident. Access to the audit log is available via the Reporting menu.  



System Backup

13.44 RMA Systems will provide a complete backup and recovery service for all data stored 
centrally on all its servers, therefore Clusters are not required to take backups.  


13.45 If backups/data is taken onto removable media for any purpose, Administrators must 
ensure that the principles and practices adopted comply with Data Handling 
Requirements (see below).


DATA HANDLING REQUIREMENTS


Mandatory Standards

13.46 The Data Handling Procedures in Government Report: June 2008 outlines a number of new mandatory standards for data handling, in order to provide a minimum baseline level for the protection and handling of personal data.



Compliance & Responsibility

13.47 The Report makes it clear that Departments, and its third parties, will be accountable for 
the actions taken to ensure that the mandatory standards referred to in 


The Data Handling Procedures in Government Report: June 2008 are applied.  There is 
no 
exception – compliance is mandatory.

13.48 Government as a whole has adapted the legal and administrative framework for protecting 
data by enacting the Data Protection Act 1998 (DPA), updating previous legislation and 
implementing the 1995 European Directive on Data Protection. The DPA requires anybody 
processing personal information to comply with eight principles, one of which is to ensure 
that personal information is secure.

13.49 The MA System Administrator will provide updates on policy advice and guidance in 
respect of data handling requirements, but the overall implementation for everyday use 
and compliance will be the responsibility of local System Administrators.

13.50 The following paragraphs provide extracts and interpretations from both 

The Data Handling Procedures in Government Report: June 2008 and the 

Data Handling Procedures in 
Government: Interim Progress Report to highlight and inform 
Users of the need for compliance with data handling requirements when using System 
2007.  

Use of Information

13.51 Information is a key asset, and its proper use is fundamental to the delivery of public 
services.  Whilst Departments are best placed to understand their information and protect it, 
they need to do so within the context of clear minimum standards, ensuring protection of 
personal information. This applies equally where information may be managed or 
processed by third parties.  

13.52 As JCCs are contracted by DARD to implement the Rural Development Programme 2007-
2013, and are thus considered third parties, they are also legally bound by the principles 
and requirements as published in The Data Handling Procedures in Government 
Report: 
June 2008.

13.53 All modern organisations handle and manage information, including personal data, as part 
of their business. Central Government Departments are no exception. Better use of 
information can improve public services. It can make access more convenient, ensure 
people get all the services to which they are entitled, or allow services to be personalised. It 
helps to protect the public and fight crime including fraud.

13.54 People want improved services, but they also want their privacy protected. Therefore, 
Departments have to make sure that the right people get the information they need, 
whether on paper or by electronic means, while protecting this information from others.

13.55 The public have a right to expect the information that they provide to Government will be held securely and used appropriately. The Government’s ability to deliver and improve public services relies on high levels of public trust. Government has always regarded personal data of citizens as a critical asset akin to the most sensitive financial and other information handled within Departments. This should continue to be Government’s underlying principle. The challenge is to ensure that information is collected, used, and, where appropriate, shared, effectively and securely.



Protection of Data

13.56 No organisation can guarantee it will never lose data, and the Government and its third 
parties are no exception. Clear accountability is vital, particularly at senior levels, to ensure 
that risks to information are considered from the start. Because no information handling 
system provides total protection, performance needs to be continually monitored and 
lessons learned on an ongoing basis.  

13.57 There are close links between personal data handling and information handling. The 
processes involved in successful management are similar. They involve understanding 
what is held, what the risks are to that information, and then mitigating them.  There 
must be continued vigilance to ensure the highest possible standard of information 
security.

13.58 Achieving this is never simple. It is particularly challenging against a background of 
changing services and technology.  Managing information risk in the public sector is 
likely to become harder in the future rather than easier. Technology and external 
threats 
both continue to change quickly, while the use of information in the public 
sector is likely to 
increase as services are improved.

13.59 The following section sets out risks that currently exist and how they should be minimised to prevent compromise of data and systems. 



Risk Analysis and Management 

13.60 The following table details a list of potential risks, which exist as a threat to compromise 
data if not monitored/actioned/implemented/reviewed correctly. Overall responsibility lies 
with the System Administrator.  

13.61 It should be noted that the list is not exhaustive as new and sophisticated threats emerge 
with the advent of new technologies, i.e. virus attack


	Risk
	Threat
	Preventative Measures
	Responsibility

	Unauthorised access to system functions and data;
	Incorrect application of functions and profile; Malicious changes to data
	Ensure System Controls are correctly applied and regularly monitored.  Access and permissions to be granted on principle of least privilege.


Ensure passwords are changed regularly

Regular monitoring of registration and deregistration process
	 System Administrators 



	Removable media, i.e. USB sticks, CD’s, floppy disks, laptops, portables USB hard disk drives
	Loss or theft of removable media; loss of data
	Permission must be sought from Administrators to save sensitive or personal data to an external source/removable media.  Data saved electronically must be stored securely, and encrypted where possible.  

Laptops must have a logon username and password.
	System Administrators 

	Firewall 
	Lack of firewall risks exposure and loss of data or malicious change to data
	Each PC must have a firewall installed either on the server or on the PC to minimise unauthorised access from malicious users

Firewall to be updated regularly
	System Administrators

	Anti-virus software  
	Lack of a virus checker risks exposure and loss of data or malicious change to data
	Each PC must have a virus checker installed either on the server or on the PC to minimise unauthorised access from malicious users

Anti-virus to be updated regularly
	System Administrators 

	Disposal of paper and electronic records
	Exposure, loss and theft of data
	Sensitive documents must be stored in a secure cabinet or shredded when disposed of.


Electronic data must only be disposed of using accredited companies which specialise in securely removing data.


	All Staff

System Administrators 

	Sensitive documents
	Exposure, loss and theft of data
	All sensitive documents must be stored securely in locked filing cabinets.

Sensitive System 2007 reports must be clearly marked and treated accordingly, i.e. ‘Commercial in Confidence’ and ‘Restricted’
	All staff

MA System Administrators

	Screensaver passwords
	Exposure and theft of data
	Each PC must have a screensaver password timed out for 15mins of inactivity to prevent reading of sensitive data and to prevent unauthorised access.
	System Administrators 

	Risk management
	New potential risks; system/

processes  weaknesses  
	All risks should be monitored and reviewed on a quarterly basis.  

New risks and threats should be raised immediately to the MA System Administrator
	System Administrators 

	Office security
	Loss of paper files, equipment, etc.
	Offices must have locked security cabinets. Access to these cabinets should be restricted.

PC’s must have username and passwords logons.
	System Administrators 

	Confidentiality of data & Conflict of Interest
	
	Users must not disclose personal data or use the System to ‘check up’ on neighbours or competitors’ data, etc.

All Users must sign off the declaration on Form EUS1 before gaining access to the System.  This agreement binds them to comply with security protocols.
	System Administrators 


Incident Reports

13.62 If you suspect that data has been or can be compromised you should raise the issue 
immediately with either your local Administrator or to the Managing Authority System 
Administrator.

13.63 All security incidents either accidental or deliberate must be reported immediately to the MA 
System Manager (see Annex A:  Contact Details).  All incidents will be recorded in 
permanent form (printed or electronic) and forwarded to the system owner. All deliberate 
incidents will be investigated via the incident management process, and escalated where 
required.



Future Vigilance

13.64 Looking forward, the challenges for managing data security are going to get harder rather 
than easier. The pace of technological change is quickening. The level and sophistication of 
external threats, such as e-crime, is increasing. Plans to improve public services will mean 
greater use of data within organisations and more data sharing. Meanwhile, existing 
challenges around secure handling of other information, such as paper, will continue.

13.65 System Administrators are therefore asked to monitor and review data handling 
requirements on a regular basis to ensure maximum security of data.

TRAINING


Delivery

13.66 Training will be delivered at RMA Offices (max 10 per course), but can be delivered locally 
where viable demand exists in a location with suitable IT facilities. Greenmount and 
Loughry Colleges have been used successfully in the past so these venues exist as 
possible alternatives.

13.67 Training enquiries should be directed to the Manager Authority helpdesk - see Annex A:  
Contact Details.



Available Courses

	Course
	Available to:
	Course length

	User Training
	Standard Users;

Authorisers;

Administrators 1
Payment Checkers;

Viewers 1
	2 Days

	Administrators Training
	System Administrators
	1 Day


Notes:


1 It is not necessary for Administrators & Viewers to attend Standard User training but they are eligible to apply if they wish to do so to familiarise themselves with the System and overall funding process as a whole.

Application

13.68 All requests for training must be made on Form EUS2 (Annex E).



SUPPORT & MAINTENANCE

General

13.69 Users will experience problems on System 2007 from time to time so 3 levels of support are available. Users must address their query to the correct support branch to ensure a quick resolution to the issue.


Programme Support

13.70 Programme specific questions should be addressed in the first instance to your local Project Officer.


Helpdesk Support


13.71 If you are having problems with System 2007, and have been unable to resolve the issue with your local Project Officer, you should contact the Manager Authority helpdesk - see Annex A: Contact Details. All calls will be logged and will be responded to within 48 hours.  


Technical Support

13.72 If you are experiencing technical problems with System 2007 or the Public Website, i.e. 
systems offline etc you should report the issue to RMA Systems technical helpdesk on 
02890 
410360 (9am - 5pm).

Useful Contacts









Annex 1

	Role
	Contact Details

	System Administrator:

Helpdesk calls;

System maintenance


	Jim Ard

System Administrator

DARD Managing Authority 

Room 141, Dundonald House

Upper Newtownards Road

Belfast

BT4 3SB

Tel:  02890 524474

Email:  jim.ard@dardni.gov.uk

	System Manager:

System Management

System Development;

System Security;
	Tony Scullion

System Manager

DARD Managing Authority 

Room 141, Dundonald House

Upper Newtownards Road

Belfast

BT4 3SB

Email:  tony.scullion@dardni.gov.uk
Tel:  Mon-Wed 028 256 33813

Tel:  Thurs-Fri 02890 525429

	Senior User:
	Charlie Kelly

DARD Managing Authority 

Room 141, Dundonald House

Upper Newtownards Road

Belfast

BT4 3SB

Tel:  02890 524280

Email:  mailto:charlie.kelly@dardni.gov.uk

	Project Manager:
	Peter Millen

Project Manager

European Union Division

Department of Finance and Personnel

Room F12, Health Estates, Stoney Road

Dundonald

BT16 1US

Tel:   028 905 23031

Email:  peter.millen@dfpni.gov.uk

	System Designers:  

Technical helpdesk calls;

EU Grants Website issues;


	RMA Systems

10 Colvin House,

Dundonald Enterprise Park, 

Carrowreagh Road, 

Dundonald, 

BT16 1QT 

Northern Ireland

Tel : +44 (0) 28 90410360 

Fax : +44 (0) 28 90410370 

Email:  RMA@rmasystems.co.uk
Web:   http://www.rmasystems.co.uk/index.aspx 


Detailed Hardware Requirements






Annex 2

	Configuration
	Minimum (existing machine)
	Recommended (to purchase)

	Stand Alone (Local) PC
	· Pentium II 400MHz

· 128MB RAM

· Min 8GB Hard Disk

· 56Kbps Modem

· Video card capable of 1024x768 resolution

· 15” monitor

· CD-RW (read & write)

· Windows 2000 above

· A4 Inkjet Printer


	· Pentium 4  1.7GHz

· 1024Mb RAM

· Min 20GB Hard Disk

· Broadband access

· Video card capable of 1024x768 resolution

· 17” monitor

· CD-RW (read & write)

· Windows XP

· A4 Inkjet Printer



	Networked Systems (Server)
	· Pentium II 400MHz

· 128MB RAM

· Min 8GB Hard Disk

· 56Kbps Modem

· Video card capable of 1024x768 resolution

· 15” monitor

· CD-RW (read & write)

· Network card (appropriate to existing network)

· Windows NT 4 Workstation (inc. Service Pack 5) or above

· A4 Inkjet Printer


	· Pentium 4  1.7GHz

· 1024Mb RAM

· Min 20GB Hard Disk

· Broadband access

· Video card capable of 1024x768 resolution

· 17” monitor

· CD-RW (read & write)

· Network card (appropriate to existing network)

· MS Windows NT 4 Workstation (or MS Windows 2000 Professional) or above

· Laser printer



	Networked Systems  (as client)
	· Pentium II 400MHz

· 128MB RAM

· Min 8GB Hard Disk

· Video card capable of 1024x768 resolution

· 15” monitor

· Network card (appropriate to existing network)

· MS Windows 95/98/NT Workstation 4, or above


	· Pentium 4  1.7GHz

· 1024Mb RAM

· Min 20 GB Hard Drive

· Video card capable of 1024x768 resolution

· 17” monitor

· Network card (appropriate to existing network)

· MS Windows NT 4 Workstation, Windows 2000 Professional, or above



Default User Group Functions






Annex C


The table below set out the basic function required to successfully run a Measure.  This layout conforms to the DARD System Security Policy.  This table is only accurate as at 5 Dec 2008.  It will change when new deployment of System 2007 is launched in Feb 2009.


[Functions to be added after final deployment )

 Form EUS1 (Access Request)







Annex D



[image: image8.emf]  REQUEST FOR ACCESS TO SYSTEM 2007  FORM EUS1     To:  EU System 2007  Administrator     From :                       Address:                       Email :                       Telephone :                       I require  the following User profile to  access t o System 2007  (select one profile only)       Standard       Authoriser         Administrator       Viewing  Reason for  access :                      Signed:                  Date:                     I agree to abide by the System Security Policy  and Operational Procedures when  accessing and using System 2007 (policies available from your System Administrator)     Line  Manager Approval :         Approved      Rejected  Comments (if applicabl e):                      Line Manager Signature:                  Date:                     System Administrator  Approval :       Access approved     Access deni ed  Comments (if applicable):       User Name:        User Group:        Security question response         System Administrator Signature:    Date    


Form EUS2 (Training Request)







Annex E


[image: image9.emf]  SYSTEM 2007:  TRAINING REQUEST  FORM EUS2       Name: (Block Capitals):                       Email:                         Organisation Name:                       Organisation Address:                       Axis & Measure:                       Type of  training course required:       Standard User Training ( Standard  Users & Authorisers  only )     Administrator (Administrators only)     Reporting Course (DARD Staff only)     Other (will be use d to asses future training needs)    If Other has been selected please  comment on  type of course required:     Reason for course:                          Signed:                  Date:                     Manager Approval     Approved      Rejected     Comments:                              Manager Signature:                    Date:                       Compl e ted forms to be forwarded to  Jim.A rd@dardni.gov.uk  or Room 141, Dundonald  House, Upper Newtownards Road, Belfast, BT4 3SB  


Chapter 14   Reliability of the Applicant Procedure

Background

14.1
Article 24 of Regulation 65/2011 requires that a check on the reliability of the applicant 
should be carried out on all applications for support.  The Local Action Group (LAG) / 
Cluster is obliged to check the EU grant website 

(http://www.eugrants-
successes.org/) for all applicants to check for previous funding and to obtain the project reference number(s) for any matches found.
Procedure
14.2 To search the database the link http://www.eugrants-successes.org/ is used to access the website.     
· Enter the postcode of the applicant into the Postcode (NI) field


· Select the DARD programme from the Choose Programme drop-down list you wish to search for the applicant; e.g. 

Building Sustainable Prosperity


NI Leader+ Programme


Peace II


Interreg IIIA Community Initiative


· Click on ADVANCED SEARCH 

· Repeat for those programmes you have yet to select.


14.3 If any matches for previous funding are found the name and address of the applicant to the RDP should be cross-referenced by the LAG with the information found on the search conducted.


14.4 The Cluster must forward the project reference number(s) of any previous applicant funding to the RDD Deputy Programme Manager in the regional office i.e. Ballymena, Omagh or Newry. The Deputy Programme Manager will apply a score to the applicant based on any previous irregularities. 


14.5 Every funded project must be assigned a high, medium or low risk rating. The project risk rating is used to contribute to the risk rating of each Cluster. This is used to determine the number of Article 24 checks carried out by the Cluster which are re-performed by Rural Development Division.


14.6 On receipt of the information from the RDD DPM the Cluster will enter the score onto the project risk assessment form (Appendix 19).


14.7 If the search at point 1 above does not find a match for any previous funding a score of 2 is 
entered onto the project risk assessment form for the Reliability of the Applicant             
(Appendix 19) by the Cluster.


Project Risk Assessment


14.8 A project risk assessment form (Appendix 19) must be completed for every project which is to be issued with a letter of offer.


14.9 Each project is assessed as a high, medium or low risk based on the calculated score from Appendix 19.

14.10 The risk assessment must be entered onto the EU database as high, medium or low together with the reason for your decision, and the completed Appendix 19 added to the project file.


14.11 The risk assessment of the project will contribute to the risk assessment of each Cluster. 


14.12 The risk assessment of the Cluster will be calculated following each Article 28f Monitoring Inspection and will determine the percentage of Article 24 administrative checks carried out by the Cluster which will be re-performed by Rural Development Division.


· Low risk - 20%


· Medium - 50%


· High - 100%

APPENDICES

ACknowledgement of Application for Grant Aid  

     
Appendix 1

Application Reference Number ………………..

Dear

Thank you for your Application Form dated ………………… 

Your application will now be fully assessed. This will necessitate an assessment visit to you by a Project Officer on behalf of the Local Action Group (LAG).

Following the Project Officer visit, your project will be assessed by the LAG and if accepted, a letter offering funding will be issued.

It must be stressed that not all applications are successful and therefore no expenditure should be incurred or work commenced on the project before you receive and accept in writing a formal Letter of Offer of financial assistance. 


No payment will be made in respect of any work undertaken or expenditure incurred on the project before the date of the Letter of Offer (provided the Form of Acceptance relating to that Letter of Offer is returned within 28 days). 

Evidence Required for Assessment Visit

In order to prepare for the visit mentioned above, I would ask you to complete the attached financial details forms Annexes 1,and 2 for discussion with and collection by the Project Officer.

If your proposed project requires any statutory approvals e.g. planning permission, building control etc you should have copies of these available or at least be able to provide information on progress towards obtaining them. 

If you have a Business Plan for the project, a copy of this should be made available as should any quotes you have obtained to justify the amount of grant being applied for.

For existing businesses, you will need to have available Profit & Loss accounts for the last 2 years.

Yours sincerely

Project Costs









Annex 1

Breakdown of total project Costs (grant plus match funding)

If your business is not VAT registered, then VAT is an eligible cost and can be included as an eligible cost.

	1.

Component Part
	2.

Estimated Cost

(including VAT)  (£)
	3.

VAT

Amount (£)
	           4.

Funding Applied For (£)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Total Estimated Costs
	£
	£
	

	Total Grant Sought
	
	
	£


Financial Projections







Annex 2

This information is required to help complete an economic appraisal on this project.



(a)
Income Projections - assuming grant assistance was awarded to this project. Please indicate the calendar year relevant to projections 

(For example Year 1 = 2009).  (Use additional sheet as necessary)


	Calendar Year Relating to Projections
	Year 1
	Year 2
	Year 3
	Year 4 
	Year 5 

	
	20__
	20__
	20__
	20__
	20__

	Sales Income
	
	
	
	
	

	Other Trading Income
	
	
	
	
	

	Other Income - give details
	
	
	
	
	

	Total Income
	
	
	
	
	


(b)  Capital Costs - assuming grant assistance was awarded to this project.

	
	Year 1
	Year 2
	Year 3
	Year 4 
	Year 5 

	
	20__
	20__
	20__
	20__
	20__

	Land Purchases
	
	
	
	
	

	Buildings
	
	
	
	
	

	Refurbishment
	
	
	
	
	

	Equipment / Machinery
	
	
	
	
	

	Total of Capital Costs
	
	
	
	
	


C)
Business Running Costs - assuming grant assistance was awarded to this project. 

NB: This form provides the rationale for the key cost and benefit assumptions (i.e. capital costs, job creation assumptions & wage costs etc.) and is transferrable for use when completing an Economic Appraisal.  

	 
	 
	Baseline option
	 
	Option 1
	Option 2

	Cost Assumptions
	 E.g. (Please amend the column below to incorporate the details of the baseline option.)
	Yrs 1-5
	 E.g. (Please amend the column below to incorporate the details of the proposed options.)
	Yr 1
	Yr 2
	Yr 3
	Yr 4
	Yr 5
	Yr 1
	Yr 2
	Yr 3
	Yr 4
	Yr 5

	Wages/ salaries 

for paid 

employees 

(i.e. not including drawings)
	1 employee in yrs 1 to 5
	
	1 employee in yr 1, 1.5 new employees in yrs 2-5@ £X per yr
	
	
	
	
	
	
	
	
	
	

	Owners' Drawings/yr
	Current drawings
	
	Projected level of drawings
	
	
	
	
	
	
	
	
	
	

	Purchases
	X units @ £X/unit
	
	E.g. £X/unit.  Increases with no. units sold.
	
	
	
	
	
	
	
	
	
	

	Marketing / promotion
	Current cost/yr
	
	Increase to £X in yr 1, £X yr 2, £X yr 3, etc.
	
	
	
	
	
	
	
	
	
	

	Training
	No formal training costs
	
	No formal training costs
	
	
	
	
	
	
	
	
	
	

	Stationery
	Current cost/yr
	
	Increases with sales
	
	
	
	
	
	
	
	
	
	

	Tele/fax
	Current cost/yr
	
	Increases with sales
	
	
	
	
	
	
	
	
	
	


	Cost Assumptions
	Please amend as necessary
	Baseline
	Please amend as necessary
	Option 1 


	Option 2

	
	
	Yrs 1-5 
	
	Yr 1
	Yr 2
	Yr 3
	Yr 4
	Yr 5
	Yr 1
	Yr 2
	Yr 3
	Yr 4
	Yr 5

	Heat & light
	Current cost/yr
	
	Increases with sales
	
	
	
	
	
	
	
	
	
	

	Motor Expenses
	Current cost/yr
	
	Increases with sales
	
	
	
	
	
	
	
	
	
	

	Accountancy
	Current cost/yr
	
	Same as baseline
	
	
	
	
	
	
	
	
	
	

	Repairs
	Current cost/yr
	
	Increases with sales
	
	
	
	
	
	
	
	
	
	

	Insurance
	Current cost/yr
	
	Increases no. of premises & stock
	
	
	
	
	
	
	
	
	
	

	Sundries
	Current cost/yr
	
	Increases
	
	
	
	
	
	
	
	
	
	

	Haulage & Packaging
	Current cost/yr
	
	Cost/yr
	
	
	
	
	
	
	
	
	
	

	 
	Subtotal

 "Other Costs"
	
	Subtotal "Other Costs"
	
	
	
	
	
	
	
	
	
	

	Interest Payments
	Currently zero
	
	Loan of £X @ X% over X yrs
	
	
	
	
	
	
	
	
	
	

	Rent/Rates
	Owns premises => no rent; rates=£500/yr
	
	Same as baseline
	
	
	
	
	
	
	
	
	
	

	Sales Assumptions
 
	
	 
	
	
	
	
	
	
	
	
	
	

	No of units sold/yr
	Current no. sold
	
	yr1; X/yr 2; X/yr 3; X/yr 4; X/yr 5
	 
	 
	 
	 
	 
	
	
	
	
	

	Av selling price/unit
	Current selling price/unit
	
	Selling price/unit
	 
	 
	 
	 
	 
	
	
	
	
	

	Current Sales
	
	
	Projected sales
	
	
	
	
	
	
	
	
	
	

	List other assumptions below


	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	


(d)
Assumptions:  Please list the main assumptions relating to the income and cost projections, and state the expected life of each capital item.

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________


Sources of Funding 


Please provide details of all sources of funding for the project.
 (If necessary use a separate sheet).
	1.
Sources of funding
	2.

Name of Funder
	3.

Current Status of application *
	4. 

Amount 

£

	Programme Details
	EAFRD
	N/A
	

	Others – please detail:
	
	
	

	
	
	
	

	
	
	
	

	Own
	Cash
	
	
	

	Resources
	Loans
	
	
	

	Total Amount 
	£


*e.g. under consideration / approved etc.

CONFLICT OF INTEREST DECLARATION  





Appendix 2

Introduction

Members of the Partnership should be aware of the rationale for having a policy on possible conflict of interest.  It is essential to ensure that no member of the Partnership can influence decisions in any way that may be to his or her advantage.  Additionally, it is necessary to reassure the public that all decision making is fair and above board.  Finally, it acts as a protection to the member against any possible allegation that he or she may have used their position to their own advantage.

Degree of Interest

It must be recognised that there are various degrees of interest that a member may have in a project.  The action to be taken should reflect this.

1. Close Personal Interest

Where a member stands to gain financially from an application or is a Director or a Committee member of the organisation putting forward the project, he or she should be considered to have a personal interest.  In such circumstances the member should declare their interest and withdraw from the room while discussion on the project is ongoing.

2. Indirect Personal Interest

Where a member has an indirect personal interest in a project, for example if a relative (immediate family) is associated with the project, the interest should be declared.  The member should then take no further part in any discussion or vote on this issue.  In certain circumstances it may be appropriate to withdraw from the room, depending on the nature of the relationship with the project.

3. Direct Personal Interest

Where a member has a private or personal interest which is clear and substantial, then he/she must take no further part in the proceedings and withdraw from the meeting whilst the matter is being considered.

If a member does regard his/her private or personal interest as being clear and substantial then one should always disclose the nature of that interest to the Secretary of the meeting who will record the reason for his/her withdrawal.

A member, or a company or body with which the member is personally connected, may have professional, business or other interests that may be substantial and closely related to the work of the Partnership, or sub-committees thereof.  

It is not prudent to seek, or accept, membership of any sub-committees if one’s involvement could give rise to a perceived or real conflict of interest.

A member of the Partnership may acquire information that has not as yet been made public and/or is confidential. It is a betrayal of trust to breach such confidences.  One must not use confidential information for the personal advantage of oneself or anyone known to one or to the disadvantage or discredit of the Partnership or anyone else.

Partnership members may from time to time be offered hospitality or tokens of goodwill; for example, working lunches may be a proper way of doing business provided that no extravagance is involved. Likewise, it is reasonable for a member to represent the Partnership at a social function organised by outside persons or bodies. Members are advised to err on the side of caution in such matters. Members will be personally responsible for all decisions connected with the acceptance or offer of gifts or hospitality and for avoiding the risk of damage to public confidence in the Partnership. NB This refers to LAG/ JCC members and Administration Unit staff.
Areas of Uncertainty

In circumstances where a member is unsure whether they have what could be perceived as an interest, the degree of their interest, or whether they should withdraw, they should seek the advice of the Chairperson before the meeting begins.  The Chairperson shall have the discretion to rule on these issues.  Where the Chairperson feels that he or she requires guidance or if the potential conflict affects the Chairperson, then the advice of the Department of Agriculture and Rural Development should be sought.

DECLARATION

I have read and fully understood the details contained within the Statement of Conflict of Interest. I agree to comply with the recommendation and condition as detailed in the document and to abide by those principles and procedures as directed by my role as a member of ……….. …………….. (JCC/LAG/Administration Unit)


Name (in block capitals)
…………………………………….

Signature


…………………………………….

Date



…………………………………….

MEMBERS REGISTER OF INTERESTS DECLARATION 



APPENDIX 3

Name of Partnership:

Under the regulations of the NIRDP and in the general terms of good practice we are required to keep a record of all Members interest, so as to demonstrate management of any potential “Conflict of Interest”.  Therefore I would be grateful if you would complete the table below and return it as soon as possible.

NAME OF MEMBER……………………………………....

	NAME OF ORGANISATION / GROUP ETC
	CAPACITY

	
	PAID
	DIRECTOR
	VOLUNTEER
	OTHER

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


SIGNATURE……………………………………………DATE…………………….

PROJECT ASSESSMENT SITE VISIT





     APPENDIX 4

Partnership ..............……………………………………

Project Title…………………………………………………………………………..

Reference Number………………………………..…………………………………

Measure……………………………………………………………………………..  
	Site Visit
	Yes
	No
	Type of Evidence

	Photographic ID confirms applicant identity?
	
	
	Driving licence, Passport

	Where applicable, Evidence of the eligibility of the Social Economy Enterprise to apply to Axes 3 & 4 i.e. copies of Constitution or Memorandum and Articles of Association.
	
	
	

	Is there evidence to confirm that the Project has not commenced?
	
	
	

	Is there evidence available of the need for the project as described by the applicant on the application form?                                                                                            


	
	
	e.g. Research, order books, consultation carried out

	Does the applicant have S.M.A.R.T. objectives for the project?

                                                                        
	
	
	e.g. x number of jobs created, business turnover improvement, increased sales, improved services

	Is there evidence that the Project will be financially sustainable?                                                                            
	
	
	Financial and income projections

Business Plan, P&L accounts and Balance sheets for the previous 2 years of trading (if applicable)

	Is there evidence that an options appraisal has been carried out?
	
	
	

	Is there evidence that the project costs are realistic?
	
	
	e.g. quotes

	Is there evidence of match funding?
	
	
	e.g. own funds, letter from financial institution

	Are statutory approvals in place?
	
	
	

	Is there evidence that potential displacement has been addressed? 
	
	
	

	Is there evidence of genuine additionality i.e. the funding is essential for the project to succeed?
	
	
	

	Applicant has read and understands information relating to Data Protection, FOI and Equality considerations.
	
	
	

	Has applicant verified and signed hard copy of application 
	
	
	Only relevant where the application was made online

	Is a DARD business number required? If so has the applicant been advised of the process and supplied with an RD1 Form (Annex 1)  if necessary
	
	
	


Project Details 


Type of Action/Activity (please select a category that you consider your project falls into. 

(Tick one box only)


Tourism



Childcare



Craft




Leisure/amenity


Retail/Manufacturing

            Renewable Energy



Equine



            Other

If renewable energy has been selected above, please indicate the type of energy by ticking the relevant box and the potential volume of energy per year in kilowatt hours. 


Wind 


      _______ Kilowatt Hours per Year 

Solar
      _______ Kilowatt Hours per Year 

Hydro Electric

      _______ Kilowatt Hours per Year

            Other


      _______ Kilowatt Hours per Year

List below any amendments to the items or activities (Question 8) and/or the amount of funding sought (Question 10) in the application form.

	


I confirm that the evidence provided in this form is true and complete. I understand that any Letter of Offer contract will be issued to me for agreement and signature. 

Project Promoter Signature -----------------------------------------------


Date ---------------------

I confirm that I have completed an initial project assessment site visit and verified the existence of evidence as listed above.

Name (Printed): …………………………. Signature:………………………….

Partnership: ………………………         Date of Site Visit:…………………

Application for DARD Business ID (Cat 2)

Note: If you have an existing DARD Business ID (Cat 1) please use that Business ID 

for your non farming Rural Development project (no separate application is required). However, if you still require a DARD Business ID (Cat 2) to claim funding for a non farming Rural Development project you should complete this form.
Don’t be put off completing this application for a separate ID just because your business is located at the same address as a registered business or just because your spouse has a registered business.  If your business has different ownership, finances etc you should seek a separate registration.
Applying for this non farming DARD Business ID will further your current RDP application and can be used for any future non farming RDP projects you may apply for. If your RDP application is successful this Business ID will allow you to receive payment iro Rural Development project funding only.

If at any stage you wish to apply for SFP, Agri-Environment scheme, any land related scheme, farming related RDP project or to link a herd / flock to your business you must complete form FB1 to obtain a DARD Business ID (Cat 1) 

The completed form and all relevant documentation should be returned to your local DARD Office (addresses of local DARD offices can be found at the back of this form).

We will issue an acknowledgement within 10 working days of receipt of applications received by post.  Where applications are delivered personally to a local DARD office, an acknowledgement will be issued immediately on request or by post the following day.  If you have not received an acknowledgement within 15 working days of posting your form, you should contact your local DARD office immediately.

All details on this form must be completed. If your form is incomplete we will return it to you and this may delay the processing of your application.

Under the European Regulations we are required to identify all payments to a single business.  We will assess your application against four main criteria (full explanation of which is contained on Page 5) to determine if your business is separate from other businesses registered with us.  

· Legal Status, 

· Economic Structure / Organisation, 

· Commercial Arrangements, and 

· Operational Arrangements

Note: If we consider your business is associated with another registered business we will not issue you with a DARD Business ID (Cat 2) but may contact you to request further information.  If as a result of this process your application is rejected we will explain the reasons for that rejection in a decision letter.





DARD FRAUD HOTLINE NUMBER: FREEPHONE 0808 100 2716

Section 1 – NEW BUSINESS DETAILS

Business Name and Contact Details

	Business Name: 
(Trading Name, Main stake holder’s name, Charity name, Church Organisation name)

	Status of Business: Sole Trader  FORMCHECKBOX 
 Partnership  FORMCHECKBOX 
 Limited Company  FORMCHECKBOX 
 Charity  FORMCHECKBOX 
 




  Other  FORMCHECKBOX 


	Address:

	

	
	Post Code:


	Please provide 1 of the following :

a) Inland Revenue Self Assessment Unique               Tax Reference No. 

b) Corporation Tax Unique Tax Reference No.

c) Charity Tax Reference No.  or; 

d) copy of your application for a, b or c above 

     (if available)
	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

Copy attached         Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 


	Vat Registration Number 
	

	Telephone Number:
(Including STD Code)

	Mobile Number:

	E-Mail Address:

	Nature of Business (including which RDP measure you are applying for i.e. Measure 1.2 Processing & Marketing Scheme):



	District / Borough / City Council the project is located within (i.e. Lisburn, Moyle, Dungannon etc. This will be used to identify which RDP Lead Council is processing your RDP application).  




Note: The Business name is the name by which we will refer to the business and all correspondence and payments will be issued in the business name.  

Section 2 – PERSONAL DETAILS OF ALL PROPOSED BUSINESS MEMBERS

List details for each member of the proposed new business.  

If the proposed new business is a limited company list the directors as the members of the business.  You should provide a copy of the Memorandum of Association with this form.

If the business is a partnership you should provide a copy of the partnership agreement with this form. 

	MEMBER 1
	

	Title
	Mr  FORMCHECKBOX 

Mrs  FORMCHECKBOX 

Miss  FORMCHECKBOX 

Ms  FORMCHECKBOX 

Other FORMCHECKBOX 
 __________

	Forename(s) in full
	

	Surname 
	

	Home Postal address
(If different from section 1)
	

	
	

	
	

	
	Post Code
	

	Telephone Number: 

(including STD Code)
	Mobile Number:

	Date of Birth
If under 18 a parent or guardian must complete section 5
	 FORMCHECKBOX 


 FORMCHECKBOX 
/ FORMCHECKBOX 


 FORMCHECKBOX 
/ FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


	Status in the business 

(For example owner, partner, director, trustee)
	


	MEMBER 2
	

	Title
	Mr  FORMCHECKBOX 

Mrs  FORMCHECKBOX 

Miss  FORMCHECKBOX 

Ms  FORMCHECKBOX 

Other FORMCHECKBOX 
 __________

	Forename(s) in full
	

	Surname 
	

	Home Postal address
(If different from section 1)
	

	
	

	
	

	
	Post Code
	

	Telephone Number: 

(including STD Code)
	Mobile Number:

	Date of Birth
If under 18 a parent or guardian must complete section 5
	 FORMCHECKBOX 


 FORMCHECKBOX 
/ FORMCHECKBOX 


 FORMCHECKBOX 
/ FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


	Status in the business 

(For example owner, partner, director, trustee)
	


	MEMBER 3
	

	Title
	Mr  FORMCHECKBOX 

Mrs  FORMCHECKBOX 

Miss  FORMCHECKBOX 

Ms  FORMCHECKBOX 

Other FORMCHECKBOX 
 __________

	Forename(s) in full
	

	Surname 
	

	Home Postal address
(If different from section 1)
	

	
	

	
	

	
	Post Code
	

	Telephone Number: 

(including STD Code)
	Mobile Number:

	Date of Birth
If under 18 a parent or guardian must complete section 5
	 FORMCHECKBOX 


 FORMCHECKBOX 
/ FORMCHECKBOX 


 FORMCHECKBOX 
/ FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


	Status in the business 

(For example owner, partner, director, trustee)
	


If there are more than 3 members, use a continuation sheet to list details about the other members.

Section 3 – BUSINESS DETAILS & ACCOUNTS

3.1
Are you a member of, or have you an interest in, any

other DARD registered business?
    




Yes  FORMCHECKBOX 

No  FORMCHECKBOX 

If yes, please give details.

Member 1

	Business ID
	Herd/Flock Number          (If applicable)
	What is your trading position in this business (e.g. sole trader, limited or ordinary partnership, limited company, trusts etc)?
	Who has day-to-day management?  Please give names.

	
	
	
	

	
	
	
	


Member 2

	Business ID
	Herd/Flock Number          (If applicable)
	What is your trading position in this business (e.g. sole trader, limited or ordinary partnership, limited company, trusts etc)?
	Who has day-to-day management?  Please give names.

	
	
	
	

	
	
	
	


Member 3

	Business ID
	Herd/Flock Number          (If applicable)
	What is your trading position in this business (e.g. sole trader, limited or ordinary partnership, limited company, trusts etc)?
	Who has day-to-day management?  Please give names.

	
	
	
	

	
	
	
	


Please note that if you answer Yes to the above we may contact you to ask for more detail. 

3.2 Who has the authority to make business decisions?   Tick all that apply.

	Member 1
	 FORMCHECKBOX 

	Member 2
	 FORMCHECKBOX 

	Member 3
	 FORMCHECKBOX 


	Other person(s) 

Please specify
	


Note: Business decisions relate to the type of enterprises the business is involved in, the long-term goals of the business, financial investments in the business.
3.3.
Have you ever had an application for a DARD Business ID rejected?    Yes  FORMCHECKBOX 

No  FORMCHECKBOX 
   

If yes, why was your application rejected?

______________________________________________________________________

______________________________________________________________________

Accounts

3.4
Does the proposed new business have its own separate bank account? Yes  FORMCHECKBOX 

No  FORMCHECKBOX 

Note: Should the bank account relate to an existing Business your DARD Business ID (Cat 2) will be withdrawn.  

Commission Regulation 885/2006 requires DARD to issue all subsidy payments by BACS to a UK bank account from October 2008. From this date BACS will be the only method of payment. (Should your RDD application proceed to Letter of Offer stage then we will require BACS details at that time).
An Advice Note giving details of the payment made and the account credited will be issued in respect of all BACS transactions.

3.5
Does / will the proposed new business maintain financial accounts?
      Yes  FORMCHECKBOX 

No  FORMCHECKBOX 

Note: A chartered accountant should audit your accounts and we may request to see your accounts at any time.  

Section 4 – SUPPORTING DOCUMENTS

Please tick if you have included any of the following documents with your application.

 FORMCHECKBOX 
 Memorandum of Association
 FORMCHECKBOX 
 Partnership Agreement

 FORMCHECKBOX 
 Copy of Inland Revenue Self assessment Application form

 FORMCHECKBOX 
 Other – please specify ____________________________________________________________________________________________________________________________________________________

Assessment criteria for Business Separateness

1.
Legal Status

If your business is to qualify as separate it must have a separate legal status.  Satisfying this requirement is not in itself sufficient to establish separateness, as the other three criteria also need to be considered.

· Economic Structure/Organisation

This relates to the economic control of the business.  Relevant to this is the shareholding or partnership interest or voting rights of the directors, shareholders, partners or individuals (or legal persons) of those involved in the business; those who benefit from the profits or suffer the losses relating to the businesses; and those who have the ultimate responsibility for making the longer term policy decisions that will affect the profitability of the business.
· Commercial Arrangements


This relates to commercial structure and concerns the commercial independence of a business. Information, which is relevant, may include whether the person with day-to-day responsibility for managing the business has discretion to buy and sell, whether there are separate accounts and tax status, whether any transactions are carried out at commercial rates.


· Operational Arrangements


This relates to the separateness of premises, machinery, labour, etc.

Section 5 – DECLARATION

I/We declare that the information given by me/us in this application is true and complete to the best of my/our knowledge and belief and I/we have enclosed all relevant documents relating to this application. 
I/We declare that I/we have not created this business to benefit from subsidies contrary to objectives of any subsidy scheme.

I/we accept that the Department of Agriculture and Rural Development will take action against me/us for false declarations and/or not notifying the Department of any material changes to the information given.
I/We as legal guardian accept responsibility for all members of this business who are under the age of 18 years and will accept responsibility for adhering to the scheme rules of all subsidy schemes to which this business applies.

Member 1
	Signature
	
	  Date      
	


	Name
BLOCK LETTERS
	
	 Status*

	


Member 2
	Signature
	
	  Date
	


	Name
BLOCK LETTERS
	
	  Status*

	


Member 3
	Signature
	
	   Date
	


	Name
BLOCK LETTERS
	 
	  Status*

	


Member 4
	Signature
	
	    Date
	


	Name
BLOCK LETTERS
	
	  Status*
	


If the applicant is unable to sign the form personally the signatory must have Power of Attorney.  Evidence of Power of Attorney must be submitted with this form.

* 
Owner, Partner, Director, Legal Guardian of the Minor listed as a member of the business.

	Data Protection and Freedom of Information
The Department takes data protection and freedom of information issues seriously.  It takes care to ensure that any personal information supplied to it is dealt with in a way, which complies with the requirements of the Data Protection Act 1998.  This means that any personal information you supply will be processed principally for the purpose for which it has been provided.  However, the Department may also use it for other legitimate purposes in line with the Data Protection Act 1998 and Freedom of Information legislation. These include:


Administration of the Common Agricultural Policy and other aid schemes;

The production and safety of food;

Management of land and other environmental controls;

Animal health and welfare;

Occupational health and welfare;

Compilation of statistics;

Disclosure to other organisations when required to do so; and

Disclosure under the Freedom of Information Act 2000 or the Environmental 
Information Regulations 2004 where such disclosure is in the public interest.

In accordance with EU Legislation, the Department must also publish the amounts of subsidy paid to beneficiaries on payments made since 16 October 2008 and thereafter.      

This is likely to include business name and post code. 



	Important
If it is found that your business has been artificially created to benefit from subsidies contrary to objectives of any subsidy scheme now or in the future, we reserve the right to revoke any business number allocated. 
Any person who makes a false declaration or fails to notify us of a material change to the information given in this form is liable to prosecution. A false, inaccurate or incomplete statement or failure to notify us of any material change to the information given in this form may result in loss of entitlement and / or recovery of any payments made.




Local DARD Offices

	County Antrim

Kilpatrick House

38-54 High Street

BALLYMENA

BT43 6DP

Tel:  028 2566 2800

Fax: 028 2566 2838
	County Derry/Londonderry

Crown Buildings

Artillery Road

COLERAINE

BT52 2AJ

Tel:  028 7034 1111

Fax: 028 7034 1140

	County Armagh

2 Newry Road

ARMAGH

BT60 1EN

Tel:  028 3751 5600

Fax:  028 3751 5611
	County Fermanagh

Inishkeen House

Killyhevlin

ENNISKILLEN

BT74 4EJ

Tel:  028 6632 5004

Fax: 028 6634 3000

	County Down

Rathkeltair House

Market Street

DOWNPATRICK

BT30 6LZ

Tel:  028 4461 8000

Fax: 028 4461 8226
	County Tyrone

Sperrin House

Sedan Avenue

OMAGH

BT79 9AQ

Tel:  028 8225 1020

Fax: 028 8225 3500



Application for DARD Business ID (Cat 2) - Private Sector

Guidance Notes for use by RD Admin Units to Assist Completion of RD1 Form

Background
1. Under European regulations DARD is required to identify all payments made to a single ‘business’.  While it is recognised that each application submitted to the EU grants website is issued with a unique number this does not satisfy the EU requirement as an applicant may submit more than one application form.  

2. All farm or land owners (which may include some Councils, Churches etc) in receipt of Single Farm Payment or other DARD Agri-Environmental subsidies will already be set-up with a DARD Business ID (Cat 1) which they may use for their non-agricultural rural development project.

3. The RD1 – Application for a DARD Business ID (Cat 2) Form has been designed in-line with the Category 1 DARD Business ID application which records details about the farm business, membership, bank and business accounts arrangements, hence the reference to ‘business’ throughout the form.  In terms of the Axis 3 element of the Rural Development Programme the ‘business’ could be a;-

· micro-business, 

· partnership, 

· sole trader or individual

· social economy enterprise,

· Non-Departmental Funding Body (NDFB),

· District or Borough Council,

· Community group,

· Charity,

· Church group,


to name a few examples.  

3. A DARD Business ID (Cat 1) gives the farm or land owner access to a range of agricultural and environmental subsidy schemes and livestock registration systems.  It is therefore incumbent on DARD to assess the legal status; economic structure and organisation; and the commercial and operational arrangements of each ‘business’ applying for a DARD Business ID.  From the Business ID application form DARD is seeking to ascertain that the applicant ‘business’ operates separately from any other registered DARD business in order to protect against the misappropriation of public monies or breached of livestock movement regulations. 

4. It should be made clear to the Applicant that a DARD Business ID (Cat 2) will not provide the applicant with access to any agricultural or environmental subsidies, herd numbers or flock numbers. 

Issue of RD1 Form Application for DARD Business ID (Cat 2) to Applicants
5. The RD1 Form should be provided to the Applicant at the initial site visit.  The Project Officer should explain the purpose to the DARD Business ID and ensure that the Applicant understands the need for the business, group or individual applying for a new DARD Business ID to operate on a separate financial and accounting basis from any registered DARD business.  If the separation is not clear a new DARD Business ID (Cat 2) will not be issued.

6. The agreed criteria for confirming business separateness to allow the issue of a new Category 2 Business ID where membership of the proposed new business for Rural Development purpose is exactly the same as an existing Category 1 Business ID are;

(i) separate profit/loss accounts for the diversification business from those of the farm business, or a commitment to produce these,

(ii) separate bank accounts for each business, and

(iii) separate Tax reference numbers, or evidence from HMRC that one has been applied for.

7. DARD Countryside Management Inspectors will visit projects applying for a Cat 2 Business ID where there is an existing Category 1 Business ID to the same name or address to test and confirm business separateness.  

8. Where a separate Cat 2 Business ID is awarded the ID number must be used for the purpose of any other Rural Development application.  The JCC is responsible for implementing checks in relation to ‘linked companies’ to ensure that Business IDs are not being created so as to maximise grant assistance available thus avoiding de minimis thresholds.

9. Project applications viewed as suitable for funding must have a DARD Business ID (Cat 1 or Cat 2) prior to submission to the LAG Assessment Panel for scoring.  The DARD Business ID Number must be recorded on the project assessment documentation submitted to the assessment panel.  Letters of Offer cannot issue without a DARD Business ID number recorded on the letter.  
10. It is important that the Applicant completes the RD1 Form fully and accurately and submits the authorised form to the local DARD office as detailed at the back of the application without delay.  The DARD office will issue an acknowledgement of receipt within 10 days and may contact the Applicant to clarify the details provided.  

11. The relevant RD Admin Unit will be copied any written correspondence issued by the DARD local office to the Applicant, including the issue of the DARD Business ID (Cat 2) number – this should be retained on the project file.  Given that a DARD Business ID reference is necessary prior to LAG project assessment it is recommended that you set up a monitoring system to identify Applicants issued with RD1 Forms where the subsequent Business ID has not be notified so that queries can be raised – with the Applicant in the first instance.

Section 1 – New Business Details

	Business Name
	This is for the purpose of the DARD Business ID and will be the name to which any subsequent Axis 3 grant payments issue.

1. Registered businesses or partnerships or other groups legally constituted must use the name recorded on their registration, partnership agreement or other legal documentation.

2. Non registered businesses partnerships, groups or individuals must use the principle individual’s name.

3. The RD Admin Unit must ensure that the ‘business name’ used for the DARD Business ID is also recorded on the Applications Database for the purpose of the LOO.

	Status of Business
	Throughout the form the questions refer to ‘business’.  This is a DARD term in relation to the DARD Business ID.  The applicant should select the status that best describes the nature of their business, group or committee set-up.  

Individuals should use the ‘sole trader’ status.

	Address
	This is for the purpose of the DARD Business ID and will be the address to which any subsequent Axis 3 grant payments issue.

The RD Admin Unit must ensure that the ‘address’ used for the DARD Business ID is also recorded on the Applications Database for the purpose of the LOO.

	Inland Revenue Unique Self Assessment Tax Reference No.
	The Applicant must either provide their Unique Tax Reference No or evidence that the Inland Revenue has received an application for registration for Self Assessment Income Tax.

It is recognised that some applicants particularly those proposing to set-up a new business may not be able to do so without Axis 3 funding.  

	VAT Registration
	If registered provide VAT registration number, if not state ‘not registered’

	Phone & Email Contact Details
	Record as relevant.  

The DARD Office may need to contact the Applicant to resolve queries.

	Nature of the Business
	Record details of the RD project i.e., purchase of equipment for light engineering business – briefly explaining what the business, individual, group does.  What the end result will be, i.e., manufacture of, sale of, etc.  Sufficient detail should be provided to allow DARD Grants & Subsidies to assess whether the proposed RD project is ‘farming’ or ‘non-farming’.

Specify measure applied to i.e., Measure 3.2 Business Creation and Development

	Council Area
	This will help the DARD local office to identify the lead Council area applied to.


Section 2 – Personal Details of all ‘Business’ Members

9. This section is self explanatory.  Again ‘Business’ refers to the status of the applicant as detailed above.  All members (owners or people responsible for the proposed project implementation and management (not the employees)) must be listed and details provided as relevant.

NOTE:  Registered businesses must provide a copy of their Memorandum of Association document.  Registered partnerships; or groups or committees formed as legal entities must provide a copy of their formal Partnership Agreement.

Section 3 – Business Details and Accounts
	Q. 3.1

Members linked to another registered DARD Business
	This is to identify any members of the ‘business’ for the RD project proposal who are a member of or are associated with any other DARD registered business.  The details requested must be provided for each member who is already linked to a DARD Business ID.  

Membership of another DARD Business ID should not present a problem so long as the nature of the business at Section 1 clearly identifies the RD project proposal as non-farming.

	Q. 3.2

Authority
	Self explanatory

	Q. 3.3

Previous DARD Business ID Application
	Self explanatory

	Q. 3.4 

Bank Account
	This question is to ascertain that the Applicant has a bank account for the operation of the proposed RD project and that no other DARD Business ID is linked to this bank account.

The DARD Business ID will be linked to the BACS payment proforma that the Applicant will be asked to submit if a Letter of Offer is issued.  No more that one DARD Business ID can be linked to an individual bank account for DARD Grants & Subsidies payment purposes.

Example: two people share a bank account, one already holds a DARD Business ID and payments linked to this Business ID are lodged to this shared bank account.  The other partner (Applicant to Axis 3) who is not part of the existing DARD Business may apply for a DARD Business ID (Cat 2).   for the operation of their Rural Development project but cannot use the same Bank Account – as this would meet the DARD criteria for a separate business.

	Q3.5

Financial Accounts
	It is expected that all Applicants will answer ‘yes’ to this question.

Applicants registered with Inland Revenue or submitting evidence request for registration will be required to produce accounts for Self Assessment.

RD Admin Units will be requesting copies of financial accounts prior to and post funding to assess increased GVA.


Approval for DARD to use contact details to issue general literature. 

As part of our continued drive to improve customer service we propose to use the contact information you have supplied on this form to tell you of latest developments / issues across a range of Agriculture and Rural Development services. 

One example of how we will use this information is to issue a monthly DARD e-newsletter. Typically this contains information on the following areas:

Current DARD Schemes

Implications of legislation i.e. Nitrates Directive

Environmental Issues

Veterinary / Animal Health Advice

Renewable Energy

Information Technology (ICT)

Technical Information, for example

· New Innovations

· Estimated Breeding Values (EBVs)

· Marketing Information

· Silage Analysis/Costs

DARD events

We will automatically include you to receive such general information via these contact details and if you agree, no further action is required by yourself. 

However, should you not wish to receive such information then please tick the box below? 

	
	Please tick box

	I do not agree that my contact details may be used for the issue of general DARD information. 
	


If at any time in the future you wish to be removed from our circulation list then please contact your local DARD office who will arrange this.

Non-profit-taking Community/Voluntary Groups - Specific requirements to satisfy the DARD criteria for the award of the Category 2 Business ID
1. Non-profit-taking groups applying for a Category 2 Business ID should be provided with an RD1 application proforma as available in the Axis 3 operating rules.  For the purposes of this aspect of the application process non-profit taking groups will be split into two categories;-

(a) total project costs of over £10k, and 

(b) total project costs of £10k or less.

2. It is recognised that non-profit taking Groups may not to be able to provide an Inland Revenue, Corporation Tax or Charity Tax Reference No as required by Section 1 of the RD1 application.  To resolve this potential issue it has been agreed that alternative evidence as to the community/voluntary group’s legal status will be considered as follows;-

· total project costs over £10k  -  the group must be registered with Companies Registry as a Company Limited by Guarantee or Limited Liability Partnership.  These types of registration require a ‘Memorandum and Articles of Association’ document which can be submitted to DARD as evidence.

· total project costs of £10k or less  -  the group must set up as an unincorporated association.  This requires the members to put in place a ‘constitution’ which can be submitted to DARD as evidence.

It should be noted that this requirement provides protection for individual members of a community/voluntary group in receipt of financial assistance if things go wrong and there is a need to recover grant payments.  When people come together to carry out a particular activity they often do not think of the legal nature of the group they are forming or realise that in law they may have obligations and responsibilities.

3. In addition the following detail must be provided in the form of a letter or document confirmed/authorised by the Chairperson or head of the group;-

(a)
the current main officer bearers of the group, as in 

(i) the chairperson, 

(ii) the treasurer, and 

(iii) the secretary.  

(the main office bearers and their details must also be recorded on the RD 1 application form at Section 2),

(b) a statement or evidence that the group is non-profit-taking, 

(c) if available, confirmation from HM Revenue & Customs of the Group’s accepted Charity Status, and

(d) where the memorandum/articles of association document or constitution does not include details of the objects/purpose of the group and/or the financial/banking arrangements and cheque signatory arrangements these detail should be provided in the letter from the Chair which addresses the information required by point 3(a) and 3(b) above.

4. The JCC must ensure that the applicant community/voluntary group is made aware of the legal structure required to be in place prior to applying for a Category 2 Business ID which must be in place before any offer of financial assistance can be issued.  If the Group cannot provide the necessary HMRC Unique Tax Reference No as required at Section 1 of the RD1 the ‘Memorandum and Articles of Association’ or ‘Constitution’ document, as relevant to the project, must be submitted to the DARD Axis 3 Unit in Dundonald House along with the RDI application proforma and additional supporting documentation as detailed paragraph 3 above.

5. It is the responsibility of the JCC to ensure that the correct legal status document as relevant to the total project costs is provided by the community/voluntary group in support of the RD1 application.  This will be subject to DARD verification.

6. It is recommended that groups coming forward for funding are referred to the Membership Services aspect of the NICVA website (www.nicva.org ) for advice on options for legal structures and setting up a voluntary group.  

7. Groups forming as a Company Limited by Guarantee or a Limited Liability Partnership will, as part of the process, be required to agree a Memorandum and Articles of Association document.  In reviewing this document as part of the RD1 application process DARD Axis 3 Central Unit will require evidence of the following;-

(i) Name of the Community Voluntary Group (must match that recorded on the RD1 application).

(ii) Objective / purpose of the Community/Voluntary Group.

(iii) Names of the main office bearers (as detailed at Para 3). 

(iv) A statement or evidence that would indicate that the Community/Voluntary Group are non profit taking i.e. all profits are put back into the work of the Group for the good of the Community.

8. Groups forming as an unincorporated association will, as part of the process, be required to agree a Constitution document.  In reviewing this document and supporting details as specified at Para 3, as part of the RD1 application process, DARD Axis 3 Central Unit will require evidence of the following;-

Essential Evidence

(i) Name of the Community Voluntary Group -  (must match that recorded on the RD1 application)  

(ii) Objective / purpose of the Community/Voluntary Group.

(iii) Names of the main office bearers (as detailed at Para 3).

(iv) A statement or evidence that would indicate that the Community/Voluntary Group are non profit taking i.e. all profits are put back into the work of the Group for the good of the Community,

(v) Finance – bank, accounting and Treasurer, authorised signatories’ arrangements

Group functions/arrangements also likely to be included in the Constitution

(vi) Management Committee.

(vii) Functions of the Committee.

(viii) Chairing Meetings.

(ix) Annual General Meetings and rules of procedure for all meetings (minutes, quorums etc).

(x) Alterations to the Constitution.

(xi) Arrangements for dissolution.

(xii) Indemnity.

9. When the RD1 form is submitted to local CSIB offices DARD Inspectors will check the Business ID database to;-

· ensure that the Group name does not already exist,

· check the list of main office bearers for association with any existing DARD Business ID.  

If necessary DARD Inspectors will perform a business separateness test where the Group has the same address as an existing Business ID or any members of the group are associated with an existing Business ID.

10. RD1 applications for Category 2 Business ID will be rejected where;-

· the name of the Group in Memorandum and Articles of Association or Constitution does not fully agree with the stated name on the RD1 application,

· the names and positions of the main office bearers are not provided,

· the Group does not declare non-profit-taking status,

· the Group name already exists on DARD’s CIS Business ID database

11. DARD Countryside management Inspectors may contact the applicant directly to;-

· clarify details provided on the RD1 application,

· perform a business separateness test as noted at Para 9. above.

The Applicant Group should be made aware of possible direct contract from DARD Inspectors.

12. It has been agreed that DARD Axis 3 staff, Dundonald House will facilitate this process by;-

(a) reviewing the RD1 application and supporting documentation to be submitted to the local CSIB office, and

(b) providing a letter of clearance in support of the Group application for a Category 2 Business ID.

13. In summary the documentation/additional information required from a non-profit taking community/voluntary group is;-

(a) RDI application for DARD Business ID (Category 2) – fully completed,

(b) a Memorandum and Articles of Association or Constitution document as relevant to the total project costs,

(c) list of the names and positions of the main office bearers (authorised/confirmed by the Chairperson/head of the group),

(d) statement of non-profit taking status of the group (authorised/confirmed by the Chairperson/head of the group), and

(e) any other evidence supporting the legal status of the group which could be a letter from HMRC accepting the Charity status of the Group.

14. The Admin Unit should forward the completed RD1 application and supporting documentation to Joy Nicholson or Shirley Curry in DARD Rural Development Division, Room 145, Dundonald House, Upper Newtownards Road, Belfast to facilitate a review of the papers submitted and preparation of a letter of clearance to CSIB from the Axis 3 Measure Manager.  To assist this process and ensure that documentation submitted is complete please use the checklist proforma provided at Annex A.

15. Prior to submission to Dundonald House the Admin Unit is advised to ensure that the group has;-

(a) answered all questions on the RD1 application form,

(b) provided a Memorandum and Articles of Association or Constitution document as relevant to the value of total project costs,

(c) provided a list  of the main office bearers and their positions (authorised by the Chair of the Group),

(d) a statement declaring non-profit taking status for the Group (authorised by the Chair of the Group), and

(e) where the Memorandum or Constitution does not specifically detail the purpose/objects of the Group or the financial/cheque signatory arrangements arrange for this to be covered in a statement from the chair of the Group.

Experience of the RD1 application process informs us that CSIB will return incomplete applications or seek further clarification where the required information is not included.

A list of the common problems arising on RD1 applications from non-profit-taking Groups is provided at Annex B.

16. An application for a Business ID will be rejected if the name of the Group recorded on the Articles of Association or Constitution does not match that recorded on the RD1 application.

Annex A

To
DARD Axis 3 Central

Date
__________________

Application for Category 2 DARD Business ID for Non-Profit-Taking Community Group  -  Request for Clearance by DARD Axis 3 Central

	Name of Applicant:
	_________________________

	Application Ref No:
	_________________________

	Total Project Costs:
	£_________________________


Checklist for Documentation to be submitted

	
	
	

	1.
	RD1 Application
	

	
	(i)  All questions answered
	 Yes / No

	
	(ii)  Business Name matches name of the applicant; name for LOO issue; name on memorandum & articles of association or constitution
	 Yes / No

	
	(iii)  names and addresses of main office bearers at Section 2
	 Yes / No

	
	(iv)  members association/links with any other DARD registered business declared at Section 3
	 Yes / No

	
	(v)  Accounts:  Bank & Financial questions answered
	 Yes / No

	2.
	Documents as Evidence of Legal Status
	

	
	(i)  Memorandum & Articles of association (total project costs over £10k)
	 Yes / No

	
	(ii)  Constitution (total project costs of £10k or less)
	 Yes / No

	3.
	Letter of Confirmation from Chairperson of Non-Profit-Taking Group
	

	
	(i)  Names of 3 main office bearers (match members on RD1, Section 3)
	 Yes / No

	
	(ii)  statement re non-profit-taking status
	 Yes / No

	
	(iii)  arrangements for bank/cheque signatories
	 Yes / No

	
	(iv)  letter authorised by Chair of Group
	 Yes / No


Annex B

Common Problems arising throughout the Test Period which add to the timescale for processing
1. RD1 application submitted to Axis 3, Dundonald House when the group already has a Unique Tax Reference number (UTR) – these should issue directly to the local DARD Direct office, addressed to DARD Business ID Section.

2. TAX question not answered – if the Group is non-profit-taking and not registered with HM revenue & Customs state ‘not for profit group – not registered with HMRC’.

3. Name of the Group specified on the RD1 form does not match that on the legal status document (Memorandum or Constitution) or in some cases the EU applications database.

4. Members of the Business ID application listed at Section 2 not matching the names of the main office bearers as provided by the Chair of the Group.  

5. Separate bank account for the Group not indicated at Q3.4.

6. Objects/purpose of the Group not detailed on the legal status document.

7. Arrangements for cheque signatories/decisions etc not detailed on the legal status document.

8. Members listed on the RD1 not declaring their association with another Community Group Business ID or personal Business ID.  In the case of not-for-profit Groups this should not cause rejection unless all members are the same, however queries will be raised if not declared.

APPLICATION ELIGIBILITY CHECK 






APPENDIX 5

(To be Completed by the Administration Unit)

	APPLICANT:
	PROJECT TITLE :

	PROJECT REF NO :
	PROGRAMME MEASURE :

	ELIGILITY CRITERIA
	Yes / No
	Comments / Evidence

	1. Has the application form been submitted by the required deadline?

	
	

	2. Has the application form been completed in order to allow an initial assessment of the proposal?

	
	

	3. Is the proposed project in a rural area as defined in the approved local development strategy?
	
	

	4. Is the proposal compatible with the aims and objectives of the approved local development strategy?
	
	

	5. Is the proposal eligible under the operating rules and measure, and within funding rates applicable to this measure?
	
	

	6. If a self catering application, has the applicant full planning permission in place and have the planning permission documents been verified?
	
	

	7. If applying under Measure 3.1 and the applicant is not the farm owner, has written permission, as per Measure Sheet, been obtained?
	
	

	8. Has the application been submitted by or on behalf of an eligible applicant as set out in the Measure sheet(s)?
	
	

	9. Will the project be delivered within the lifetime of the programme?
	
	

	10. Will the project meet a demonstrable and identified need?

	
	

	11.  Has the Promoter given a commitment to disseminate the outcomes / results of the project including best practice?


	
	

	12. Is the proposal compatible with state aid provisions (De Minimis), as detailed in Chapter 3 of the operating rules?
	
	

	13. Does the applicant provide sufficient evidence of the skills and experience to deliver the project?


	
	

	14. Does the applicant provide sufficient evidence of how any negative environmental impacts will be offset/reduced?

	
	

	All questions must be answered, and the answer to all must be YES in order to proceed to the Assessment Process.



	Signed By :                                                                        (Project Officer)  
	Date :

	Decision By Project Manager : 

The application should*/should not ** proceed to Full Assessment Stage

* Carry out Site Visit, Economic Appraisal etc 

 ** recommendation to LAG re:ineligibility

Signed:___________________________                                      Date :_____________________




PROJECT ASSESSMENT FORM 







Appendix 6
	APPLICANT :
	

	PROJECT TITLE :
	

	PROJECT REF  :
	

	PROGRAMME MEASURE :
	

	ASSESSMENT CRITERIA
	Max Score
	Actual Score
	Comments / Evidence

	1. Degree to which need/demand is identified and addressed


	20
	
	

	Needs/demands are clearly identified and significant 
	7
	
	

	Project is designed to have a direct impact on these needs/demands
	7
	
	

	The need/s identified arise out of disadvantage in the area
	6
	
	

	2. Environmental Sustainability

Environmental sustainability is assessed against the following criteria, which is based on the Development Path Analysis (DPA) methodology. Each application will fall into only one of the following DPA paths and therefore receive the corresponding score.
	5
	
	

	Project will operate within the context of environmental legislation ( Path A)


	0
	
	

	Project addresses previous environmental damage or promotes regeneration ( Path B)


	2
	
	

	Project puts in place environmental infrastructure to reduce negative environmental impact ( Path C)


	3
	
	

	Project helps businesses meet increasing environmental standards ( Path D)


	4
	
	

	Project aims to improve the resource efficiency 

(eco-efficiency) of existing activities ( Path E) 


	5
	
	

	Project is a new type of economic activity using fewer environmental resources or producing less pollution, than existing activities in the area. ( Path F)


	5
	
	

	3. Financial Planning
	15
	
	

	The Economic Appraisal demonstrates that the project could proceed without Rural Development funding. (if this applies the project should not be funded).


	0
	
	

	The project demonstrates financial plans that are realistic (includes start-up, running costs and projected income)

	8
	
	

	Project is identified as a suitable viable option by economic appraisal.

	7
	
	

	4. Project Management
	15
	
	

	Project promoter demonstrates evidence of previous management skills relative to the project and/or a willingness to participate in appropriate support/mentoring/training.


	8-15
	
	

	Project promoter demonstrates limited evidence of previous  management skills relative to the project and/or a willingness to participate in appropriate support/mentoring/training 


	1-7
	
	

	Project promoter demonstrates no evidence of previous  management skills relative to the project and/or no willingness to participate in appropriate support/mentoring/training


	0
	
	

	5. Measurable objectives / targets and annual performance indicators
	15
	
	

	Project has clear and measurable objectives, targets and indicators (SMART) which fit with measure and strategy objectives.


	6
	
	

	Project has monitoring and evaluation system(s) in place to measure progress against objectives


	4
	
	

	Project complements other relevant initiatives e.g. integrated local strategies and government initiatives 


	5
	
	

	6. Economic and Social Sustainability
	20
	
	

	The project as presented is sustainable.


	5
	
	

	The project has potential to impact on poverty within the area. 


	4
	
	

	Project provides new employment opportunities in the area.


	4
	
	

	The project is likely to contribute to improving the quality of life for those living in the local rural area 


	3
	
	

	Evidence that the project will be completed and/or has an exit strategy from Government funding in place e.g. 

- (a)project will be completed

- (b) has identified alternative sources of funding

- (c) indicates how the project will continue but will    have become self-sustaining





	4
	
	

	7. Degree of Innovation and Originality 
	5
	
	

	The proposal introduces new product(s) service(s) or a new methodology of implementation to existing product(s) service(s) in the defined area using best practice.


	5
	
	

	8. Equality and Equal Opportunities Considerations
	5
	
	

	Project  has measurable equality or equal opportunity objectives as expected outcomes
	5


	
	

	Total Score
	100
	
	

	

	Recommendation of Assessment Panel 

	Date of Assessment Panel Meeting: _____________________

(Only projects that score 65 Marks and over will be considered for funding).

The assessment panel have decided the above project should be *accepted/rejected/ or deferred.

*Delete as appropriate

Reason(s) for Decision: 

Signed:__________________________________                    Date : _________________

               (Chairperson of Assessment Panel)

Signed:_____________________________________                 Date:________________

Signed:_____________________________________                 Date:________________

Signed:_____________________________________                 Date:________________

Signed:_____________________________________                 Date:________________
Signed:_____________________________________                 Date:________________

Signed:_____________________________________                 Date:________________

Signed:_____________________________________                 Date:________________

Signed:_____________________________________                 Date:________________

Signed:_____________________________________                 Date:________________

Signed:_____________________________________                 Date:________________

Signed:_____________________________________                 Date:________________

Note: All Panel members must sign above


AXES 3 & 4 ASSESSMENT PANEL GUIDANCE FOR APPENDIX 6

Whilst it would be virtually impossible to provide an example of every scenario whereby an applicant would score e.g. 0,1,2,3, etc, this is an example of the circumstances whereby a sliding scale could be used for each relevant section of Appendix 6.

	ASSESSMENT CRITERIA
	SCORE
	EVIDENCE



	1. Need/Demand

	
	

	Needs are clearly identified and significant
	0-3
	Degree to which the applicant has researched the market e.g. this is purely a local need and the applicant has not sought to address a wider need. Research that no local similar operation exists. 



	
	4-7
	Applicant has identified, through extensive research a much wider regional need. Consultation has taken place with key local advisers, letters from potential clients, evidence of demand from local/regional tourism statistics, fit with appropriate strategies e.g. anti-poverty.  



	Project is designed to have a direct impact on these needs
	0-3
	Applicant has merely stated that the project will address a local need. Little or no research provided. Project will not fully address the need which exists.



	
	4-7
	Applicant has shared his proposal on a wide basis and has received positive feedback from key players on the extent of how the project will have a direct impact.



	The needs arise out of disadvantage in the area


	0-6
	NINIS Multiple Deprivation Figures 2005.

	2. Environmental      Sustainability


	
	

	Development Path Analysis (DPA)


	0-5
	Apply the appropriate score from Appendix 6.


	3. Financial Planning


	
	

	Project financial plan 
	1-4
	Business turnover projections are not evidenced-based or current e.g. little or no supporting evidence from orders taken, potential customers interest. 



	
	5-8
	Quotations available, funding has been clearly aligned to expenditure items. Evidence exists to back up financial projections.

	Options appraisal
	0-7
	A project is deemed to be viable if the net cash flow is improving year on year from year 3 onwards.

A project is deemed to be sustainable if viability continues to be achieved without further grant aid or funding beyond which is identified in the appraisal. 



	4. Project Management


	
	

	Project Promoter Skills
	0
	Promoter demonstrates no evidence of previous experience and no willingness to participate in support/training.



	
	1-7
	Promoter demonstrates limited or no project management skills and experience but a willingness to participate in appropriate support/training to improve skills. N.B. Participation in support/training should be made a condition for funding in the LoO.



	
	8-15
	Evidence of previous substantial project management skills. 



	5. Measurable Objectives


	
	

	SMART objectives
	0-3
	Only part satisfied i.e. some objectives are specific, measurable but not achievable, realistic or time-bound. 



	
	4-6
	All objectives are SMART.



	Monitoring of objectives
	0-2
	No substantial monitoring plan available but a mention of how monitoring will be carried out.



	
	3-4
	Full realistic monitoring plan completed to capture progress information relative to the identified outputs and objectives.



	Complements Other Strategies
	0-2
	Takes little or no account of other local development or other relevant strategies.



	
	3-5
	Degree to which project takes account of and fits with aims/objectives of other local strategies and government initiatives.



	6. Economic and Social       Sustainability


	
	

	Project sustainable
	0-2
	Little or no account taken of the need for an exit from funding strategy to be in place.



	
	3-5
	Degree to which the need for a realistic exit from funding strategy has been addressed. Actions planned to remain sustainable following funding.

	Impact on poverty
	0-2
	Project makes little or no impact on disadvantaged areas/communities.



	
	3-4
	Project specifically targets disadvantaged areas/communities. Socially excluded groups will benefit from the project. 



	New employment opportunities
	0-1
	No clear job creation proposal evident. Evidence that only existing jobs are safeguarded.



	
	2-4
	Project designed to create additional employment. 



	Improving quality of life
	0-3
	Degree to which any of the following apply:

Employment, local facilities provision, basic service improvement or creation, increase in tourist activity, stimulation of private sector investment.



	Exit Strategy
	0-1
	Satisfies (a) of Appendix 6.



	
	2
	Satisfies (a) and (b) of Appendix 6.



	
	3-4
	Satisfies all 3 criteria of Appendix 6 depending on level of evidence provided.



	7. Degree of Innovation


	
	

	
	0-2
	Little or no innovation in the area.



	
	3-5
	Degree to which the project is visionary in approach and is motivational. New product/service in the area, new methodology in a defined area using best practice.



	8. Equality and Equal Opportunities Considerations


	
	

	 Project  has measurable equality  objectives as expected outcomes


	0-2


	A resource, asset or service is provided that can be used by people of different gender, culture, creed, beliefs nationalities or political opinion.

	
	3-5


	Provides for cohesion of people of different gender, culture, creeds, beliefs nationalities or political opinions or provides opportunities for representation/participation in employment or community activity by members of under represented groups.




PETTY CASH POLICY 








Appendix 7


Petty Cash is intended to allow the JCC to make small purchases or reimbursement, in cash for small items which are necessary expenditure in its operation such as stamps, office supplies etc.  It should be noted that Petty Cash must not be used to reimburse or pay for incidental expenditure which is not directly essential expenditure in the operation of the Partnership such as day to day office refreshments, gifts or contributions to gifts or tokens of condolences; subsistence costs such as lunch which should be claimed through travel and subsistence; gratuities; staff bonuses etc.  

The JCC is required to develop a petty cash policy which permits it to have available £100.00 in cash and which sets a maximum limit of expenditure of £20.00 which may be paid with petty cash.  Payments for items costing in excess of £20.00 must be made by cheque rather than reimbursed through petty cash. 

The petty cash fund must be kept in a locked cash box, in a locked and secure cabinet or preferably a safe if available.  It is recommended that only one person, the Petty Cash Officer, is nominated to have access to the petty cash and that person is responsible for the safety and implementation of Petty Cash.  If, for operational reasons, it becomes necessary for the Petty Cash Officer to delegate responsibilities to another officer from time to time, he/she will remain personally responsible for the actions undertaken on his/her behalf.  It is therefore imperative that the Petty Cash Officer checks to ensure that those acting on his/her behalf remain worthy of confidence and are complying with current instructions.  To disburse petty cash funds the JCC must complete petty cash vouchers, see attached, to document each transaction.  It will also need to determine who can approve petty cash payments.  The approving officer must not be the Petty Cash Officer.  Proper control by way of supervisory checks must be in place to ensure that the amount authorised on the payment documentation is actually paid.

A policy document should be drawn up, agreed with the Deputy Programme Manager and available for inspection.    
Implementation

To establish the petty cash fund a cheque for £100 should be drawn down and cashed and placed in the locked petty cash box and locked drawer or preferably a safe if available. 

To reimburse a small purchase the Petty Cash Officer must obtain proof of purchase i.e. an original itemised receipt or original itemised receipted invoice and a completed petty cash voucher, detailing the nature and reason for the purchase.  Once the appropriate person has approved the voucher the expenditure may be reimbursed.              

A petty cash record i.e. cash book should be kept which records the income and payments and analyses them into the main types of expenses involved.  All transactions should be recorded on a daily basis and the account should be balanced at the end of each month.  All entries should be made in ink i.e. no pencils, pens of a type that can be erased or green ink should be used.  Any entry corrections must be clearly visible and initialled.

If the JCC is holding a supply of postage stamps a record of usage should be maintained showing the total postage used on a daily basis. The value of the stamps should be included as part of the petty cash balance and therefore the purchase of the stamps should not be recorded in the cash book as a payment.  (Note:  if stamps are purchased by cheque the transaction will need to be recorded in the cash book i.e., debit bank column; credit cash column).  At the end of each month the postage used should be totalled and the total figure entered in the cash book as a payment. The JCC should monitor postage on a consumption basis to ensure that the usage is appropriate to its needs.

When the petty cash fund is substantially depleted the petty cash record, vouchers and receipts and the balance of cash on hand should be checked by the Petty Cash Officer and signed off by the JCC.

When the account has been balanced, a cheque may be drawn down for the exact amount of the vouchers/receipts to bring the fund back to its original balance of £100.00. It is recommended that the account is balanced on at least a monthly basis.

It should be noted that the amount of cash held at any one time, together with the evidence of payments (vouchers and receipts) should always total £100.

The petty cash vouchers and receipts should be stapled to the summary of expenses and filed away.

Claim for Drawdown from the Department

When submitting a claim to the Department for the re-imbursement of the cheques drawn down for petty cash the summary of expenses, the petty cash vouchers and receipts must accompany the claim. 

PETTY CASH VOUCHER

 

Date: ______________________________ Amount: £ ____________________

 

[Amount in words]____________________________________________pounds

 

For: _____________________________________________________________

________________________________________________________________

 

Account No: ______________________________________________________

 

Paid to: ____________________________ Signed: _______________________

 

Approved by: _____________________________________________________


TRAVEL & SUBSISTENCE FORM  












Appendix 8
Cluster : ________________________________________________________________
CLAIMANT_______________________________________             PERIOD OF CLAIM_________________________

POSITION _____________________________________________

	Date
	Depart
	Return
	Details of Journey
	Miles
	Subsistence
	Misc Expenses
	Reason for Journey incl how claim relates to approved project 

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	TOTAL
	
	
	
	

	Summary of Claim
	£
	
	
	
	

	________ Miles @ ____p per mile           
	
	
	
	
	

	Subsistence
	
	Claimants Signature
	
	Date
	

	Misc Expenses
	
	
	
	
	

	Total
	
	Approved by
	
	Date
	


HOSPITALITY AND ENTERTAINMENT COSTS 
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In certain circumstances where it is necessary to provide hospitality as part of the administrative activities of the JCC and LAG the Department will consider the eligibility of such expenses for aid.

The following paragraphs detail the expenditure that is eligible. Any other proposed expenditure in this area must receive DARD approval before proceeding.

It is imperative that the following guidance is strictly adhered to.  In particular before arranging hospitality ensure that the proposed expenditure:

· is able to withstand both internal and external scrutiny; 

· is always in the direct interest of and essential to the implementation of the approved local Rural Development Strategy; and 

· is not excessive.  The level of hospitality offered must be reasonable.

REFRESHMENT AT MEETINGS

Refreshments may be provided for business meetings (e.g. tea, coffee, biscuits, and scones).  Hospitality Form 1 attached must be completed.  Where tea, coffee or biscuits are purchased to cover a number of meetings a Form 1 should be completed and a copy of the receipt attached.

When submitting a claim to the Department for the reimbursement of these costs the completed Hospitality Form 1 and all relevant supporting evidence of costs, including detailed receipts should accompany the claim.

WORKING ‘SNACK TYPE’ MEALS

It is accepted that it is not always possible to accommodate urgent meetings except at lunch time or otherwise outside normal working hours.  In these circumstances it may be cost effective and in the interest of efficiency to provide a modest snack type meal for meeting attendees with costs kept to a minimum.  (A maximum of £10 per person including soft drinks is acceptable).  If the meeting is proposed by the LAG, the chair of the LAG approves and signs Form 1. If the meeting is proposed by the JCC, the chair of the JCC approves and signs Form 1 

When submitting a claim to the Department for the reimbursement of these costs the completed Hospitality Form 1 and all relevant supporting evidence of costs including detailed receipts should accompany the claim.

It should be noted that the costs of Christmas lunches/dinners and similar functions are not eligible for programme funding.

If there is a doubt as to the eligibility of proposed expenditure under the rules for hospitality then the regional Rural Development Office should be contacted for guidance.

Hospitality Form 1
APPROVAL FOR HOSPITALITY / ENTERTAINMENT 

Please indicate the type of event requiring hospitality approval by ticking the box.


Refreshments at business meeting 


Working “Snack Type” Meal 

Details of the Event

i.     Date of Event               
__________________________________

ii     Estimated cost*(excl VAT)  
__________________________________

       Estimated cost*(incl VAT)   
__________________________________

iii    Purpose of the Event   
_______________________________________

________________________________________________________________

________________________________________________________________

iv    Number of attendees to be catered for:__________________________

 A list of names must be attached.

Comments: ______________________________________________________

________________________________________________________________

________________________________________________________________

Event/Hospitality Approved by: ___________________________________

Chair of LAG / Chair of JCC / Admin Manager

Signature: ________________________________ 

Date of Approval: ___________________________

Exclude Room/Equipment Hire etc.  Only the cost of the refreshments (food/soft drinks) should be included.  But these costs must be taken into account when choosing a venue.

Variance in Costs

Where the actual cost of providing the hospitality is 5% higher than the estimated cost the form must be resubmitted for approval with the reason for the variation to the Chair of the LAG or Chair of the JCC or Admin Manager as appropriate i.e., to the person who originally provided authorisation.

Actual Cost (excl VAT)  £________________________________

Actual Cost (incl VAT)   £________________________________

Reason for variation: _______________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

Approved by: ________________________________

Chair of LAG/Chair of JCC or Admin Manager as authorised prior to event

Signature: ______________________________

Date of Approval: ______________________

CHECKLIST OF PROJECT DOCUMENTATION
This is now obsolete. Please refer to Appendix 22

Measure Sheets/Rates of Aid 
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Measure 3.1: Diversification into non-agricultural activities

Article 52(a) (i) and 53 of Regulation (EC) No 1698/2005

Article 35 and point 5.3.3.1.1 of Annex II of Regulation (EC) No 1974/2006

Measure Code: 311

Total measure fund available - £20million

Objective of the measure

To assist farm households to diversify into non-agricultural activities on farm and, as a consequence, maintain or increase the income of the farm households and create employment opportunities. This includes those farmers who have previously diversified and wish to expand.

Eligible Applicants

Farm owner or members of a farm family who have written permission to carry out the diversification activities from the farm owner. This permission must also include a statement that the applicant is exercising an agricultural activity on the farm at the time of the support application. Where the applicant is using a category 2 DARD business number (i.e. business number allocated for the diversification project which is separate from that of the main farm business), the standard leasing requirements as detailed in the Terms and Conditions Booklet Para 4.10(j) will apply. 
E-Coli O157

Where an application to this Measure involves any direct contact between farm animals and humans or, where the nature of the application would suggest that such contact is unavoidable, applicants are requested to phone Norman Lyons HSENI, telephone: 028 9034 7440 to seek advice and guidance.

Non Eligible Activities

Annex 1 Products – (refer to the instructions on the link below or the list at Appendix 12)


http://www.defra.gov.uk/foodfarm/policy/farm/state-aid/agristate-aid/agri-products.htm
Processing & Marketing of Annex 1 Products except under the following circumstances:-


· Less than 90% Annex 1 input with an Annex 1 Output – funded at 50%

· Less than 90% Annex 1 input with a Non Annex 1 Output – funded at 30%.

(The procedure for dealing with agri-food processing applications is detailed at paragraph 2.78)

(Michael Moorhead (DARD Senior Food Business Development Adviser) will act as a contact point for Cluster staff who need general advice. He is contactable on 028 9052 5037)


B&B bed space

Retail*

Mobile Infrastructure **

Any activity that could be funded by another statutory body\council. 

Employment grants

Running costs e.g. heat, light etc

Training***


*
Except where integral part of a craft production facility or farm shop

**
Except specialised mobile infrastructure for specific project requirements

***
Except bespoke training when linked to a project

Renewable Energy Sources 

Renewable Energy Sources may be funded refer to Guidance Note at Appendix 25. 

Aid Intensities  

	Activity
	Level of Support
	Maximum funding

	Grant aid towards capital and resource costs


	Up to 50%
	£50 000

	Marketing support  
	Up to 50%


	£5 000 in any one of the activities, or as a composite of two or three



	 Bespoke training intrinsic to individual applications which is not on offer from any other provider and is part of the funded project 


	
	

	Technical support to help new businesses become established and to help existing businesses to consolidate and expand


	
	


Please Note : The maximum funding per application is £50,000 

Type of support: one-off or in instalments

Interest rate subsidies and financial engineering systems will not be eligible.

No advances will be paid.
Measure 3.2: Business creation and development
Article 52(a) (ii) and 54 of Regulation (EC) No 1698/2005

Point 5.3.3.1.2 of Annex II of Regulation (EC) No 1974/2006

Measure Code: 312

Total measure fund available - £20million

Objective of the measure

To create employment opportunities through promoting entrepreneurship and developing the economic infrastructure in rural areas.

Eligible Applicants

The Project must be located in a rural area and the applicant must have less than 10 employees (FTE – Full Time Equivalents) and an annual turnover of less than 2 million euros*. These limits apply to individual or linked companies.

The applicant may be;

· private individuals, aged over 18 years;

· private companies or partnerships

· social economy enterprises**.

*The value in Euros can be determined using the exchange rate which applies on the final day of the period of the most recent accounts, by using the link below
http://www.ecb.int/stats/exchange/eurofxref/html/index.en.html. 
Definition:  Social Economy Enterprise** (SEE) are viewed as those organisations that have a social, community or ethical purpose, operate using a commercial business model and have a legal form appropriate to a not -for personal profit status.  

Where the total project cost is greater than £10K Community/Voluntary groups must be registered as Community Interest Company, Limited Liability Partnership or Company limited by guarantee. Where the total project cost is £10K or less the Community/Voluntary group must have a constitution in place. In all cases a lease must be in place to cover the duration of the project (1 year, 2 years etc).

For those community/voluntary groups whose total project costs are in excess of £10,000 and who wish to avail of more than £7,500 Axis 3 funding, the Northern Ireland Council for Voluntary Action (NICVA) staff have the necessary skills to assist groups with the development of memorandum of understanding/articles of association necessary for groups to become incorporated. A contact point has been established within NICVA for this purpose: Edward Cooke Tel: 9087 7777.
 For those groups which function under the conditions of a parent body and therefore cannot amend their constitution to become a company limited by guarantee and who wish to avail of funding in excess of £7,500 a letter must be submitted to the cluster from the parent body as per Appendix 26 (A) or Appendix 26 (B) GAA linked bodies. 
This measure will not provide support for applicants eligible under measures 3.1 and 3.3

Non Eligible Activities

Annex 1 Products – (refer to the instructions on the link below or the list at Appendix 12)


http://www.defra.gov.uk/foodfarm/policy/farm/state-aid/agristate-aid/agri-products.htm
Processing & Marketing of Annex 1 Products except under the following circumstances:-


· Less than 90% Annex 1 input with an Annex 1 Output – funded at 50%

· Less than 90% Annex 1 input with a Non Annex 1 Output – funded at 30%
(The procedure for dealing with agri-food processing applications is detailed at paragraph 2.78)

(Michael Moorhead (DARD Senior Food Business Development Adviser) will act as a contact point for Cluster staff who need general advice. He is contactable on 028 9052 5037)


B&B bed space

Retail*

Mobile Infrastructure **

Any activity that could be funded by another statutory body\council. 

Employment grants

Running costs e.g. heat, light etc

Training***

*
Except where integral part of a craft production facility 
**
Except specialised mobile infrastructure for specific project requirements

***
Except bespoke training when linked to a project

Renewable Energy Sources 

Renewable Energy Sources may be funded refer to Guidance Note at Appendix 25. 

Aid Intensities  

	Activity
	Level of Support
	Maximum funding

	Grant aid towards capital and resource costs
	Up to 50% for the private sector                                     Up to 75% for social economy enterprises including Community/Voluntary Groups
	                                      £50 000

	Marketing support
	                                                      Up to 50% for the private sector

Up to 75% for social economy enterprises, including Community/Voluntary Groups
	                                               £5 000 in any one of the activities, or as a composite of two or three

	Bespoke training intrinsic to individual applications which is not on offer from any other provider


	
	

	Technical support to help new businesses become established and to help existing businesses to consolidate and expand
	
	


Social economy enterprises may provide match funding in the form of contribution-in-kind (up to 20%) when matched with a 5% cash contribution.

Please Note: The maximum funding per application is £50,000

 

Type of support: one-off or in instalments
Interest rate subsidies and financial engineering systems will not be eligible.

No advances will be paid except to SEE’s @ a maximum of 20% of total grant award.

Measure 3.3: Encouragement of tourism activities

Article 52(a) (iii) and 55 of Regulation (EC) No 1698/2005

Point 5.3.3.1.3 of Annex II of Regulation (EC) No 1974/2006

Measure Code: 313

Total measure fund available - £12million

Objective of the measure

To use the natural resources in Northern Ireland’s rural areas to attract visitors, and create new employment opportunities through the sustainable development of the rural economy.

Eligible Applicants

The Project must be located in a rural area.

The applicant may be;

· private individuals, aged over 18 years;

· private companies or partnerships

· social economy enterprises*.

· Local councils 

· non departmental public bodies

*Definition:  Social Economy Enterprise (SEE) are viewed as those organisations that have a social, community or ethical purpose, operate using a commercial business model and have a legal form appropriate to a not -for personal profit status.


Where the total project cost is greater than £10K Community/Voluntary groups must be registered as Community Interest Company, Limited Liability Partnership or Company limited by guarantee. Where the total project cost is £10K or less the Community/Voluntary group must have a constitution in place. In all cases a lease must be in place to cover the duration of the project (1 year, 2 years etc).

For those community/voluntary groups whose total project costs are in excess of £10,000 and who wish to avail of more than £7,500 Axis 3 funding, the Northern Ireland Council for Voluntary Action (NICVA) staff have the necessary skills to assist groups with the development of memorandum of understanding/articles of association necessary for groups to become incorporated. A contact point has been established within NICVA for this purpose: Edward Cooke Tel: 9087 7777.
For those groups which function under the conditions of a parent body and therefore cannot amend their constitution to become a company limited by guarantee and who wish to avail of funding in excess of £7,500 a letter must be submitted to the cluster from the parent body as per Appendix 26 (A) or Appendix 26 (B) GAA linked bodies.
Projects under this Measure must have input from the Northern Ireland Tourist Board (NITB) as the Key Informant.
This measure will not provide support for applicants eligible under measure 3.1.

Non Eligible Activities

Annex 1 Products – (refer to the instructions on the link below or the list at Appendix 12)

http://www.defra.gov.uk/foodfarm/policy/farm/state-aid/agristate-aid/agri-products.htm


Processing & Marketing of Annex 1 Products except under the following circumstances:-


· Less than 90% Annex 1 input with an Annex 1 Output – funded at 50%

· Less than 90% Annex 1 input with a Non Annex 1 Output – funded at 30%.

(The procedure for dealing with agri-food processing applications is detailed at paragraph 2.78)


(Michael Moorhead (DARD Senior Food Business Development Adviser) will act as a contact point for Cluster staff who need general advice. He is contactable on 028 9052 5037)


Activity that does not have the appropriate endorsement of NITB as the *Key Informant. 

B&B bed space

Retail*

Mobile Infrastructure **

Any activity that could be funded by another statutory body\council. 

Employment grants

Running costs e.g. heat, light etc

Existing festivals

Training***

*
Except where integral part of craft production facility 
**
Except specialised mobile infrastructure for specific project requirements

***
Except bespoke training when linked to a project



Renewable Energy Sources 

Renewable Energy Sources may be funded refer to Guidance Note at Appendix 25.
Aid Intensities  

	Activity
	Level of Support
	Maximum funding

	Grant aid towards capital and resource costs
	Up to 50% for the private sector

Up to 75% for social economy enterprises, including Community /Voluntary Groups.

75% for non departmental public bodies and local councils
	£50 000

£250 000

£250 000

	Marketing support
	                                                              Up to 50% for the private sector              Up to 75% for social economy enterprises, including Community /Voluntary Groups

Up to 75% for non departmental public bodies and local councils


	                                          £5 000 in any one of the activities, or as a composite of two or three.

Exception: Marketing will be available up to a max of £200 000 for strategic bodies and local councils. Full consultation with NITB must take place prior to approval.

	Bespoke training intrinsic to individual applications which is not on offer from any other provider
	
	

	Technical support to investigate project potential or consolidate a project/business.
	
	


Social economy enterprises, non departmental public bodies and councils may provide match funding in the form of contribution-in-kind (up to 20%) when matched with a 5% cash contribution.

Please Note: The maximum funding per application is;-

 £50,000 for applications from the Private Sector

£250,000 for applications from Social Economy Enterprises (inc Community/Voluntary Groups), Non Departmental Public Bodies and Local Councils 


Type of support: one-off or in instalments

Interest rate subsidies and financial engineering systems will not be eligible.

No advances will be paid, except to SEE’s @ a maximum of 20% of total grant award.

Measure 3.4: Basic Services for the economy and rural population

Article 52(b) (iii) and 56 of Regulation (EC) No 1698/2005
Point 5.3.3.2.1 of Annex II of Regulation (EC) No 1974/2006
 
Measure Code: 321
Total measure fund available - £12million
 
Objective of the measure
To improve or maintain the living conditions and welfare of those living in rural areas, and to increase the attractiveness of such areas through the provision of more and better basic services, for the economy and the rural population.

 

 
Eligible Applicants
The Project must be located in a rural area. The applicant may be:


·          private individuals, aged over 18 years 

·          private companies or partnerships 


·          social economy enterprises

·          non departmental public bodies

·          local councils

· Community/voluntary groups

 
*Definition:  Social Economy Enterprise (SEE) are viewed as those organisations that have a social, community or ethical purpose, operate using a commercial business model and have a legal form appropriate to a not -for personal profit status. 

Where the total project cost is greater than £10K Community/Voluntary groups must be registered as Community Interest Company, Limited Liability Partnership or Company limited by guarantee. Where the total project cost is £10K or less the Community/Voluntary group must have a constitution in place. In all cases a lease must be in place to cover the duration of the project (1 year, 2 years etc). 


For those community/voluntary groups whose total project costs are in excess of £10,000 and who wish to avail of more than £7,500 Axis 3 funding, the Northern Ireland Council for Voluntary Action (NICVA) staff have the necessary skills to assist groups with the development of memorandum of understanding/articles of association necessary for groups to become incorporated. A contact point has been established within NICVA for this purpose: Edward Cooke Tel: 9087 7777.
For those groups which function under the conditions of a parent body and therefore cannot amend their constitution to become a company limited by guarantee and who wish to avail of funding in excess of £7,500 a letter must be submitted to the cluster from the parent body as per Appendix 26 attached.
Eligible Activities –the following activities are eligible for support under the measure:

· Research to identify the needs of isolated rural communities

· Measure technical assistance for building capacity to enable improved provision of basic services. 

· Measure technical assistance for developing integrated action plans

· Undertaking infrastructural improvements 

· Developing innovations in access to basic services for rural communities

· Demonstration or pilot projects 

· Recreational activities

NB: All project economic appraisals must address the issues of sustainability, displacement and additionality and in particular that of the Key Informant (responsible statutory organisation).

Non Eligible Activities

· Activity that does not have the appropriate endorsement of the *Key Informant. 

· Non time bound activity which offers no sustainability beyond the funding period

· Enhancement of facilities within the premises of organisations or clubs with restrictive membership

· Employment grants 

· Training**

 

*The Department or Agency with statutory or policy responsibility for the service area.  

**Except bespoke training when linked to a project

 

 
Renewable Energy Sources 
Renewable Energy Sources may be funded refer to Guidance Note at Appendix 25. 

 
N.B The measure is not intended to replace the responsibility of other Departments or Agencies in defining what their basic services are or where a service has a low priority on their funding list, to top up the funding shortfall.  The measure aims to help communities work with Departments or Agencies with a statutory or policy responsibility or with private promoters to secure in a cost effective and sustainable way, access to key basic services located as closely as possible to those communities. The measure will underpin the Department’s influencing role with other Government Departments towards enhancement of access to key services in rural areas.
Aid Intensities  
 
	 
Activity
	 
Level of Support
	 
Maximum funding

	 

Grant aid towards capital and resource costs
	                                                                            Up to 50% for the private sector     

 

Up to 75% for social economy enterprises, including Community/Voluntary Groups

 
Up to 75% for non departmental public bodies and local councils
	 £50 000

 

£250 000

 

 

£250 000

	Marketing support
	 

 

 

Up to 50% for the private sector

Up to 75% for social economy enterprises including Community/Voluntary Groups

 Up to 75% for non departmental public bodies and local councils

 
	 

 

 

£5 000 in any one of the activities, or as a composite of two or three

 

 

	Bespoke training intrinsic to individual applications which is not on offer from any other provider

 
	
	

	Technical support to investigate project potential or consolidate a project/business.
	
	


 
Social economy enterprises (including Community/Voluntary Groups), non departmental public bodies and councils may provide match funding in the form of contribution-in-kind (up to 20%) when matched with a 5% cash contribution.

 
Please Note: The maximum funding per application is;-
 
 £50,000 for applications from the Private Sector
 
£250,000 for applications from Social Economy Enterprises 

(inc Community/Voluntary Groups), Non Departmental Public Bodies and Local Councils 


Type of support: one-off or in instalments
Interest rate subsidies and financial engineering systems will not be eligible.

No advances will be paid, except to SEE’s(including Community/Voluntary Groups) @ a maximum of 20% of total grant award.
 

 
 
Guidance Note for Measure 3.4 (Basic Services) 
1. The purpose of the measure is not intended to replace the responsibility of other Departments in defining what their basic services are or where a service has a low priority on their funding list, to top up the funding shortfall.  Funding provided through Measure 3.4 will enable rural communities to work with Departments or Agencies that have a statutory or policy responsibility for basic services,  or with private promoters, to secure in an affordable and sustainable way, access to key basic services as closely located to rural service users as possible.

2. Funding through the measure will be available to underpin the role of DARD as rural champion and will be complementary to the funding and support provided through other programmes and initiatives whether through DARD or other departments or agencies.  The measure will not provide funding of last resort nor fund services which are generally available locally or elsewhere.  However innovative and cost effective models for the sustainable delivery of basic services which are not easily accessed are encouraged within the measure. 

3. Measure 3.4 funds could enable a rural community which feels that it has insufficient provision or access to provision to undertake research to objectively  quantify the extent of its under provision.  This evidence could form the basis of a representation to the relevant Department or Agency.  Alternatively a community through partnership with other Agencies or Agents develop a model for service provision that if proven would represent a cost effective means of sustainable delivery.  In such circumstances if the statutory or policy responsible department, as the Key Informant, provides an assurance of future mainstream funding upon successful evaluation, measure funds (subject to scheme rules) might support a robust pilot.

4. Depending on the nature of the required basic service or the extent of its availability within an area a group may decide to undertake a self help project for example for provision of childcare or recreational facilities as a social economy project. The basic services measure could facilitate such projects at up to 75% grant rate where the economic appraisal addresses sustainability, displacement and additionality and in particular that of the Key Informant (responsible statutory organisation). The Key Informant must provide necessary assurance to support the intervention. 

5. In considering options for the delivery of the required basic services The Local Action Group should look to the work of thematic groups both locally and through ENRD and at the resources available through the R.N.N.I. to identify models which might be transferrable to the circumstances of their locality. On the basis of such experience the LAG can inform the parameters of the Basic Services measure within its strategy and its promotion and calls within its area.  

Measure 3.5: Village Renewal and Development

Article 52(b) (ii) and 56 of Regulation (EC) No 1698/2005

Point 5.3.3.2.2 of Annex II of Regulation (EC) No 1974/2006

Measure Code: 322

Total measure fund available - £12million

Objective of the measure

To enable and encourage residents of villages and surrounding areas to create a vision and an integrated action plan to ensure the full potential of such areas is achieved;

To support integrated village initiatives

Eligible Applicants

The Project must be located in a rural area. The applicant may be:

· private individuals, aged over 18 years 

· private companies or partnerships

· social economy enterprises*

· non departmental public bodies

· Local councils

*Definition:  Social Economy Enterprise (SEE) are viewed as those organisations that have a social, community or ethical purpose, operate using a commercial business model and have a legal form appropriate to a not -for personal profit status.  


Where the total project cost is greater than £10K Community/Voluntary groups must be registered as Community Interest Company, Limited Liability Partnership or Company limited by guarantee. Where the total project cost is £10K or less the Community/Voluntary group must have a constitution in place. In all cases a lease must be in place to cover the duration of the project (1 year, 2 years etc).


For those community/voluntary groups whose total project costs are in excess of £10,000 and who wish to avail of more than £7,500 Axis 3 funding, the Northern Ireland Council for Voluntary Action (NICVA) staff have the necessary skills to assist groups with the development of memorandum of understanding/articles of association necessary for groups to become incorporated. A contact point has been established within NICVA for this purpose: Edward Cooke Tel: 9087 7777.
For those groups which function under the conditions of a parent body and therefore cannot amend their constitution to become a company limited by guarantee and who wish to avail of funding in excess of £7,500 a letter must be submitted to the cluster from the parent body as per Appendix 26 (A) or Appendix 26 (B) GAA linked bodies.
Non Eligible Activities

Any activity that could be funded by another statutory body\council. 

Employment grants 

Training*

*Except bespoke training when linked to a project

Renewable Energy Sources 

Renewable Energy Sources may be funded refer to Guidance Note at Appendix 25. 

Aid Intensities  

	Activity
	Level of Support
	Maximum funding

	Grant aid towards capital and resource costs
	Up to 50% for the private sector

Up to 75% for social economy enterprises, including Community/Voluntary Groups

Up to 75% for non departmental public bodies and local councils
	£50 000

£250 000

£250 000

	Marketing support to create awareness of the funded project
	Up to 50% for the private sector

Up to 75% for social economy enterprises, including Community/Voluntary Groups
Up to 75% for non departmental public bodies and local councils


	£5 000 in any one of the activities, or as a composite of two or three



	Bespoke training intrinsic to individual applications which is not on offer from any other provider


	
	

	Technical support to investigate project potential or consolidate a project/business.
	
	


Social economy enterprises, non departmental public bodies and councils may provide match funding in the form of contribution-in-kind (up to 20%) when matched with a 5% cash contribution.

Please Note: The maximum funding per application is;-

 £50,000 for applications from the Private Sector

£250,000 for applications from Social Economy Enterprises (inc. Community/Voluntary Groups), Non Departmental Public Bodies and Local Councils 


Type of support: one-off or in instalment

Interest rate subsidies and financial engineering systems will not be eligible.

No advances will be paid, except to SEE’s @ a maximum of 20% of total grant award.

Measure 3.5 – Village Renewal – Additional Guidance

Village renewal actions should be predicated upon robust prioritisation of villages and local ownership for development planning.  It is important that:


(i)
All LAGs and potential applicants are fully conversant with the objectives of 
the measure; 


(ii)
All actions are based on a clear and critical assessment of the local 
situation; 


(iii)
The local community has ownership of the actions; and


(iv) 
Where possible, actions are based on best practice. 

As a core principal of managing public money, all funding decisions must be made on the basis of identified need and informed by option appraisal. It is important that no allocations are made to any village in the absence of an objective and informed village development plan. Village renewal projects can only be supported where need has been clearly identified and there is an appropriate level of ownership for any project funded. In this regard successful measures for village renewal will have two phases of development prior to disbursal of project grants (Annex A). The first phase (which is likely to be desk research) is predicated upon assessment of need and the establishment of a robust rationale for the prioritisation of villages. The second phase concerns animation of villages to encourage towards development and ownership of a village development plan. The end of the second phase would be characterised by the animation of a representative local group / partnership with both ownership and co-ordination capability to take forward their village development plan.  At this point the means for delivering the actions / projects identified in the village plan would be appropriately sign posted whether through the Rural Development Programme, other funders, organisations or agencies as appropriate.

It is recognised that individual villages are at different states of readiness and will be making applications at the appropriate phase i.e. not all applicants need to apply to Phase I.  

The Application Map (Annex B) illustrates the application process appropriate under both the assessment/development and output phases of the village renewal measure. It should be noted that for the purposes of the post assessment/development phases of village renewal that the actions likely to emerge from development plans fall readily within the definitions of the existing measures of the Axis 3. Therefore to both ring-fence the budget and transparently account for funding disbursed against village renewal development plans, sub-category measures have been added to the programme database. All calls, applications and Letters of Offer must therefore be recorded appropriately.













Annex A

Village Renewal – An Overview

1.
Village Renewal

1.1
Measure 3.5 of the Rural Development Programme focuses on village renewal and 
development. It is designed to address needs identified by 
the rural population through a 
‘bottom-up’ approach. It objectives are:

I. 
To enable and encourage residents of villages and surrounding areas to create a vision and an integrated action plan to ensure the full potential of such areas is achieved; and

II. 
To support integrated village initiatives which promote cross-community development and regeneration.

1.2
The purpose of the measure is to support animation and capacity building within and between villages and their surrounding rural areas in the formulation of integrated action plans to define the role of the village and fully develop the potential of villages and their surrounding areas.  However to be effective actions must be based on a clear and critical assessment of the local situation, have ownership from the local community and be informed by best practice. 

1.3
Village renewal is something which villages do, not something which is done to them. 
Therefore to achieve best value for money and best and sustainable outcomes for 
villages there is likely to be two distinct phases in village renewal before disbursal of 
project grant. 

2.
Phase I: Establishing Village Selection Rationale 


Assessment of need:-

I. Analysis of village demographic and economic hubs (baseline);

II. Definition of a village for Rural Development purpose (i.e. based on populations /focal centres) – clarity of focal areas for action;

III. SWOT of areas / locations fitting the ’village’ definition ; and

IV. Prioritisation of villages for action.




3.
Phase II - Village Planning Process


Animation of identified villages:-

I. Awareness raising of ‘village’ concept;

II. Encouraging formation of village action groups;

III. Completion of development plans; 

IV. Sign posting funding /opportunities (establishment and capacity building with groups – Lobbying, Challenge Fund; Council programmes; Lottery fund etc.) 
4. Phase III (Informed by Phases I, II and outcome of thematic groups) Implementing Village Actions – Village Renewal

Activity:-

I. Open calls for Applications;

II. Ongoing co-ordination of Village Renewal Actions at local level;

III. Promotion of best practice actions of projects; and 

IV. Village Actions / Project Applications. 

ANNEX B 
Village Renewal Application Map 

















Measure 3.6: Conservation and upgrading of the rural heritage

Article 52(b) (iii) and 57 of Regulation (EC) No 1698/2005

Point 5.3.3.2.3 of Annex II of Regulation (EC) No 1974/2006

Measure Code: 323

Total measure fund available - £4million

Objective of the measure

To create opportunities to preserve and upgrade Northern Ireland’s rural heritage and to use the natural and built environment as the basis for sustainable economic growth in rural areas.

Eligible Applicants

The Project must be located in a rural area. The applicant may be:

· private individuals, aged over 18 years 

· private companies or partnerships

· social economy enterprises*

· non departmental public bodies

· Local councils

*Definition:  Social Economy Enterprise (SEE) are viewed as those organisations that have a social, community or ethical purpose, operate using a commercial business model and have a legal form appropriate to a not -for personal profit status.


Where the total project cost is greater than £10K Community/Voluntary groups must be registered as Community Interest Company, Limited Liability Partnership or Company limited by guarantee. Where the total project cost is £10K or less the Community/Voluntary group must have a constitution in place. In all cases a lease must be in place to cover the duration of the project (1 year, 2 years etc).

For those community/voluntary groups whose total project costs are in excess of £10,000 and who wish to avail of more than £7,500 Axis 3 funding, the Northern Ireland Council for Voluntary Action (NICVA) staff have the necessary skills to assist groups with the development of memorandum of understanding/articles of association necessary for groups to become incorporated. A contact point has been established within NICVA for this purpose: Edward Cooke Tel: 9087 7777.
For those groups which function under the conditions of a parent body and therefore cannot amend their constitution to become a company limited by guarantee and who wish to avail of funding in excess of £7,500 a letter must be submitted to the cluster from the parent body as per Appendix 26 (A) or Appendix 26 (B) GAA linked bodies.
Non Eligible Activities

Any activity that could be funded by another statutory body\council. 

Projects which are not uniquely rural.

Employment grants 

Training*

*Except bespoke training when linked to a project

Renewable Energy Sources 

Renewable Energy Sources may be funded refer to Guidance Note at Appendix 25. 

Aid Intensities  

	Activity
	Level of Support
	Maximum funding

	Grant aid towards capital and resource costs
	Up to 50% for the private sector

Up to 75% for social economy enterprises, including Community /Voluntary Groups
Up to 75% for non departmental public bodies and local councils


	£50 000

£250 000

£250 000

	Marketing support to raise awareness of environmental and cultural heritage


	Up to 50% for the private sector

Up to 75% for social economy enterprises, including Community/Voluntary Groups
Up to 75% for non departmental public bodies and local councils


	£5 000 in any one of the activities, or as a composite of two or three



	Bespoke training intrinsic to individual applications which is not on offer from any other provider


	
	

	Technical support to investigate project potential or consolidate a project/business.
	
	


Social economy enterprises, non departmental public bodies and councils may provide match funding in the form of contribution-in-kind (up to 20%) when matched with a 5% cash contribution.

Please Note: The maximum funding per application is;-

 £50,000 for applications from the Private Sector

£250,000 for applications from Social Economy Enterprises (inc. Community/Voluntary Groups), Non Departmental Public Bodies and Local Councils

Type of support: one-off or in instalments

Interest rate subsidies and financial engineering systems will not be eligible.

No advances will be paid, except to SEE’s @ a maximum of 20% of total grant award.

Measure 4.2: Inter-territorial and Transnational Co-operation

Article 61-65 of Regulation (EC) No 1698/2005 

Articles 37-39 and point 5.3.4.1 of Annex II of Commission Regulation (EC) No 1974/2006

Measure Code: 421

Total measure fund available -  5% of total allocation

Scope and Actions

When undergoing the process of preparing Local Development Strategies LAGs are encouraged to identify issues or sectors which could benefit from interterritorial or transnational co-operation. 

Interterritorial co-operation means co-operation within the UK, while transnational co-operation means co-operation with other Member States.

To be eligible for support, co-operation must involve at least one LAG selected under the NIRDP and at least one other LAG or public-private partnership and should involve the implementation of a joint action.

LAGs will provide successful operations with the following support:

· Grant aid towards capital and resource costs of the joint action

· Running costs for common structures established as part of the joint action

· Costs of initial co-operation project preparation

The NI Rural Network will have an important role to play in providing technical assistance for co-operation projects.

Procedure, timetable and objective criteria to select inter-territorial and transnational co-operation projects, including indication whether co-operation will be ex-ante integrated in the local development strategy or selected later by the Managing Authority

As outlined above, LAGs are encouraged to integrate their approach to co-operation projects in their local development strategies.

However, it is recognised that the conception and preparation for such co-operation projects is time-consuming and LAGs are unlikely to be in a position to provide details of such projects in the early stages of the programme.

Therefore, successful LAGs will be invited to submit detailed proposals to the Managing Authority within 12 months of being appointed. The proposals will include selection criteria to be applied by the LAGs when considering projects for support. These criteria will be approved by the NIRDP Managing Authority. 

The Managing Authority will consider proposals for co-operation projects which are developed later in the programme and, therefore, fall outside the approved local development strategies.

Axis (1, 2 and/or 3) covered by the LEADER Axis

Co-operation projects can be supported under all Axis 3 Measures in the NIRDP.  

.

Measure 4.3: Running Costs, Acquisition of Skills and Animation

Article 61-65 of Regulation (EC) No 1698/2005 

Articles 37-39 and point 5.3.4.1 of Annex II of Commission Regulation (EC) No 1974/2006

Measure Code: 431

Total measure fund available – up to 20% of EU and National funding expended in the programme

Objectives of the Measure

To ensure that Local Action Groups are resourced adequately to fulfil their roles and responsibilities 

Rationale of the Measure

Local Action Groups, in partnership with Councils, will play an important role in the delivery of the NIRDP. The partnership will be responsible for administration and financial management during the implementation of the integrated area-based strategies, for publicity and information actions, project selection and management. 

Another important element of the partnership’s’ work will be animation activities within their areas – informing, advising, training, capacity building, working with the weaker members of the target communities or sectors, teasing out and testing ideas and helping to overcome difficulties during project development.

LAGs will also be required to participate in meetings of the Northern Ireland Rural Network and European Network.

To enable the LAGs to undertake all these roles, they must be adequately resourced. 

Limit to apply on the share of the LAG budget for overhead costs (maximum of 20%)

LAGs will be required to ensure that running costs are closely monitored and do not exceed 20% of the overall strategy expenditure.  

Indicative estimate of the share of expenditure under Article 59(a)-(d) of Regulation (EC) 1698/2005 which will be used for skills acquisition and animation of the LEADER Axis

The level of animation and skills development required in each strategy area will differ, depending on the needs identified as part of the development of the local strategies. It is not possible at this stage to estimate what share of expenditure will be used for this activity.
ANNEX 1 PRODUCTS 







APPENDIX 12

Description of Products
 

· Live animals 


· Meat and edible meat offal 


· Dairy produce; birds' eggs; natural honey 


· Guts; bladders and stomachs of animals (other than fish); whole and pieces thereof 


· Animal products not elsewhere specified or included; dead animals of fish, crustaceans or molluscs, unfit for human consumption 


· Live trees and other plants; bulbs, roots and the like; cut flowers and ornamental foliage 


· Edible vegetables and certain roots and tubers 


· Edible fruit and nuts; peel of melons or citrus fruit 


· Coffee, tea and spices, excluding maté 


· Cereals 


· Products of the milling industry; malt and starches; gluten; inulin 


· Oil seeds and oleaginous fruit; miscellaneous grains, seeds and fruit; industrial and medical plants; straw and fodder 


· Pectin 


· Lard and other rendered pig fat; rendered poultry fat 


· Unrendered fats of bovine cattle, sheep or goats; tallow (including 'premier jus') produced from those fats 


· Lard stearin, oleostearin and tallow stearin; lard oil, oleo-oil and tallow oil, not emulsified or mixed or prepared in any way 


· Fats and oil, of fish and marine mammals, whether or not refined 


· Fixed vegetable oils, fluid or solid, crude, refined or purified 


· Animal or vegetable fats and oils, hydrogenated, whether or not refined, but not further prepared 


· Margarine, imitation lard and other prepared edible fats 


· Residues resulting from the treatment of fatty substances or animal or vegetable waxes 


· Preparation of meat, of fish, of crustaceans or molluscs 


· Beet sugar and cane sugar, solid 


· Other sugars; sugar syrups; artificial honey (whether or not mixed with natural honey); caramel 


· Molasses, whether or not decolourized 


· Flavoured or coloured sugars, syrups and molasses, but not including fruit juices containing added sugar in any proportion 


· Cocoa beans, whole or broken, raw or roasted 


· Cocoa shells, husks, skins and waste 


· Preparations of vegetables, fruit or other parts of plants 


· Grape must, in fermentation or with fermentation arrested otherwise than by the addition of alcohol 


· Wine of fresh grapes; grape must with fermentation arrested by the addition of alcohol 


· Other fermented beverages (for example, cider, perry and mead) 


· Ethyl alcohol or neutral spirits, whether or not denatured, of any strength, obtained from agricultural products listed in this Annex , excluding liqueurs and other spirituous beverages and compound alcoholic preparations (known as 'concentrated extracts') for the manufacture of beverages 


· Vinegar and substitutes for vinegar 


· Residues and waste from the food industries; prepared animal fodder 


· Unmanufactured tobacco, tobacco refuse 


· Natural cork, unworked, crushed, granulated or ground; waste cork 


· Flax, raw or processed but not spun; flax two and waste (including pulled or garnetted rags) 


· True hemp (Cannabis sativa), raw or processed but not spun; tow and waste of true hemp (including pulled or garnetted rags or ropes)

LETTER OF OFFER (DE MINIMIS VERSION)                                 
Appendix 13
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                                                         <<Name & Address of Joint Council Committee>>

	[Applicant Name & Address as detailed on application form and database]


	DARD Business No:
	[ref no] 

	
	Application Reference No:
	[ref no as detailed on application form and database]

	
	Date:
	[date for LoO]


Dear [Name of Applicant as detailed on application form and database]

Northern Ireland Rural Development Programme 2007-2013

Axes 3 & 4 Quality of Life Measures

Letter of Offer

I am pleased to inform you that on the recommendation [name of Local Action Group], the [name of Joint Council Committee] has approved your application for grant aid for the implementation of [enter title of project as detailed on the application form and database] which will be situated at [enter the location of the project as detailed on the application].  


You are offered grant aid under the Axes 3 & 4, Quality of Life Measures:

a) of up to a maximum of £[xxxxxxxxxxxx]; 

b) from Measure[measure code and measure name].        

This offer of up to £[xxxxxxxxxxxx] is De Minimis State Aid equivalent to €[xxxxxxxxxxxx]  and under EC regulations you must retain this Letter of Offer for a minimum period of three years from the date of this offer.  Full details on the obligations for De Minimis State Aid can be found in the Terms and Conditions booklet, under Section 32.


This grant aid is provided through the European Agricultural Fund for Rural Development (EAFRD) and is made up of £[xxxxxxxxx] from the European Union and £[xxxxxxxxx] from the Department of Agriculture and Rural Development (DARD), as described at Appendix I of the Terms and Conditions booklet.  

This Letter of Offer is made subject to the availability of funding from the European Commission and the Department of Agriculture and Rural Development; and your compliance with the following:
(i) the conditions specific to your project and this offer as listed at Annex 1;
(ii) the ‘Terms and Conditions of Grant Aid’ set out in the enclosed booklet;
(iii) receipt of the official claim forms as provided at Annex 4.
The offer is provided specifically to fund:

(iv) the project described in your Application Form, Reference No. <<insert application ref no>> ; 

(v) the project activities as listed at Annex 1; 


(vi) the schedule of eligible expenditure as detailed at Annex 2;

(Note: Any work started or items purchased before the Project Start Date, shall be deemed ineligible for payment of grant aid and may render the project ineligible).

(vii) the agreed target outputs and results to be achieved by implementation of the project as detailed at Annex 3 to this Letter of Offer.


The start date for the project will be the date of this Letter of Offer, provided the Joint Council Committee has received your completed Form of Acceptance within 28 days from this date. The end date for the project is [insert end date agreed with the promoter i.e. the date all items and activities as listed on Annex 2 have been completed and paid for by the promoter. Final claims for reimbursement of expenditure under this Letter of Offer must be made to [name of Joint Council Committee] within 28 days of this project end date unless previously agreed otherwise in writing with [name of Joint Council Committee]. Similarly the final project end date may only be extended in exceptional circumstances and with prior written agreement of the [name of Joint Council Committee].

This Letter of Offer, which incorporates the information included in your application form and the ‘Terms and Conditions of Grant Aid’ booklet is a legally binding contract, enforceable in law, between you and [name of Joint Council Committee].  Any project activity or expenditure that is in breach of the Letter of Offer and the Terms and Conditions of Grant Aid attached to it will render the project ineligible and no grant aid will be payable.  You should note the compliance obligations to which you are agreeing under this Letter of Offer shall remain in place for a period of five years following the date of final payment or where the project involves the purchase, building, development refurbishment of property or land for which a legal charge is required the conditions shall remain in place for a period of 10 years. Therefore before accepting this offer of grant aid you should ensure that you fully understand the conditions, responsibilities and liabilities to which you are agreeing. In this respect it may be prudent to discuss the contract with your legal advisor. 

This Letter of Offer and Form of Acceptance is issued in duplicate. Should you wish to take up the offer of grant aid on the terms and conditions stated you should complete and sign both Forms of Acceptance and return one full set of Letter of Offer papers to me at [name of Joint Council Committee]. The other full set of Letter of Offer papers including the 2nd signed Form of Acceptance should be retained for your own records. 

The Form of Acceptance must be completed and returned to the Joint Council Committee within 28 days from the date of this letter. If not signed and returned within this timescale, the offer will be deemed to have been withdrawn.

All queries about the administration of the programme and /or this Letter of Offer should, in the first instance, be directed to [name of contact], Telephone 028 [XXXX XXXX] or [enter Email address]
Finally, on behalf of [name of Local Action Group], and [name of Joint Council Committee] I would take this opportunity to thank you for your interest in the Rural Development Programme and wish you every success with your project.  
Yours sincerely

Chair of Joint Council Committee

[name of Joint Council Committee]
Form of Acceptance

	Application Reference No:
	[ref no as detailed on application form and  database]

	Name of Project:
	[enter title of project as detailed on the application form and database]

	Address of Applicant:
	[Applicant’s Address as detailed on application form and database]

	Address of Project:
	[enter the location of the project as detailed on the application]


I have read and understand the Letter of Offer and the Terms and Conditions of Grant Aid Booklet (a copy of which I have retained). I accept the offer of grant aid for project Application No. [ref no as detailed on application form and  database] from the [name of Joint Council Committee] on the conditions set out within the Letter of Offer and the Terms and Conditions of Grant Aid booklet. 

I confirm that:

a) I am the person legally empowered to enter into this contract;

b)  the information submitted on Application Reference No. [XXXXXX] is true and complete;

c) all previous public funding received over the 3 year period prior to the date of this Letter of Offer has been declared; 

d) I have received and understand the Letter of Offer attachments detailing the activities and/or items to be grant aided and the objectives and targets to be achieved;

e) the project is dependent upon and could not proceed *at this time/as described without grant aid being made available from the Rural Development Programme; (*delete as appropriate)
f) I will repay on written demand any grant aid received where the terms and conditions of the offer are adjudged, by [name of Joint Council Committee] or DARD, to have been breached; 
g) a representative of [name of Joint Council Committee]  has explained my rights and responsibilities attendant to my acceptance of this Letter of Offer, and
h) I hereby accept the said offer of grant aid upon and subject to the terms and conditions stated herein.

I, [Name of Applicant] understand that providing wrong or misleading information is an offence, and such information may be used against me in any subsequent criminal investigation. I also understand that the information provided in connection with this offer may be made available to other Government Departments/Agencies for the purposes of preventing or detecting crime.

	Signed as Accepted by Applicant:
	
	
	Date:
	

	Name of Applicant:
	[Applicant Name as detailed on application form and database]
	
	Position held:
	


(For Official Use Only) 

This form of acceptance, duly signed by the Applicant, has been reviewed on behalf of the [name of Joint Council Committee].
Signature:........................................................... Date:...................................

Annex 1

Project Schedule of Activities, Timescales and Special Conditions 
Grant Offer and Project Details

	Grant Offer to:
	[Name and address of Applicant as detailed on application form and database

	Grant Offer from:
	[name of Joint Council Committee]

	NIRDP, Axes 3 & 4:
	[measure and name to be inserted]

	Application Reference No:
	[ref no as detailed on application form and  database]

	Project Name:
	[enter title of project as detailed on the application form and database]

	Address of Project:
	[enter the location of the project as detailed on the application]

	Grant Aid Awarded:
	[enter the amount of the grant offered as detailed on the LOO section of the applications database]


Aims and likely benefits of the Project are:

1. [will be inserted from project aims recorded on the database]
2. [will be inserted from project aims recorded on the database]
3. [will be inserted from project aims recorded on the database]
Objectives of the Project are:

4. [will be inserted from project objectives recorded on the database]
5. [will be inserted from project objectives recorded on the database]
6. [will be inserted from project objectives recorded on the database]
Activities for Implementation of the Project are:

7. [will be inserted from project activities recorded on the database]
8. [will be inserted from project activities recorded on the database]
9. [will be inserted from project activities recorded on the database]
Special Conditions of Grant Offer and Payment Specific to this Project are:

10. [will be inserted from the project special conditions recorded on the database]  
11. [will be inserted from the project special conditions recorded on the database]  
12. [will be inserted from the project special conditions recorded on the database]
13. [will be inserted from the project special conditions recorded on the database]
14. [will be inserted from the project special conditions recorded on the database]
Timescales for the Project are:

Project Start Date:  This is the date of this Letter of Offer, provided the Joint Council Committee has received your completed Form of Acceptance within 28 days from this date. 

(Note: Any work started or items purchased before the Project Start Date, shall be deemed ineligible for payment of grant aid and may render the project ineligible).

Project End Date:  [insert end date agreed with the promoter i.e. the date all items and activities as listed on Annex 2 have been completed and paid for by the promoter] 
Claim for Payment of Grant Aid:  [will be inserted from the claim due date recorded on the database (not more than 28 days after the project end date]
Failure to adhere to the agreed timescales for completing the project or for claiming payment of the grant aid offered will result in a reduction in the amount of grant aid that can be paid or withdrawal of the full Letter of Offer.
Please Note: The Project End Date is the date you agree with the Joint Council Committee for completion and payment of all items and activities are listed in Annex 2.
 Annex 2

Schedule of Eligible Expenditure

	Application Reference No:
	[ref no as detailed on application form and  database]

	Project Name:
	[enter title of project as detailed on the application form and database]


Your offer of grant aid is allocated for specific items and activities only, as detailed in the table below. If the actual cost of procuring any individual item or activity turns out to be greater than that estimated below, the grant amount payable to you will not increase.  If the actual cost is lower than the estimated cost below, the grant amount payable to you will be reduced accordingly.  

	Item/Activity
	Capital or Resource 
	Completion Date for each Item/ Activity
	Total Cost of Item/Activity 

 (Ex VAT)
	VAT Amount
	Grant Rate (%)
	*Maximum Grant Amount Payable

	

	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	                  Total Grant Award
	


* Note: If you are registered for VAT, the amount of grant payable will be exclusive of VAT.  If you are not registered for VAT, the amount of grant payable will be inclusive of VAT.

If your VAT status changes prior to your final claim, you must inform the Joint Council Committee immediately. 

Failure to adhere to the agreed timescales for completion of the above items/activities may result in a reduction in the amount of grant aid that can be paid or withdrawal of the full Letter of Offer. Any potential problems/delays must be notified to the Joint Council Committee immediately.

Annex 3

Target Outputs and Results to Be Achieved As A Result Of Grant Aid

Below is a list of the target outputs and results that you agreed would be achieved if grant aid was provided to help you carry out your project.  In order to assess and record progress with achievement of these targets you are required to provide progress reports every 6 months. All target outputs and results declared by you in relation to this project will be verified by the Joint Council Committee. 


To assist DARD with an evaluation of the Northern Ireland Rural Development Programme you will also be required to provide gender and age grouping details for the following beneficiaries of the grant aid, if applicable:


(i) yourself and, business partner/partners, (not employees);

(ii) additional employees (new jobs created as a result of the grant aid being awarded); and

(iii) participants completing bespoke training activities.

Target Outputs and Results to be achieved through the Implementation of this Project are:


[will be inserted from the target indicators name and value as recorded on the database] 
[will be inserted from target the indicators name and value as recorded on the database]  
[will be inserted from the target indicators name and value as recorded on the database]  
[will be inserted from the target indicators name and value as recorded on the database]  
[will be inserted from the target indicators name and value as recorded on the database]  
[will be inserted from the target indicators name and value as recorded on the database]  
[will be inserted from the target indicators name and value as recorded on the database]  
Applicant Claim Form













Annex 4
	How to make a Claim for Payment of Grant.

	1. Page 1 (Payment Authorisation Form)

The applicant reference number, DARD Business ID number, name of claimant (applicant as it is written on your Letter of Offer), address, and telephone number have been printed on your claim form.  You must confirm your VAT status and VAT registration number and complete the number of pages used.

2. Page 2 and 3 (Details of Expenditure Incurred)

Column A – Enter a description of the expenditure item as stated on the schedule of eligible items in your Letter of Offer.

Column B – Enter the date of the invoice.

Column C – Enter the supplier’s invoice number.

Column D - Enter the date when you paid the invoice.

Column E – Enter the name and address of the supplier/contractor.

Column F – Enter the cost of the item(s) purchased excluding VAT.

Column G – Enter the amount of VAT charged on the item(s).

Column H – Enter the total cost of the item(s) including VAT.

Column I – Enter your cheque number or the BACS transfer number used to pay the invoice.
	3. Page 4 (Claim Summary and Declaration)
Complete the applicant reference number and the date of the claim.

Column K – Enter the total cost of all the invoices, excluding VAT which relate to each item on your schedule of eligible costs.  

Column L – Enter the total cost of the VAT of all the invoices from column K.

Column M – Enter the total cost including VAT of all the invoices from column K.

Column N - Enter the percentage grant rate applying to the item. This can be found on the schedule of eligible items in your Letter of Offer.

Column O – Calculate the amount of the claimed expenditure bearing in mind the maximum grant amount offered for each item on the Schedule of Eligible Costs – see note below.


VAT registered – Multiply column K (cost excluding VAT) by the percentage grant rate in column N.


Not VAT registered – Multiply column M (cost including VAT) by the percentage grant rate in column N.  

Important - you must not claim more than the grant which has been offered for each item on your schedule of eligible costs.

In the last row total the amount of grant expenditure which you are claiming. This must not be more than the amount of grant offered in your Letter of Offer.Finally please read, sign and date the declaration including your name in print and your position within the company.


	What documents do I need to send with my claim forms?

	4. Invoices.

These must

· be original and not photocopies,

· be addressed to the business / project or individual named in your Letter of Offer,

· show the supplier’s name, address, telephone number and VAT Reg. No.,

· have VAT charged separately,

· show details of the goods or services charged including quantities, unit costs, delivery costs and any discount,

· Have labour costs showing dates the work was carried out, number of hours worked and cost per hour.

5. Proof of payment
It is important that you prove that you have paid the invoices in one of the following ways,

· the original invoice with the bank statement showing the cheques number or direct debit and the amount clearing the bank.

If payment is made by cheque, a copy of the cheque issued must be provided. 


	· The original credit card statement showing that the full amount of the item being funded has been paid and supporting bank statement showing payment.

Please note – You will need to supply a written explanation if the amount shown on the receipted invoice, receipt, copy cheque, or bank statement differs from the amount on the invoice. 

6. Procurement / proof of value for money

You will need to send the following original documents to prove that you have followed the requirements for procurement in your Letter of Offer.

· The written specification for the goods or service which you sent to each supplier asked to provide a quotation.

· The signed and dated quotations from each supplier. Your Letter of Offer will tell you how many quotations are needed for the value of the goods you want to buy.

· For any goods which require to be publically tendered you must include a copy of the advertisement. 

Please note – If you cannot follow the procurement requirements for any reason you must ask advice from the JCC before you purchase the item or the claim will be disallowed.




	Disallowance, reduction or recovery of grant

	The grant which you have claimed may be disallowed, reduced or recovered if:

· You have not returned a signed acceptance of the conditions in your Letter of Offer,

· The work for which you are claiming was carried out before your Project Start Date or after the Project end date

· You have failed to follow the terms of the scheme or the conditions in your Letter of Offer,

· The work being claimed has not been carried out to the correct standard,

· You have not sent the correct original documents to support the claim,

· You have claimed for items which were not agreed in your Letter of Offer. Please note the schedule of eligible expenditure in your Letter of Offer gives details of the items and activities for which you can claim grant aid.

· The item which you are claiming exceeds the expenditure limit in your Letter of Offer.

· You have not followed the procurement procedures.

· The item claimed is not in use or is not being used for the purpose intended in your grant application and economic appraisal.
	· The items which you are claiming have been applied for or claimed under other schemes or funding bodies.
· You knowingly make a false or misleading statement or withhold essential information.
· You do not allow access to your premises to authorised officers from the Department, Northern Ireland Audit Office or the European Commission to inspect the items funded.
Important Information

The amount of grant payable to you will be for those items which are eligible according to the scheme rules and conditions in your Letter of Offer.

If you knowingly include items in your claim which are ineligible for funding and the cost of these is over 3% of the grant amount you have claimed a penalty will be applied. 

You will not be paid for the ineligible items and your claim will be further reduced by the value of the ineligible items as a penalty. 

    


 Payment Authorisation Form

	Applicant Reference No: _[ref no as detailed on application form and database]
DARD Business No: _[ref no ]__________

Name and Address of Claimant: [Applicant Name & Address as detailed on application form and database]

______________________________________________________

______________________________________________________

Telephone Number:_[telephone no as recorded on database]____
VAT Registered:  Yes (      )      No (        )

VAT Reg. Number: _____________________________________

Number of Pages Used : ____________________


	Section to be completed by Joint Council Committee

Date of Vouching: ______________________________________

Vouching carried out by:____________________ (Printed)

                                           _____________________ (Signature)

Claim checked by: __________________________ (Printed)

                                 __________________________ (Signature)

Grant expenditure claimed

£

Ineligible expenditure deducted

£

Penalty deducted (If applicable)

£

Approved payment

£

Irregularity check completed for ineligible expenditure and any applied penalties?:  Yes  (     )     No   (       )

Database fully completed?   Yes  (     )     No   (       )

Approved for Payment:    ________________________ (Printed)

                                           ________________________ (Signed)

 


DETAILS OF ELIGIBLE EXPENDITURE WHICH HAS BEEN INCURRED


Applicant Reference Number: [Application Reference No.]
Date of Claim: __________ 

Page ____ of ____  



	A

Grant Aided Item/Activity (State clearly the nature of product/service)

	B

Date of Invoice
	C

Invoice Number
	D

Date of payment
	E

Name and address of supplier/ contractor (Please give address of company’s registered office)
	F

Net cost (ex.VAT)
	G

Amount of VAT
	H

Total Payment
	I

Cheque No or BACS issued to supplier
	J

Office Use
Date Cashed through PP Bank Account

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	SUB TOTAL / TOTAL*

(*Delete as appropriate)
	
	
	


DETAILS OF ELIGIBLE EXPENDITURE WHICH HAS BEEN INCURRED

Applicant Reference Number: [Application Reference No.]

Date of Claim: __________ 

Page ____ of ____  



	A

Grant Aided Item/Activity (State clearly the nature of product/service)

	B

Date of Invoice
	C

Invoice Number
	D

Date of payment
	E

Name and address of supplier/ contractor (Please give address of company’s registered office)
	F

Net cost (ex.VAT)
	G

Amount of VAT
	H

Total Payment
	I

Cheque No or BACS issued to supplier
	J

Office Use
Date Cashed through PP Bank Account

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	SUB TOTAL / TOTAL*

(*Delete as appropriate)
	
	
	
	
	


CLAIM SUMMARY AND DECLARATION TO BE SIGNED BY CLAIMANT

Application Reference No.  [Application Ref No.]
Date of Claim: ___________

	Item Detailed on Schedule
	K

Net cost ex VAT
	L

VAT Amount
	M

Total Payment
	N

LoO Grant Rate
	O

Grant Expenditure claimed

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	Total
	


I DECLARE THAT:
1. This claim complies with the terms and conditions in the Letter of Offer;

2. I have paid the sums stated which are supported by the enclosed original invoices;

3. No sum included in this claim has been included in any previous claim;

4. Any assets included in this claim are my property or those of the business, partnership, group, association or other as detailed in the application;

5. No asset included in this claim or any previous claim under the present offer of assistance has been sold or disposed of in any way;

6. I have followed the Letter of Offer procurement rules for the purchase of goods and services;

7. I enclose copies of the relevant statutory controls/permissions for this project (if applicable); and

8. I declare that the project named in the Letter of Offer is / is not* (*delete as appropriate) registered for VAT. VAT Registration number____________ 

Signed: ______________________   Date: ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________

Printed: [Applicant Name]           Position: [Position]

LETTER OF OFFER (non DE MINIMIS VERSION)                                 
Appendix 13
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                                                         <<Name & Address of Joint Council Committee>>

	[Applicant Name & Address as detailed on application form and database]


	DARD Business No:
	[ref no] 

	
	Application Reference No:
	[ref no as detailed on application form and database]

	
	Date:
	[date for LoO]


Dear [Name of Applicant as detailed on application form and database]

Northern Ireland Rural Development Programme 2007-2013

Axes 3 & 4 Quality of Life Measures

Letter of Offer

I am pleased to inform you that on the recommendation [name of Local Action Group], the [name of Joint Council Committee] has approved your application for grant aid for the implementation of [enter title of project as detailed on the application form and database] which will be situated at [enter the location of the project as detailed on the application].  


You are offered grant aid under the Axes 3 & 4, Quality of Life Measures:

a) of up to a maximum of £[xxxxxxxxxxxx]; 

b) from Measure[measure code and measure name].        

This grant aid is provided through the European Agricultural Fund for Rural Development (EAFRD) and is made up of £[xxxxxxxxx] from the European Union and £[xxxxxxxxx] from the Department of Agriculture and Rural Development (DARD), as described at Appendix I of the Terms and Conditions booklet.  

This Letter of Offer is made subject to the availability of funding from the European Commission and the Department of Agriculture and Rural Development; and your compliance with the following:
(viii) the conditions specific to your project and this offer as listed at Annex 1;
(ix) the ‘Terms and Conditions of Grant Aid’ set out in the enclosed booklet;
(x) receipt of the official claim forms as provided at Annex 4.
The offer is provided specifically to fund:

(xi) the project described in your Application Form, Reference No. <<insert application ref no>> ; 

(xii) the project activities as listed at Annex 1; 


(xiii) the schedule of eligible expenditure as detailed at Annex 2;

(Note: Any work started or items purchased before the Project Start Date, shall be deemed ineligible for payment of grant aid and may render the project ineligible).

(xiv) the agreed target outputs and results to be achieved by implementation of the project as detailed at Annex 3 to this Letter of Offer.


The start date for the project will be the date of this Letter of Offer, provided the Joint Council Committee has received your completed Form of Acceptance within 28 days from this date. The end date for the project is [insert end date agreed with the promoter i.e. the date all items and activities as listed on Annex 2 have been completed and paid for by the promoter. Final claims for reimbursement of expenditure under this Letter of Offer must be made to [name of Joint Council Committee] within 28 days of this project end date unless previously agreed otherwise in writing with [name of Joint Council Committee]. Similarly the final project end date may only be extended in exceptional circumstances and with prior written agreement of the [name of Joint Council Committee].

This Letter of Offer, which incorporates the information included in your application form and the ‘Terms and Conditions of Grant Aid’ booklet is a legally binding contract, enforceable in law, between you and [name of Joint Council Committee].  Any project activity or expenditure that is in breach of the Letter of Offer and the Terms and Conditions of Grant Aid attached to it will render the project ineligible and no grant aid will be payable.  You should note the compliance obligations to which you are agreeing under this Letter of Offer shall remain in place for a period of five years following the date of final payment or where the project involves the purchase, building, development or refurbishment of property or land for which a legal charge is required the conditions shall remain in place for a period of 10 years. Therefore before accepting this offer of grant aid you should ensure that you fully understand the conditions, responsibilities and liabilities to which you are agreeing. In this respect it may be prudent to discuss the contract with your legal advisor. 

This Letter of Offer and Form of Acceptance is issued in duplicate. Should you wish to take up the offer of grant aid on the terms and conditions stated you should complete and sign both Forms of Acceptance and return one full set of Letter of Offer papers to me at [name of Joint Council Committee]. The other full set of Letter of Offer papers including the 2nd signed Form of Acceptance should be retained for your own records. 

The Form of Acceptance must be completed and returned to the Joint Council Committee within 28 days from the date of this letter. If not signed and returned within this timescale, the offer will be deemed to have been withdrawn.

All queries about the administration of the programme and /or this Letter of Offer should, in the first instance, be directed to [name of contact], Telephone 028 [XXXX XXXX] or [enter Email address]
Finally, on behalf of [name of Local Action Group], and [name of Joint Council Committee] I would take this opportunity to thank you for your interest in the Rural Development Programme and wish you every success with your project.  
Yours sincerely

Chair of Joint Council Committee

[name of Joint Council Committee]
Form of Acceptance

	Application Reference No:
	[ref no as detailed on application form and  database]

	Name of Project:
	[enter title of project as detailed on the application form and database]

	Address of Applicant:
	[Applicant’s Address as detailed on application form and database]

	Address of Project:
	[enter the location of the project as detailed on the application]


I have read and understand the Letter of Offer and the Terms and Conditions of Grant Aid Booklet (a copy of which I have retained). I accept the offer of grant aid for project Application No. [ref no as detailed on application form and  database] from the [name of Joint Council Committee] on the conditions set out within the Letter of Offer and the Terms and Conditions of Grant Aid booklet. 

I confirm that:

i) I am the person legally empowered to enter into this contract;

j)  the information submitted on Application Reference No. [XXXXXX] is true and complete;

k) all previous public funding received over the 3 year period prior to the date of this Letter of Offer has been declared; 

l) I have received and understand the Letter of Offer attachments detailing the activities and/or items to be grant aided and the objectives and targets to be achieved;

m) the project is dependent upon and could not proceed *at this time/as described without grant aid being made available from the Rural Development Programme; (*delete as appropriate)
n) I will repay on written demand any grant aid received where the terms and conditions of the offer are adjudged, by [name of Joint Council Committee] or DARD, to have been breached; 
o) a representative of [name of Joint Council Committee]  has explained my rights and responsibilities attendant to my acceptance of this Letter of Offer, and
p) I hereby accept the said offer of grant aid upon and subject to the terms and conditions stated herein.

I, [Name of Applicant] understand that providing wrong or misleading information is an offence, and such information may be used against me in any subsequent criminal investigation. I also understand that the information provided in connection with this offer may be made available to other Government Departments/Agencies for the purposes of preventing or detecting crime.

	Signed as Accepted by Applicant:
	
	
	Date:
	

	Name of Applicant:
	[Applicant Name as detailed on application form and database]
	
	Position held:
	


(For Official Use Only) 

This form of acceptance, duly signed by the Applicant, has been reviewed on behalf of the [name of Joint Council Committee].
Signature:........................................................... Date:...................................

Annex 1

Project Schedule of Activities, Timescales and Special Conditions 
Grant Offer and Project Details

	Grant Offer to:
	[Name and address of Applicant as detailed on application form and database

	Grant Offer from:
	[name of Joint Council Committee]

	NIRDP, Axes 3 & 4:
	[measure and name to be inserted]

	Application Reference No:
	[ref no as detailed on application form and  database]

	Project Name:
	[enter title of project as detailed on the application form and database]

	Address of Project:
	[enter the location of the project as detailed on the application]

	Grant Aid Awarded:
	[enter the amount of the grant offered as detailed on the LOO section of the applications database]


Aims and likely benefits of the Project are:

15. [will be inserted from project aims recorded on the database]
16. [will be inserted from project aims recorded on the database]
17. [will be inserted from project aims recorded on the database]
Objectives of the Project are:

18. [will be inserted from project objectives recorded on the database]
19. [will be inserted from project objectives recorded on the database]
20. [will be inserted from project objectives recorded on the database]
Activities for Implementation of the Project are:

21. [will be inserted from project activities recorded on the database]
22. [will be inserted from project activities recorded on the database]
23. [will be inserted from project activities recorded on the database]
Special Conditions of Grant Offer and Payment Specific to this Project are:

24. [will be inserted from the project special conditions recorded on the database]  
25. [will be inserted from the project special conditions recorded on the database]  
26. [will be inserted from the project special conditions recorded on the database]
27. [will be inserted from the project special conditions recorded on the database]
28. [will be inserted from the project special conditions recorded on the database]
Timescales for the Project are:

Project Start Date:  This is the date of this Letter of Offer, provided the Joint Council Committee has received your completed Form of Acceptance within 28 days from this date. 

(Note: Any work started or items purchased before the Project Start Date, shall be deemed ineligible for payment of grant aid and may render the project ineligible).

Project End Date:  [insert end date agreed with the promoter i.e. the date all items and activities as listed on Annex 2 have been completed and paid for by the promoter] 
Claim for Payment of Grant Aid:  [will be inserted from the claim due date recorded on the database (not more than 28 days after the project end date]
Failure to adhere to the agreed timescales for completing the project or for claiming payment of the grant aid offered will result in a reduction in the amount of grant aid that can be paid or withdrawal of the full Letter of Offer.

Please Note: The Project End Date is the date you agree with the Joint Council Committee for completion and payment of all items and activities are listed in Annex 2.
 Annex 2

Schedule of Eligible Expenditure

	Application Reference No:
	[ref no as detailed on application form and  database]

	Project Name:
	[enter title of project as detailed on the application form and database]


Your offer of grant aid is allocated for specific items and activities only, as detailed in the table below. If the actual cost of procuring any individual item or activity turns out to be greater than that estimated below, the grant amount payable to you will not increase.  If the actual cost is lower than the estimated cost below, the grant amount payable to you will be reduced accordingly.  

	Item/Activity
	Capital or Resource 
	Completion Date for each Item/ Activity
	Total Cost of Item/Activity 

 (Ex VAT)
	VAT Amount
	Grant Rate (%)
	*Maximum Grant Amount Payable

	

	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	                  Total Grant Award
	


* Note: If you are registered for VAT, the amount of grant payable will be exclusive of VAT.  If you are not registered for VAT, the amount of grant payable will be inclusive of VAT.

If your VAT status changes prior to your final claim, you must inform the Joint Council Committee immediately. 

Failure to adhere to the agreed timescales for completion of the above items/activities may result in a reduction in the amount of grant aid that can be paid or withdrawal of the full Letter of Offer. Any potential problems/delays must be notified to the Joint Council Committee immediately.

Annex 3

Target Outputs and Results to Be Achieved As A Result Of Grant Aid

Below is a list of the target outputs and results that you agreed would be achieved if grant aid was provided to help you carry out your project.  In order to assess and record progress with achievement of these targets you are required to provide progress reports every 6 months. All target outputs and results declared by you in relation to this project will be verified by the Joint Council Committee. 


To assist DARD with an evaluation of the Northern Ireland Rural Development Programme you will also be required to provide gender and age grouping details for the following beneficiaries of the grant aid, if applicable:


(iv) yourself and, business partner/partners, (not employees);

(v) additional employees (new jobs created as a result of the grant aid being awarded); and

(vi) participants completing bespoke training activities.

Target Outputs and Results to be achieved through the Implementation of this Project are:


[will be inserted from the target indicators name and value as recorded on the database] 
[will be inserted from target the indicators name and value as recorded on the database]  
[will be inserted from the target indicators name and value as recorded on the database]  
[will be inserted from the target indicators name and value as recorded on the database]  
[will be inserted from the target indicators name and value as recorded on the database]  
[will be inserted from the target indicators name and value as recorded on the database]  
[will be inserted from the target indicators name and value as recorded on the database]  

   ​​​​​                 

Applicant Claim Form













Annex 4
	How to make a Claim for Payment of Grant.

	1. Page 1 (Payment Authorisation Form)

The applicant reference number, DARD Business ID number, name of claimant (applicant as it is written on your Letter of Offer), address, and telephone number have been printed on your claim form.  You must confirm your VAT status and VAT registration number and complete the number of pages used.

2. Page 2 and 3 (Details of Expenditure Incurred)

Column A – Enter a description of the expenditure item as stated on the schedule of eligible items in your Letter of Offer.

Column B – Enter the date of the invoice.

Column C – Enter the supplier’s invoice number.

Column D - Enter the date when you paid the invoice.

Column E – Enter the name and address of the supplier/contractor.

Column F – Enter the cost of the item(s) purchased excluding VAT.

Column G – Enter the amount of VAT charged on the item(s).

Column H – Enter the total cost of the item(s) including VAT.

Column I – Enter your cheque number or the BACS transfer number used to pay the invoice.
	3. Page 4 (Claim Summary and Declaration)
Complete the applicant reference number and the date of the claim.

Column K – Enter the total cost of all the invoices, excluding VAT which relate to each item on your schedule of eligible costs.  

Column L – Enter the total cost of the VAT of all the invoices from column K.

Column M – Enter the total cost including VAT of all the invoices from column K.

Column N - Enter the percentage grant rate applying to the item. This can be found on the schedule of eligible items in your Letter of Offer.

Column O – Calculate the amount of the claimed expenditure bearing in mind the maximum grant amount offered for each item on the Schedule of Eligible Costs – see note below.


VAT registered – Multiply column K (cost excluding VAT) by the percentage grant rate in column N.


Not VAT registered – Multiply column M (cost including VAT) by the percentage grant rate in column N.  

Important - you must not claim more than the grant which has been offered for each item on your schedule of eligible costs.

In the last row total the amount of grant expenditure which you are claiming. This must not be more than the amount of grant offered in your Letter of Offer. Finally please read, sign and date the declaration including your name in print and your position within the company.


	What documents do I need to send with my claim forms?

	4. Invoices.

These must

· be original and not photocopies,

· be addressed to the business / project or individual named in your Letter of Offer,

· show the supplier’s name, address, telephone number and VAT Reg. No.,

· have VAT charged separately,

· show details of the goods or services charged including quantities, unit costs, delivery costs and any discount,

· Have labour costs showing dates the work was carried out, number of hours worked and cost per hour.

5. Proof of payment
It is important that you prove that you have paid the invoices in one of the following ways,

· the original invoice with the bank statement showing the cheques number or direct debit and the amount clearing the bank.

If payment is made by cheque, a copy of the cheque issued must be provided. 


	· The original credit card statement showing that the full amount of the item being funded has been paid and supporting bank statement showing payment.

Please note – You will need to supply a written explanation if the amount shown on the receipted invoice, receipt, copy cheque, or bank statement differs from the amount on the invoice. 

6. Procurement / proof of value for money

You will need to send the following original documents to prove that you have followed the requirements for procurement in your Letter of Offer.

· The written specification for the goods or service which you sent to each supplier asked to provide a quotation.

· The signed and dated quotations from each supplier. Your Letter of Offer will tell you how many quotations are needed for the value of the goods you want to buy.

· For any goods which require to be publically tendered you must include a copy of the advertisement. 

Please note – If you cannot follow the procurement requirements for any reason you must ask advice from the JCC before you purchase the item or the claim will be disallowed.




	Disallowance, reduction or recovery of grant

	The grant which you have claimed may be disallowed, reduced or recovered if:

· You have not returned a signed acceptance of the conditions in your Letter of Offer,

· The work for which you are claiming was carried out before your Project Start Date or after the Project End date

· You have failed to follow the terms of the scheme or the conditions in your Letter of Offer,

· The work being claimed has not been carried out to the correct standard,

· You have not sent the correct original documents to support the claim,

· You have claimed for items which were not agreed in your Letter of Offer. Please note the schedule of eligible expenditure in your Letter of Offer gives details of the items and activities for which you can claim grant aid.

· The item which you are claiming exceeds the expenditure limit in your Letter of Offer.

· You have not followed the procurement procedures.

· The item claimed is not in use or is not being used for the purpose intended in your grant application and economic appraisal.
	· The items which you are claiming have been applied for or claimed under other schemes or funding bodies.
· You knowingly make a false or misleading statement or withhold essential information.
· You do not allow access to your premises to authorised officers from the Department, Northern Ireland Audit Office or the European Commission to inspect the items funded.
Important Information

The amount of grant payable to you will be for those items which are eligible according to the scheme rules and conditions in your Letter of Offer.

If you knowingly include items in your claim which are ineligible for funding and the cost of these is over 3% of the grant amount you have claimed a penalty will be applied. 

You will not be paid for the ineligible items and your claim will be further reduced by the value of the ineligible items as a penalty. 

    


 Payment Authorisation Form

	Applicant Reference No: _[ref no as detailed on application form and database]
DARD Business No: _[ref no ]__________

Name and Address of Claimant: [Applicant Name & Address as detailed on application form and database]

______________________________________________________

______________________________________________________

Telephone Number:_[telephone no as recorded on database]____
VAT Registered:  Yes (      )      No (        )

VAT Reg. Number: _____________________________________

Number of Pages Used : ____________________


	Section to be completed by Joint Council Committee

Date of Vouching: ______________________________________

Vouching carried out by:____________________ (Printed)

                                           _____________________ (Signature)

Claim checked by: __________________________ (Printed)

                                 __________________________ (Signature)

Grant expenditure claimed

£

Ineligible expenditure deducted

£

Penalty deducted (If applicable)

£

Approved payment

£

Irregularity check completed for ineligible expenditure and any applied penalties?:  Yes  (     )     No   (       )

Database fully completed?   Yes  (     )     No   (       )

Approved for Payment:    ________________________ (Printed)

                                           ________________________ (Signed)
Date Approved:                ________________________ (Date)
 


DETAILS OF ELIGIBLE EXPENDITURE WHICH HAS BEEN INCURRED


Applicant Reference Number: [Application Reference No.]
Date of Claim: __________ 

Page ____ of ____  



	A

Grant Aided Item/Activity (State clearly the nature of product/service)

	B

Date of Invoice
	C

Invoice Number
	D

Date of payment
	E

Name and address of supplier/ contractor (Please give address of company’s registered office)
	F

Net cost (ex.VAT)
	G

Amount of VAT
	H

Total Payment
	I

Cheque No or BACS issued to supplier
	J

Office Use
Date Cashed through PP Bank Account

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	SUB TOTAL / TOTAL*

(*Delete as appropriate)
	
	
	


DETAILS OF ELIGIBLE EXPENDITURE WHICH HAS BEEN INCURRED

Applicant Reference Number: [Application Reference No.]

Date of Claim: __________ 

Page ____ of ____  



	A

Grant Aided Item/Activity (State clearly the nature of product/service)

	B

Date of Invoice
	C

Invoice Number
	D

Date of payment
	E

Name and address of supplier/ contractor (Please give address of company’s registered office)
	F

Net cost (ex.VAT)
	G

Amount of VAT
	H

Total Payment
	I

Cheque No or BACS issued to supplier
	J

Office Use
Date Cashed through PP Bank Account

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	SUB TOTAL / TOTAL*

(*Delete as appropriate)
	
	
	
	
	


CLAIM SUMMARY AND DECLARATION TO BE SIGNED BY CLAIMANT

Application Reference No.  [Application Ref No.]
Date of Claim: ___________

	Item Detailed on Schedule
	K

Net cost ex VAT
	L

VAT Amount
	M

Total Payment
	N

LoO Grant Rate
	O

Grant Expenditure claimed

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	Total
	


I DECLARE THAT:
9. This claim complies with the terms and conditions in the Letter of Offer;

10. I have paid the sums stated which are supported by the enclosed original invoices;

11. No sum included in this claim has been included in any previous claim;

12. Any assets included in this claim are my property or those of the business, partnership, group, association or other as detailed in the application;

13. No asset included in this claim or any previous claim under the present offer of assistance has been sold or disposed of in any way;

14. I have followed the Letter of Offer procurement rules for the purchase of goods and services;

15. I enclose copies of the relevant statutory controls/permissions for this project (if applicable); and

16. I declare that the project named in the Letter of Offer is / is not* (*delete as appropriate) registered for VAT. VAT Registration number____________ 

Signed: ______________________   Date: ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________

Printed: [Applicant Name]           Position: [Position]

terms & conditions booklet
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Terms and Conditions of Grant Aid 

provided under

The Axis 3 ‘Quality Of Life’ Measures

of the Northern Ireland

Rural Development Programme 2007 - 2013

The Letter of Offer together with these ‘Terms and Conditions of Grant Aid’ form a legally binding contract
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1. Purpose of The Letter of Offer and Terms and Conditions of Grant Aid


1.1 The Letter of Offer and Terms and Conditions of Grant Aid form a contract between the Joint Council Committee and the Applicant. These documents state:

· the amount of Grant Aid which is available for the Applicant to claim;

· the conditions which must be met by the Applicant in order to claim this Grant Aid; and

· the period of the Letter of Offer during which the terms and conditions must be complied with. 

The Letter of Offer affords the Joint Council Committee and the Department of Agriculture and Rural Development (DARD) the right to recover Grant Aid from the Applicant if the conditions of the Letter of Offer are breached during the period of the letter of offer.

1.2 The Letter of Offer together with the ‘Terms and Conditions of Grant Aid’ form a legally binding contract and you should read both carefully before accepting the offer of Grant Aid.  If you are in doubt regarding the terms of the offer, you should discuss the matter with your legal representative.  The offer and subsequent Grant Aid draw down is subject to strict adherence to the Schedule of Eligible Expenditure, Annex 2 of the Letter of Offer, and all conditions detailed in this booklet. 
1.3 By accepting the Letter of Offer you are also accepting the terms and conditions set out in this booklet. Failure to adhere to the terms and conditions of the offer may result in the full grant aid given under the Letter of Offer being deemed invalid and require any assistance already provided to be repaid.
1.4 In submitting claims for reimbursement of expenditure there is a need to adhere to procurement requirements.  It is a strict requirement, to obtain competitive tenders or quotations for project expenditure.  Expenditure in breach of this requirement will be deemed ineligible and no Grant Aid will be payable.  
2. Definitions and Abbreviations

	Application

Form
	the application form submitted by you to obtain Grant Aid for the project to be funded under the Letter of Offer for this booklet.

	the Applicant
	refers to the individual or organisation that signed and submitted the application form; accepted the offer and terms and conditions; and is responsible for ensuring compliance with obligations of the offer throughout the period of the Letter of Offer.  May also be referred to as the Project Promoter. 

	Asset
	any asset of the Applicant for which any payment of Grant Aid has been made under the letter of offer to which this booklet refers.

	Audit Trail
	record of financial transactions supported by original documentation for procurement, invoices, receipts and bank statements to support the implementation and operation of the project.

	Clawback Period
	the period of the Letter of Offer during which if irregularities are discovered, the project fails, the business fails, the business is sold or relocates outside the Joint Council Committee area repayment of all or part of the assistance already provided will be requested.

	the Commission or EC
	the European Commission.

	DARD or the Department
	the Department of Agriculture and Rural Development.

	De Minimis Aid
	assistance from a public source for a trading activity which is below the threshold of aid requiring prior notification and approval from the Commission. EC. Reg.1998/2006.

	EAFRD
	European Agricultural Fund for Rural Development.

	Eligible Expenditure
	means items or services as set under Activities for Implementation of the project at Annex 1 of the Letter of Offer, procured by the Applicant in carrying out the project and admitted by DARD, and others as Administrators, at its absolute discretion for the purpose of payment of Grant Aid.

	EU
	the European Union.                    

	Grant Aid
	the EAFRD funding specified in the Letter of Offer to which this terms and conditions booklet refers or any part or parts thereof as the case may be.  

	Grant Rate
	the percentage of the cost of individual items or services that will be used to calculate the amount of Grant Aid payable up to the maximum amount set by the Schedule of Eligible Expenditure to the Letter of Offer.

	Irregularity
	any departure from the operation of the agreement of the Letter of Offer between the Applicant and the Joint Council Committee.  

	Joint Council Committee
	the Committee formed through the Local Council Cluster partnership agreement acting in accordance with the Axes 3 & 4 of the Northern Ireland Rural Development Programme 2007 – 2013 and has made the Letter of Offer to which these terms and conditions are a part.

	Local Action Group (LAG)
	the LAG appointed by the Joint Council Committee to implement the local development strategy.

	Local Rural Development Strategy
	the accepted Local Development Strategy  and annexed Implementation Plan prepared in partnership between the Joint Council Committee and its appointed local action group  (Strategy details are available from your Joint Council Committee)

	Managing Authority
	DARD Rural Policy Branch

	Networking
	sharing of experience and good practice between Regions and local action groups

	NIRDP
	the Northern Ireland Rural Development Programme 2007-2013

	NIRDP Monitoring Committee
	Committee established as required by Articles 77-79 of EU Regulation 1698/2005 to oversee the implementation of the Northern Ireland Rural Development Programme 2007-2013.

	Rural Network
	the Rural Network for Northern Ireland, which will provide a range of services and support for those involved in the delivery of the NIRDP

	Objectives
	means the aims and objectives as set out in Annex 1 to the letter of offer  

	the Paying Authority
	DARD Rural Payments Division

	the Programme
	Axes 3 and 4 of the Northern Ireland Rural Development: Programme 2007 -2013 

	the Letter of Offer
	means the letter to which these terms and conditions are attached, setting out the project for which all Grant Aid received by ‘The Applicant’ from DARD will be expended

	the Project
	the project as described in the Applicant application form and approved by way of the Letter of Offer

	the Property
	all the buildings, equipment, furniture, fixtures, fittings and other assets owned or used by the Applicant in connection with the project, situated as specified on the Application and Letter of Offer.  

	Schedule of Eligible Expenditure
	means the list of eligible items and services as annexed to the Letter of Offer

	Project 

Start Date
	the date for the project is the date of the Letter of Offer, provided the Joint Council Committee has received the completed Form of Acceptance from the Project Promoter within 28 days from the date of the Letter of Offer.

	Project 

End Date
	the date the Project agreed with the Joint Council Committee for completion and payment of all the items and activities as listed in Annex 2 by the Project Promoter. 


3.
General Conditions
3.1 The Applicant must not seek or make an application for any financial assistance from any other Government Department, public body or agency in respect of expenditure for which the Grant Aid is or may become payable under the terms of this letter of offer without written notification to the Joint Council Committee.

3.2 The Applicant must not without the prior written consent of the Joint Council Committee transfer or assign any of its rights or obligations under the Letter of Offer.

3.3 Grant Aid provided under the Letter of Offer does not imply any further commitment to the project when the terms of the Letter of Offer are completed.

3.4 The Applicant will be sufficiently served by any letter, notice or demand by the Joint Council Committee or DARD if it is delivered by hand, left at the Applicant’s last known address, or sent by post addressed to the Applicant at that last known address.

3.5 In the case of any dispute arising on the interpretation of the conditions contained within the Letter of Offer and Terms and Conditions of Grant Aid booklet the decision of the Joint Council Committee and DARD shall be final and binding.  

3.6 The Applicant must maintain in good condition all property, equipment, machinery, furniture, fixtures, fittings, and assets of every kind owned or used by the Applicant in connection with the project.

3.7 The Applicant, by accepting the Letter of Offer, indemnifies the Joint Council Committee and DARD against all claims, proceedings, actions, damages, legal costs, expenses and any other liabilities in respect of death, personal injury, disease transmission, loss of or damage to property arising out of or in any way connected with the performance or non performance by the Applicant of all or any activities associated with the project and without prejudice to the generality of the foregoing the use, misuse, malfunction or failure of any plant, machinery or equipment approved for Grant Aid under this Letter of Offer.  DARD or the Joint Council Committee shall not be liable for any injury, damage or loss (of any kind) howsoever caused relating to the project.

3.8 No aspect of the activity being funded should be party political in intention, use or presentation; or likely to be perceived as discriminatory on grounds of religion, colour, race, gender or disability.  Any activities, such as campaigning, by the Applicant must be in furtherance of, and ancillary to, its main purposes.  The Joint Council Committee and DARD shall judge as to whether or not any activity of the Applicant offends against this clause.

Suspension of Payments by the European Commission

3.9 All payments under the Letter of Offer from the Joint Council Committee are subject to DARD’s receipt of funding from the European Commission.  Should such receipts, from the European Commission be suspended, reduced or terminated; the Department may suspend, reduce or terminate payments of funding in respect of the Applicant’s Letter of Offer from the Joint Council Committee. In that case neither the Joint Council Committee nor DARD shall be liable for any consequential losses.


4. The Project 

Offer of Grant Aid

4.1 The Grant Aid to be provided is offered in respect of the project described in the application as specified on the Letter of Offer, including any amendments submitted in writing by the Applicant and approved by the Joint Council Committee.  Annex 2 to the Letter of Offer specifies the items and/or activities agreed as eligible for Grant Aid together with the indicative breakdown of costs. Annex 3 details the targets to be achieved through the implementation of the project  

4.2 No Grant Aid will be payable on any:
· work started or completed;
· invoices or receipts dated; or
· expenditure incurred or paid,
prior to the Project Start Date (provided the Applicant accepted the Letter of Offer in writing by signing the Form of Acceptance and returning same to the Joint Council Committee within the 28 day period), or after the agreed end date for the project as specified at Annex 1. 

4.3 Any equipment, materials or buildings funded under the Letter of Offer may only be used for the purposes of the approved project.

Changes to the Project
4.4 The Grant Aid shall be used only for the purposes of the project as defined in the Applicant’s application and set out in Annex 1 of the Letter of Offer. Any intended changes to the project or the project timescales must be notified in writing in advance to the Joint Council Committee.  The written notification must set out the reasons why the Applicant believes the revised project should be funded under the Rural Development Programme, and must demonstrate how the project continues to offer added value.  Continuation of Grant Aid will be subject to;
(i) the written approval of the Joint Council Committee and formal amendment to the Letter of Offer; and 

(ii) acceptance of the revised Letter of Offer by the Applicant.

4.5 Claims submitted that differ materially from the approved application without prior notification and approval will automatically incur penalties, and may result in the full assistance provided under the Letter of Offer being deemed invalid and require Grant Aid already paid to be repaid by you either partially or in full. 
Level of Assistance
4.6 The amount of Grant Aid payable will be strictly as specified in the Schedule of Eligible Expenditure. Therefore before signing this contract the Applicant must ensure that the Grant Aid set out at the Schedule of Eligible Expenditure at Annex 2 of the Letter of Offer agrees with their understanding of the amount of assistance available including any amendments made during the assessment process.  Any cost overruns will be borne by the Applicant.

Pre-Payment Conditions for the Project

4.7 The project or agreed phase of the project must be completed as specified on the agreed Project Schedule of Activities, Timescales and Special Conditions (Annex 1) and Schedule of Eligible Expenditure (Annex 2).  

4.8 The bank account arrangements for the project must have been confirmed by return of a completed Bankers Automated Clearing System (BACS) form to DARD Grants & Subsidies Branch, Orchard House at detailed at Annex 4

4.9 Receipt of a completed claim as provided at Annex 5 by the date specified at the                Timescales for the Project section in Annex1.


4.10 The Joint Council Committee shall not approve payment of Grant Aid under the Letter of Offer until the Applicant has provided:

(a) documentary evidence satisfactory to the Joint Council Committee that the project has been completed within the agreed start and end dates;

(b) documentary evidence satisfactory to the Joint Council Committee that the agreed eligible expenditure for delivery of the project has been incurred by the Applicant;

(c) written confirmation of VAT status (on the Declaration Section of the Claim Form) ;

(d) documentary evidence satisfactory to the Joint Council Committee of compliance with the procurement procedures as detailed at Appendix II of this Terms and Conditions of Grant Aid booklet;

(e) written evidence satisfactory to the Joint Council Committee of confirmation of the amount and *source of any other Grant Aid or funding towards the total project costs;

(f) written evidence, by way of the signed Form of Acceptance attached to the Letter of Offer that the information provided in the application form is true and correct, and that all previous public funding received over the 3 year period to the date of Letter of Offer has been declared;

(g) documentary evidence satisfactory to the Joint Council Committee that the necessary insurance cover has been obtained; 

and where applicable,

(h) evidence of compliance with any specific conditions agreed for your project as detailed by the Joint Council Committee on the Letter of Offer at Annex 1;

(i) written evidence satisfactory to the Joint Council Committee that all necessary statutory approvals for carrying out of the project have been obtained; and


(j) where title to the property, land or site (as appropriate to the project) is not held by the Applicant, documentary evidence of the owner’s legal agreement to lease the property, land or site to the Applicant is required as detailed below, unless otherwise specified in the Conditions Specific to your project at Annex 1 as follows ;-



Where the applicant is a private promoter;

· For capital build where total grant aid of more than £50,000 is awarded for building,  or renovation/refurbishment/development works the period of the lease must cover not less than 25 years from the date of the Letter of Offer,

· For capital build where total grant aid of £50,000 or less is awarded for building or 

renovation/refurbishment works the period of the lease must cover  not less than 10 

years from the date of the Letter of Offer,

· in all other cases (ie non capital build) the lease period should at the very least cover the period from the date of the Letter of Offer, until 5 years following the date of the final payment to the project. This lease period can be made up of a number of shorter-term consecutive leases where their renewal is closely monitored by the JCC to ensure continuity for the full lease period.



For all other applicants
· For capital build where total grant aid of more than £50,000 is awarded for building 

or renovation/refurbishment works the period of the lease must cover  not less than 

25 years from the date of the Letter of Offer,

· For capital build where total grant aid of more than £10,000 but less than £50,000 is 

awarded for building or renovation/refurbishment works the period of the lease must 

cover not less than 10 years from the date of the Letter of Offer,

· in all other cases the lease period should at the very least cover the period from the date of the Letter of Offer, until 5 years following the date of the final payment to the project. This 
lease period can be made up of a number of shorter-term consecutive leases where their renewal is closely monitored by the JCC to ensure continuity for the full lease period.


Alternative arrangements for NDPB, Strategic Body or a local council;

A Development Agreement between the landowner or lessee and the applicant may be put in place as an alternative to the lease agreement. As the risk to this type of project not completing is reduced, the Development Agreement, regardless of the activity involved, should cover a period of not less than 7 years from the date of the Letter of Offer. 


* Please Note.  No other funding used to develop or deliver the project may be sourced from European Union monies. Throughout the lifetime of the project the Joint Council Committee must be informed in advance of any changes to other funding.

Targets to Be Achieved Through Implementation of the Project

4.11 The targets to be achieved through implementation of the project are listed at Annex 3 of the Letter of Offer. These are the target outputs and results (for example new business created, number of new jobs created); that you agreed would be achieved if Grant Aid was provided to help you carry out your project.  Progress with achievement of these targets will be monitored as described in Section 11, Provision of Information and Section 13, Project Inspections.  

5 Eligible Expenditure


5.1 All expenditure incurred for which Grant Aid will be claimed must be eligible in terms of the Rural Development Programme 2007-2013 and in accordance with the requirements of the European Community and in particular the EU Regulations as detailed under the Sources of Funding paragraphs at Appendix I to these Terms and Conditions.  

5.2 The Applicant must comply with these Terms and Conditions of Grant Aid.  

5.3 The Applicant must seek written clarification from the Joint Council Committee where there is any doubt as to the interpretation of these Terms and Conditions of Grant Aid.  

5.4 It is the responsibility of the Applicant to take the above actions as necessary to ensure that expenditure is eligible and that each claim is mathematically correct.  

5.5 All goods, services and works agreed for the implementation of the project must be sourced in accordance with the procurement procedures included at Appendix II of these terms and conditions. At all times due consideration must be given to ensure best value for money and open, fair and transparent competition.  

5.6 Where a variance to a procurement contract is required the Applicant should seek prior written approval from the Joint Council Committee and ensure that the required contract variation procedures are followed as set out in this guidance.  

5.7 If the Applicant claims normal procurement procedures cannot be carried out, then full written justification must be provided to the Joint Council Committee in advance of any purchase being made and written approval granted by the Joint Council Committee. Failure to notify the Joint Council Committee will deem the purchase ineligible to receive Grant Aid. 

5.8 Consumable items or project running costs are not eligible and must not be included on any claims for payment of Grant Aid. It should be noted that only those activities and items listed under the Schedule of Eligible Expenditure (Annex 2) are eligible for claiming payment of Grant Aid. 
6 Match Funding

6.1 All Applicants are required to contribute to the cost of implementing the project by providing an element of matched funding. The amount will be calculated on the basis of the percentage rate of Grant Aid of the total eligible costs as specified on the Letter of Offer from the Joint Council Committee.

6.2 Private sector applicants must provide evidence of matched funding from a private source, for example own savings, bank loan etc. Match funding contributions from public monies are not eligible to support claims for payment of Grant Aid from the private sector.

6.3 In the case of Non-private sector projects easement is afforded in that the level of match funding may be reduced to 25%.

6.4 Non-private sector Applicants must provide evidence of match funding from a private source, public source (non EU sourced), loan or contributions in kind.  For Social Economy Enterprises, Non Departmental Public Bodies and Local Councils, a maximum of 20% of eligible project costs may be ‘in kind contributions’. The remaining 5% must be in cash.

7 Financial Management 

7.1 The financial management system for the project must demonstrate effective controls and must present clear audit trails at all times.  

7.2 The Applicant’s accounting records or system must clearly identify all monies received and expended under this project and this Grant Aid.


7.3 The Applicant must have written procedures, appropriate to the size and nature of the business, for expenditure and financial control including bank account details, cheque signatories, and expenditure authorisation levels.


7.4 The Applicant must immediately inform the Joint Council Committee in the event of the identification of any errors in Grant Aid claims, acts of fraud and/or any circumstance that has caused or is likely to cause a loss or misuse of Grant Aid.  Subsequently the Applicant must submit a full and detailed report in writing to the Joint Council Committee. 


7.5 Documentary evidence of financial transactions must be retained for the period as specified under Retention of Documentation (Section 12) to show that the goods or services supported were received and paid for by the Applicant. 

7.6 An Applicant may enter into an arrangement with an employee, to supply goods, facilities or services to the project for payment provided that prior written notification is made to the Joint Council Committee which details;

(i) the conflict of interest; and

(ii) provides confirmation satisfactory to the Joint Council Committee that the employee will not be involved in the assessment process for any procurement of the goods, or services to be provided.

Written approval from the Joint Council Committee accepting such an arrangement must be retained and provided as evidence along with the Grant Aid claims documentation for validation by the Joint Council Committee.  

8 Bank Account

8.1 All match funding must be available from or lodged in the same bank account to which the EAFRD Grant Aid will be paid.  All expenditure incurred by the applicant for implementation of the project must also be made from this bank account. The only exception to this will be where the applicant has elected to avail of an existing CAT 1 DARD Business ID. In such cases, all project payments must be made from the applicants own bank account even though the EAFRD funding grant amount will be paid into the bank account of the CAT 1 Business ID.


8.2 Non private sector Applicants that wish to retain a cost centre account system for the purposes of managing the EAFRD funded project will be required to demonstrate to the Joint Council Committee’s satisfaction that its system guarantees a clear audit trail with regard to all aspects of the project’s finances.


8.3 Applicants wishing to adopt this arrangement must obtain prior written approval from the Joint Council Committee. Should subsequent systems checks by the Joint Council Committee, agents of the Department or the Commission reveal shortcomings, then this will be considered an irregularity and a penalty may be imposed. 


8.4 Any change of bank account must be agreed with the Joint Council Committee and notified in advance to DARD Grants and Subsidies Branch by way of a new BACS form.

8.5 All EU Grant Aid payments will be made electronically by BACS (Bankers Automated Clearing System) to a UK bank account.  DARD may use these bank account details for other legitimate purposes in line with the Data Protection Act 1998 and Freedom of Information legislation.  
9 Claims For Grant Aid and Payments

9.1 Grant Aid shall be paid in arrears on receipt of a properly completed official claim form as provided with the Letter of Offer.  No other types of claim form will be accepted.  Final Claim forms must be submitted to the Joint Council Committee within 28 days from the agreed end date for the project unless otherwise stated on Annex 1, Conditions Specific to the Project.

9.2 Claim forms at Annex 5 must be accompanied by evidence to support the eligible expenditure incurred. This means that the Applicant must,  as far as possible, provide original documentation for all expenditure included on the claim for payment of Grant Aid as follows:

· the specification used to seek quotations/tenders for the grant aided items;

· the required number of dated, itemised, authorised quotation/tendering documents, relevant to the value of the items or services procured;  

· dated wage records, invoices or receipts, if applicable, marked with the date of payment and cheque number.  A copy of each cheque issued must also be provided;

· original* or electronic** bank statements;

· copy cheques if applicable

· serial numbers for equipment.
* Where a bank statement is not available due to the payment not having cleared the applicant’s bank account, this should be made available as soon as is reasonably possible and must be received before payment can be considered by the Cluster.


** Electronic Bank Statements are only acceptable when:-


a) The electronic print-out includes the applicant’s name, address and bank account number, and 


b) In the case of internet or on-line banking, the on-line bank statement is validated on site in the presence of the applicant and a note placed in the project file to verify this has taken place. 


For expenditure to be considered as eligible, payments must have been debited from the Applicant’s bank account.


9.3 Where an applicant purchases goods or services from outside the United Kingdom; - 


· Invoices in Euros should be claimed in sterling and the date of calculation will be the date the currency transaction clears the applicant’s bank account. . If payment is arranged through the Council’s bank account the exchange rate applied by the bank may be used, however any charges in respect of this foreign exchange transfer are not eligible for reimbursement. In all other cases the European Central Bank website link below must be used for this calculation.


· Invoices in any other currency should also be claimed in sterling. . If payment is arranged through the Council’s bank account the exchange rate applied by the bank may be used, however any charges in respect of this foreign exchange transfer are not eligible for reimbursement. In all other cases applicants should use the European Central Bank website below to firstly calculate the amount in Euros and then convert this to sterling. The date of calculation will be the date the currency transaction clears the applicant’s bank account.  


http://www.ecb.int/stats/exchange/eurofxref/html/index.en.html. 

9.4 Where an employee of the Applicant has provided any of the goods, or services for which Grant Aid is claimed the Joint Council Committee will seek to confirm that the agreement on conflict of interest as detailed under Section 7, Financial Management has not been breached.

9.5 Where a project includes capital/construction work, the Joint Council Committee must receive:
· planning permission documentation as specified under the Conditions Specific to your project at Annex 1;  
· the approved building plans/drawings; and 
· building control approval of the completed building/construction works
for the site or building where the project is located.  A Quantity Surveyor's report indicating concurrence with expenditure in terms of necessity, accuracy and value must also be submitted where the grant amount awarded for the capital/construction work is more than £50,000.
9.6 A representative of the Joint Council Committee will complete a pre-payment site visit to the project. Items to be verified will include:

· validity of procurement and expenditure documentation;

· receipt of the supported items and services;

· completion of the project as specified in the Project Schedule at Annex 1; and 

· acknowledgement of support from the EAFRD and the Northern Ireland Rural Development Programme as detailed under Publicity (Section 14).

9.7 The Joint Council Committee will also require a written declaration from the applicant on progress towards or achievement of the agreed target outputs and results to be achieved through implementation of the project.

9.8 DARD EU Verification Branch will also complete a pre-payment site visit on 5% of the projects where Applicant claims for Grant Aid have been submitted by the Joint Council Committee to DARD for payment. 

9.9 If phased payments have been agreed for your project these can only be claimed in line with the terms as detailed by the Joint Council Committee in the Conditions of Grant Offer and Payment Specific to your project at Annex 1. 

9.10 No Grant Aid will be payable on any expenditure incurred prior to the Project Start date or after the agreed end date as specified at Annex 1, Project Timescales.  There shall be no obligation on the Joint Council Committee or DARD to make payment in respect of claims, which are received after the agreed date for submission of the Claim Form. 
9.11 Payments made by DARD are subject to receipt of Grant Aid from the European Commission and the availability of National funding. Should such receipts be suspended or terminated DARD may accordingly suspend or terminate payments to Applicants.

9.12 It is the responsibility of the Applicant to ensure that all claims are accurate and that they relate to activities and items in accordance with the Schedule of Eligible Expenditure (Annex 2). Irregular activities and transactions are not eligible for Grant Aid and may incur financial penalties as detailed under Reductions and Exclusions (Section 10) of this booklet. The Joint Council Committee and DARD accept no liability in respect of any loss attributable to any delay in the payment of claims or to any suspension, reduction or cancellation of Grant Aid.


9.13 Payments of Grant Aid will be made by DARD on receipt of authorised requests to make payments from the Joint Council Committee and will be subject to the Joint Council Committee having checked all expenditure, activity and beneficiaries as eligible, in terms of the Programme rules and verified project completion through a site visit.

9.14 All payments made under the Rural Development Programme 2007-2013 will only be paid by DARD electronically by the Bankers Automated Clearing System (BACS).  

9.15 Applicants in receipt of a payment under another scheme within the European Agricultural Fund for Rural Development (EAFRD), for example an agriculture subsidy, should note that where an overpayment of Axis 3 Grant Aid has occurred or claw back is deemed necessary, then DARD may intercept a claim from the other source within the European Agricultural Fund for Rural Development. 

10.
Reductions and Exclusions


10.1 Should a claim contain ineligible items of expenditure the sum payable will be reduced.  Where the sum of the ineligible expenditure exceeds 3% of the total claimed, EAFRD Regulations require the reduction will be double that amount unless it can be demonstrated that the Applicant was not at fault for the inclusion of the ineligible expenditure.  

11 Provision of Information


11.1 
The Applicant shall comply promptly with any requests by or on behalf of the Joint Council Committee, DARD or the European Commission for information concerning the implementation, administration, monitoring and evaluation of the project.

11.2 
Approved projects will be subject to monitoring and evaluation at regular intervals in the implementation of the project and information should be held in the manner described by the Joint Council Committee and detailed in the Conditions of Grant Offer and Payment Specific to your project at Annex 1. The Applicant must respond within the deadlines set by the Joint Council Committee for the return of monitoring forms.  Reporting will include:

· updates every 6 months on the achievement of project expenditure, target outputs and results; and

· a Post Project Evaluation, which must be completed by the Joint Council Committee at the end of the project or at an agreed time after completion of the project which will seek to verify the project outcomes in terms of the target outputs and results to be achieved as set out in Annex 3, to the Letter of Offer.

11.3 
The Applicant must make available records and documents as evidence of employee numbers for the period prior to the Letter of Offer and the period up to Post Project Evaluation so that Government Departments or their agents (as detailed at Section 13) can assess and confirm the number and type of new jobs created.

11.4 
The Applicant must make available annual business accounts, as prepared by a certified professional. These must detail business income and expenditure for the period prior to the Letter of Offer and the period up to Post Project Evaluation so that Government Departments or their agents (as detailed at Section 13) can evaluate the effectiveness of the Grant Aid provided.


12 Retention of Documentation 


12.1 
The Applicant is required to retain all original documents relating to the implementation of the project and it’s financing until 31 December 2021.  In no circumstance should any documentation be destroyed or otherwise disposed of without the consent of the Joint Council Committee. The project promoter should inform the Joint Council Committee if the original documents are to be retained at a different address from that specified at the address of the project.  


13 Project Inspections 


13.1 
The Applicant shall ensure that any party acting in accordance with the offer of Grant Aid and the attached terms and conditions shall have the right to visit the operations relating to the project at the premises notified as the location for the project.  It shall be the duty of the Applicant to ensure that such staff and agents are enabled to exercise such rights.

13.2 
In compliance with paragraph 13.1 the following Pubic Bodies and their agents or representatives shall have the right to inspect the project at any time, and to require such further information to be supplied as they think fit and to be provided with such documents or items as they shall require:

· the Joint Council Committee;

· DARD;

· Department of Finance and Personnel;

· the Northern Ireland Audit Office;

· the European Commission; and 

· the European Court of Auditors.


13.3 
Without prejudice to the foregoing generality, Applicants must keep and make available on request financial and monitoring records. Computer print outs are not accepted as proof of payment for the purpose of European Commission audit inspections.  

13.4 
To facilitate governance of the Programme site visits will be undertaken throughout the period of Grant Aid.  

13.5 
The Applicant shall explain any unresolved issues arising from financial and/or monitoring returns received or from inspections to the satisfaction of the Joint Council Committee before approval for a subsequent payment is given.




14 Publicity


14.1 
The Joint Council Committee, DARD and the European Commission shall be entitled to publish details of the project and Grant Aid offered including payments made at such times and in such a manner as it may decide.   

· 
The applicant must acknowledge the Grant Aid contribution from the EAFRD and DARD through the Rural Development Programme in line with the European Commission’s publicity requirements as laid down in Commission Regulation (EC) No.1974/2006 (Annex VI). This requires that a project with total eligible project costs of;


· over €50,000, the applicant must erect an explanatory plaque; and

· over €500,000, the applicant must erect a bill board at sites of infrastructure,


to acknowledge support from the EAFRD. The Joint Council Committee will provide details of the specific requirements under the Conditions Specific to your project at Annex 1.
The Applicant must utilise all reasonable opportunities to publicise the support received under the Northern Ireland Rural Development Programme.  Where press and magazine articles are used to announce project launches/openings or to publicise and market the business or facility developed under the LOO the following requirements must be implemented:-
· Notify the JCC in advance of any project launches or issuing any press/magazine articles, and

· Acknowledge support from the Rural Development Programme by including, as a minimum, the following phrase in any written article ‘this <input project title or details> has received investment from <Local Action Group> under the Rural Development Programme’.

14.2 
The Applicant must also acknowledge the Grant Aid contribution from the EAFRD and DARD through the Rural Development Programme in any brochures, leaflets, materials produced, distributions, job/recruiting advertisements or any other publicity material produced in connection with the project. As part of the publicity for the EAFRD and DARD Grant Aid, the following logos in the order set out below should be used on all publicity material: 

· the DARD logo,

· the RDP logo,

· the standard EU Logo (EU Flag), and

· the LEADER logo.

These logos can be obtained from the Joint Council Committee. 

When using the European flag the following statement must be used,
‘The European Agricultural Fund for Rural Development: Europe investing in rural areas’.  

15 Legal & Statutory Requirements

15.1 
The Applicant must ensure that all actions undertaken in relation to this project comply with the relevant statutory legislation in existence during the lifetime of the project.  

15.2 
The Applicant must observe and comply with all:

· Northern Ireland law;

· EC Directives and Legislation;

· Health & Safety Legislation;

· Fair Employment and Treatment (NI) Act 1998;

· Equality of Opportunity Legislation;

· Environmental Legislation; and

any other legislation relevant to the project which is in force in Northern Ireland during the period of the project. It is the responsibility of the Applicant to identify all legislation and statutory requirements relevant to the project.



16
Equality Monitoring 

16.1 Section 75 of the Northern Ireland Act 1998 places statutory equality duties on public authorities.  

16.2 To assist DARD in meeting its statutory requirements, the Applicant will be provided with equality monitoring forms for beneficiaries to complete. The completion of these forms by beneficiaries is voluntary, but the Applicant is encouraged to assist DARD in its statutory duty of monitoring the equality uptake and outcomes of the NI Rural Development Programme funded through the EAFRD.  In the case of projects where the main beneficiaries are from the wider community the Applicant will be required to monitor usage and complete an Equality Report.  The JCC will provide guidance on this aspect.
16.3 The equality monitoring forms are anonymous and are returned to the NI Statistics & Research Agency (NISRA) in a freepost envelope. The information collected will only be used by NISRA for equality monitoring purposes and in compliance with The Data Protection Act 1998. The details on the form will not be linked in any way to details of individual participants.

16.4 The equality monitoring forms and freepost envelopes will be provided by the Joint Council Committee.

17 Disclaimer

17.1 
The Joint Council Committee, DARD or the European Commission have no responsibility for the stability of any structure or the soundness of any materials used or the adequacy for its purpose of any buildings, equipment or plant purchased or developed or any facility Grant Aided by the Joint Council Committee in connection with this project.
18 Insurance and Liability


18.1 
The Applicant shall maintain such insurance policies in the applicant’s own name as are necessary to cover all possible liabilities to the Local Action Group, Joint Council Committee, DARD and to the European Commission arising under the Letter of Offer and the Terms and Conditions of Grant Aid, to the extent that such insurances are reasonably available on the insurance market.  This includes for example Employers’ Liability Insurance; Professional Indemnity/Directors and Officers/Fidelity Insurance; Buildings, Property and Contents Insurance (to include IT equipment); and Public Liability. The need for insurance cover should be fully justified and fully recorded.  

18.2 
A copy of all insurance policies relating to the project should be made available to the Joint Council Committee and DARD, on request.  

18.3 
Without prejudice to the Applicant’s liability to indemnify the Joint Council Committee and DARD, the Applicant shall either maintain or procure, such public and employer’s liability insurances as are necessary to cover the liability of the Joint Council Committee or (as the case may be) its local action group and staff, DARD its staff and agents, and the European Commission its staff and agents in respect of:

· personal injury or death arising out of or in the course of or caused by the carrying out of the project not due to any act or neglect of the Joint Council Committee, DARD or the Commission or any person for whom they are responsible; and

· injury or damage to property, real or personal, arising out of or in the course of or caused by the carrying out of the project and caused by the negligence, omission or default of the Applicant. 



19 Value Added Tax (VAT)

19.1 
Where the Applicant or the business supported is VAT registered with HM Revenue and Customs any VAT amounts paid on eligible expenditure must be recovered through the normal VAT return process.  The amount of VAT that may be recovered by the Applicant from HM Revenue and Customs must be excluded from the eligible cost of the project when calculating Grant Aid and completing the claim form for said aid.  

19.2 
For non-VAT registered Applicants or businesses supported, the VAT amounts paid on eligible expenditure may be included on claims for payment of Grant Aid.

19.3 
It is the responsibility of the Applicant to provide a declaration as to the VAT status of the Applicant or business supported.  If the VAT status changes from that communicated at any time prior to the submission of the claim for payment of Grant Aid then the onus is on the Applicant to inform the Joint Council Committee on a timely basis.  


20 Withdrawal of Grant Aid on Default 


20.1 
The Joint Council Committee reserves the right to withhold any or all of the Grant Aid and/or require part or all the Grant Aid already paid to be repaid, and this may include the interest thereon, to DARD if:

(i) the Applicant is in breach of any of its obligations under the Letter of Offer and Terms and Conditions of Grant Aid and has failed to remedy such breach within 28 days of a written request from the Joint Council Committee or DARD to remedy the breach;

(ii) there is unsatisfactory progress towards completing the project;

(iii) the Applicant fails to pay or repay to DARD any sum due by them  whether under these terms and conditions or otherwise;

(iv) the Applicant is for any reason no longer able to implement the project;

(v) an order is made, or an effective resolution is passed, for the winding-up of the Applicant or a receiver is appointed in respect of any of the Applicant(s)’ assets;

(vi) the Applicant is unable to pay its debts within the meaning of Article 103 of the Insolvency (NI) Order 1989;

(vii) the Applicant ceases to carry on the project for the purposes for which it was established;

(viii) there is unsatisfactory progress towards meeting the expected activities and timescales as detailed in Annex 1 and the target outputs and results as detailed in Annex 3 in the Letter of Offer;

(ix) a conflict of interest is identified as detailed under Conflict of Interest, Section 27 of this booklet;

(x) any information given to the Joint Council Committee or DARD by or on behalf of the Applicant in relation to the project is found to be false or misleading or there has been a failure to disclose any material fact which would have had a bearing on the Joint Council Committee’s consideration of the application;

(xi) fraud or financial irregularity is discovered.

20.2 
In such cases as listed above the Applicant will be offered the opportunity to provide written explanation of the circumstances of the irregularity and offer resolution. The written explanation must be submitted to the Joint Council Committee within the timescale set by the Joint Council Committee.

20.3 
In the event of fraud or any financial irregularity, criminal proceedings may be instigated against the Applicant as DARD may in its sole discretion so determine.  General guidance on fraud is included at Appendix III to these terms and conditions.

21.
Termination or Suspension

21.1
The Joint Council Committee may terminate or suspend the project and seek repayment where any other event occurs in relation to the Applicant which, in the opinion of the Joint Council Committee and DARD, might reasonably be expected to materially and adversely affect its liability to comply with its obligations under the Letter of Offer and Terms and Conditions of Grant Aid.

22.
Repayment of Grant Aid

22.1
The amount to be repaid by the Applicant will be set by the Joint Council Committee following consideration of the circumstances of the irregularity.

22.2
For cases involving fraud, financial irregularity or provision of false information, recovery of the full amount paid will be sought.

22.3
In all other cases the repayment amount will be proportionate to the unexpired clawback period of the Letter of Offer.


23.
Disposal of Assets 


23.1
Any property or land for which Grant Aid is being provided shall not be sold, leased or changed from the purpose intended within a clawback period of 10 years from the date on which the last payment of Grant Aid of more than £50,000 was made, without the prior written agreement of the Joint Council Committee and the Department (DARD).


23.2
Where property or land is sold, leased or changed from the purpose intended within this 10 year period, without the prior written agreement of the Joint Council Committee, the full amount of Grant Aid must be repaid. 


23.2(b) Any property or land for which Grant Aid of £50,000 or less is being provided shall not be sold leased or changed from the purpose intended within a clawback period of 5 years from the date on which the last payment of grant was made , without the prior written agreement of the Joint Council Committee and the Department (DARD).

23.2(c) Where property or land is sold leased or changed from the purpose intended within this 5 year period without the prior written agreement of the Joint Council Committee the full amount of Grant Aid must be repaid. 

23.3
Any other asset for which Grant Aid is being provided shall not be sold, leased or changed from the purpose intended within a clawback period of 5 years from the date on which the last payment of Grant Aid was made, without the prior written agreement of the Joint Council Committee.  

23.4
Where the funded asset is disposed of, leased or changed from the purpose intended without prior written agreement from the Joint Council Committee, the full amount of Grant Aid paid in respect of the project must be repaid.  With approval from the Joint Council Committee the amount of Grant Aid to be repaid will be calculated on the following basis:-

· Disposal during the first year following last payment of Grant Aid - 100%.

· Disposal during 2nd year following last payment of Grant Aid - 80%

· Disposal during 3rd year following last payment of Grant Aid - 60%

· Disposal during 4th year following last payment of Grant Aid - 40%
· Disposal during 5th year following last payment of Grant Aid - 20%
24.
Interest Charges on Repayments of Grant Aid

24.1
In the event that the Department had made a written demand for repayment of Grant Aid, the Department shall be entitled to interest on the amount due in accordance with Paragraph 14 of the Rural Development (Grant Aid) (Public Expenditure) Regulations (Northern Ireland) 2009.  
25. Environmental Impact
25.1
In accepting the Letter of Offer, the Applicant undertakes to implement the project in a manner which has the most positive impact on the environment, including, where possible, procuring material and equipment from sustainable sources.


26. Sharing of Information, Data Protection and Freedom of Information 
26.1
Information provided by the Applicant on the Application Form, Claim Form or other source may be stored on computer, or otherwise.  Such information may be made available to DARD, other Departments, Agencies and funding bodies for the purpose of ensuring accuracy of information and preventing and detecting fraudulent applications or other crime.

26.2
Some or all of the information provided by the Applicant may be disclosable under the Freedom of Information Act 2000.

27.
Conflict Of Interest

27.1
In accepting the Letter of Offer, the Applicant confirms that should any conflict of interest, however arising, occur, between the Applicant and any other member of the Company/Board, employee of the Applicant, person or other entity corporate or otherwise associated with the Applicant, then, the Applicant, shall not, without the approval of the Joint Council Committee, engage such person or persons in connection with the project for the provision of facilities or services or enter into any contract of employment, supply or service contract with such person or persons. Any conflict of interest identified at a later stage in the implementation of the project may lead to the withdrawal of the Letter of Offer and the recovery of any monies paid.

28.
Law and Jurisdiction
28.1
The Letter of Offer is governed by and shall be construed in accordance with the laws of Northern Ireland and the Applicant hereby agrees that the Courts of Northern Ireland shall have exclusive jurisdiction to hear and determine any disputes arising out of or in connection with this Contract.

29.
Fraud

29.1
The Applicant must inform the Joint Council Committee immediately if fraud or attempted fraud is suspected.  Further guidance on areas of risk and prevention of fraud are detailed at Appendix III.

29.2
Applicants delivering projects outside of the private sector are required to draw up a policy document that places effective controls for the deterrence and prompt detection of fraud should it occur.  The Joint Council Committee will specify this as a Specific Condition of the Letter of Offer at Annex 1.
29.3
All incidents of fraud or attempted fraud either reported to the Joint Council Committee or DARD or discovered by their staff or agents through the monitoring and verification process will be reported to DARD Central Investigation Service for full investigation and possible legal action.
(i)
The organisation (and/or its representatives) may be prosecuted if it fails, without reasonable excuse, to comply with any condition subject to which financial assistance has been given to the organisation requiring it to inform the Department of any event whereby the financial assistance becomes repayable.

(ii)
The Department may by notice require the organisation to furnish to the Department such information, or to produce for examination on behalf of the Department such books, records or other documents, as may be specified in the notice for the purpose of enabling the Department to determine whether any condition subject to which the financial assistance is given is satisfied or is being complied with or whether the financial assistance has become repayable in whole or in part in accordance with any such condition.

(iii)
The organisation (and/or its representatives) may be prosecuted if in purported compliance with a notice issued under paragraph (ii) it knowingly or recklessly makes any statement or produces any document which is false in a material particular.

(iv)
The organisation (and/or its representatives) may be prosecuted, if without reasonable excuse, it fails to comply with a notice under paragraph (ii).
 (v) 
It will be the responsibility of the Organisation to take whatever action is necessary to minimise the risk of fraud and to notify the Department immediately of any instances of attempted, suspected or proven fraud.  Following a Departmental investigation all instances of suspected fraud will be reported to the Police and criminal proceedings may be instigated if deemed appropriate.
30 
Projects involving the Building, Refurbishment or Purchase of Property, or the Purchase of Land.

Legal Charge on Property or Land

30.1
The Applicant must execute in favour of the Department of Agriculture and Rural Development (the Department) a security over the property          to secure obligations of the Applicant under the terms and conditions of the Letter of Offer in the following situations:
(i)
where Grant Aid of more than £50,000 is awarded for the building, development  or 
refurbishment of any land or property; or

  (ii)
where Grant Aid of more than £50,000 is awarded for the purchase of a building or 
the purchase of land. 

The Joint Council Committee will record this requirement as a Specific Condition of the Letter of Offer at Annex 1. 

Confirmation of Ownership or Leasing Arrangements
30.2
Where a project involves property, land or site development, the Joint Council Committee must receive:

(i)
written confirmation from the Applicant's solicitors that the Applicant owns and holds the Title Deeds for the property, land or site where the project will be located; or  

(ii) a copy of the legally signed Long Term Lease/Title Deeds for the property, land or site where the project will be located showing the Applicant as the legal lessee/owner.


Lease agreements in respect of projects offered Grant Aid must be in-line with that agreed to meet their requirements at paragraph 4.10(j) of this booklet. 
31.
Planning Permission and other Legal Provisions
31.1
All planning permission, building by law approvals and building regulations must be complied with. Certification of this compliance must be submitted to the Joint Council Committee. A qualified engineer/architect or other such person who is suitably qualified to issue such certification must undertake such certification.

31.2
All works shall be carried out in accordance with the provisions of all relevant statutes, regulations and byelaws. The onus of obtaining all consents, permissions and compliance, etc, including consent to enter on, or interfere with land, other property or right of any person or persons, rests with the Applicant.

32.
De-Minimis Aid

32.1
The Letter of Offer is funded under the European Agricultural Fund for Rural Development regulations. These regulations require that offers of Grant Aid comply with state aid rules.

32.2
When State Aid as defined under Articles 87 and 88 of the Treaty of Rome is granted as ‘de minimis’ aid under Commission Regulation EC 1998/2006 (the "de minimis" aid regulation), European Commission rules prohibit you from receiving more than €200,000 ‘de minimis’ aid over any period of three fiscal years.  Any ‘de minimis’ aid granted over the €200,000 limit may be subject to repayment with interest.  If you have received any ‘de minimis’ aid over the last three years (from any source) you should inform the Joint Council Committee immediately with details of the dates and amounts of aid received. Furthermore, information on this grant aid must be supplied to any other public authority or agency asking for information on ‘de minimis’ aid for the next three years. 


For the purposes of the ‘de minimis’ regulation, you must retain the Letter of Offer for 3 years from the date shown on its first page and produce it on any request by the UK public authorities or the European Commission. 

32.3 
If your Offer of Grant Aid is classified as De Minimis State Aid, the Joint Council Committee will have recorded this on the first page of your Letter of Offer.


33.
Networking and Promotion

33.1
The Applicant is required to provide access to the project for the purpose of facilitating ‘good practice visits’ from the NIRDP Monitoring Committee, the Northern Ireland Rural Network and the European Commission or other bodies as organised by:

· the Local Action Group;

· the Joint Council Committee; and

· DARD.



34.
Withdrawal of Application


34.1
The applicant can withdraw the application for Grant Aid partially or in total at any 
time unless paragraph 34.2 below applies. The notice of withdrawal must be made in 
writing to the JCC. A withdrawal shall put the claimant into the position he was in 
before he 
submitted the Grant Aid application or part of the Grant Aid application in question 
consequently repayment of Grant Aid can be required.




34.2
However, where the applicant;

(a) has already been informed of an irregularity ; or 


(b) has been given notice of the intention to carry out an on the spot check 

      and within the meaning of EC Regulation 65/2011 and the subsequent                                
check reveals irregularities, 

withdrawals shall not be authorised in respect of the parts of the aid application affected by the irregularities.

Source of Grant Aid








Appendix I
The Northern Ireland Rural Development Programme (NIRDP) 2007-2013 is funded through a single Rural Fund - European Agricultural Fund for Rural Development (EAFRD).

Offers of Grant Aid in respect of the terms and conditions contained within this booklet are funded from the six ‘Quality of Life’ measures under Axis 3 of the Northern Ireland Rural Development Programme 2007-2013.  This assistance is made up of funding contributions from the EU and DARD as follows;-


	Measure 3.1, 
Diversification into non-Agricultural 


Activities
	 - 100% EU contribution (Voluntary Modulation Monies)

	Measure 3.2, 
Business Creation and Development
	  50% EU contribution

          matched by 

  50% DARD National

          contribution



	Measure 3.3, 
Encouragement of Tourism Activities
	

	Measure 3.4, 
Basic Services for the Economy and  


Rural Population
	

	Measure 3.5, 
Village Renewal and Development
	

	Measure 3.6, 
Conservation and upgrading the Rural 


Heritage
	


The European Union legislation and directives relevant to the Letter of Offer and Terms and Conditions, which can be found on the EU website at 

www.eur-lex.europa.eu/en/index.htm, are;-

· Council Regulation (EC) 1698/2005 on support for rural development by the European Agricultural Fund for Rural Development (EAFRD).

· Commission Regulation (EC) 1974/2006 laying down detailed rules for the application of Council Regulation (EC) No 1698/2005 on support for rural development by the European Agricultural Fund for Rural Development (EAFRD).

· Commission Regulation (EC) 65/2011 laying down detailed rules for the implementation of Council Regulation (EC) No 1698/2005, as regards the implementation of control procedures as well as cross-compliance in respect of rural development support measures.

· Commission Regulation (EC) 1396/2007 correcting Commission Regulation (EC) 1975/2006

· Council Regulation (EC) 1290/2005 on the financing of the common agricultural policy.

· Commission Regulation (EC) 259/2008 as amended by (EC) 410/11 laying down detailed rules for the application of Council Regulation (EC) No 1290/2005 as regards the publication of information on the beneficiaries of funds deriving from the European Agricultural Guarantee Fund (EAGF) and the European Agricultural Fund for Rural Development (EAFRD).

· Council Regulation  (EC) 378/2007 laying down rules for voluntary modulation of direct payments provided for in Council Regulation (EC) No 1782/2003 establishing common rules for direct support schemes under the common agricultural policy and establishing certain support schemes for farmers, and amending Council Regulation (EC) No 1290/2005.

· Council Regulation (EC) 1998/2006 on the application of articles 87 and 88 of the treaty to De Minimis Aid
Procurement Procedures  







Appendix II
Mandatory Requirements

1. The purpose of these procedures is to ensure value for money when procuring goods, services and works.

2. The Joint Council Committee (JCC) must, as a minimum, ensure compliance with these procurement procedures and ensure project promoters are made aware of the content of this appendix. Local Councils and Non Departmental Public Bodies (NDPB) may follow their own procurement procedures providing they are equal to or more stringent than those detailed below. 

When Local Councils are procuring goods and services for the delivery of the programme, the JCC must ensure that panel members individually evaluate any tenders/quotations received and record their scores before finalising recommendations. Please refer to Procurement Guidance Note 02/09 issued by Central Procurement Directorate for further guidance.


Failure to comply with the procurement procedures could result in the disallowance of claims for Grant Aid.
3. Calculation of Cost of the Goods, Services and Works to be Procured
3.1
If a project promoter is registered for VAT the cost of the procurement is the net cost, for example the cost excluding VAT.

3.2
If the promoter is not registered for VAT the cost of the procurement is the gross cost, for example the cost of the goods / services/ works after VAT has been added.

3.3
The cost of the procurement may not be the same as the total project cost as the project may require the purchase of several items. In this case the procurement guidance should be applied to each individual item. 

3.4

A project promoter may choose to request quotations from suppliers for grouped or related items for example computers or printers. In this case the cost of the procurement is the total cost of the items quoted. An example of a single procurement might include the purchase of:

· 5 computers, monitors and a printer;

· a discrete piece of equipment; or 

· building work where one contractor can provide all the work.

3.5
In line with best practice in public procurement the cost of procurement for construction projects or building works must be calculated as the total cost of the construction.


4. Preparing a Specification
4.1 The project promoter must prepare a written specification of the goods, services or works to be procured.  


4.2 The installers/suppliers of goods/equipment must be able to quality assure such items. Thus the specification and tender documentation should include an element to cover the quality of the product/service and the need for accreditation must be considered. Where accreditation is required, a reputable third party certification body must provide this.


4.3 Identical written specifications must be sent to all suppliers asked to quote or tender so that all suppliers provide quotations for the same goods and services. 

4.4 The specification should not refer to specific manufacturers or models of equipment.

4.5 The specification should include everything needed for the goods, service or works to be procured. For example for the purchase of computers the specification should include;-


· required hard drive capacity; operating system; processor; RAM; DVD drive; type of media storage; and 

· software requirements (Trade names must not be used to identify the hardware required however the type of operating system or software required for example Microsoft Windows Vista, Microsoft Office etc can be specified.)
4.6 The following are examples of information which should be included in the specification. This will help to decide which supplier can be selected based on value for money:

· delivery and installation costs;

· guarantees and / or warranty;

· delivery date (if it will affect project completion);

· after sales service;

· training or instruction;

· date for work to be started and completed (building or construction projects; and
· a time limit on how long the price quoted lasts for.
5. Quotations needed for Goods, Services and Works less than £30,000
5.1 The number of quotations needed for the procurement is given in Annex A.  
If the promoter does not receive the necessary number quotations, evidence must be provided to confirm that, as a minimum, the required number of quotations were sought from businesses appropriate to the nature of the item or service being grant aided.  Evidence of quotations sought is email issued to business email address, recorded delivery via post, returned email receipt from business email address or authorised receipt on company letter head acknowledging receipt and rejecting invitation to quote.  Evidence of quotations sought is a mandatory requirement and project promoters must be prepared to have their evidence tested.

5.2 Each supplier must be asked for a quotation based on the requirements of the written specification.

5.3 Quotations should be addressed to the company, business or individual for which the grant has been awarded.

5.4 Quotations should have; 

· the supplier’s name, address, telephone number, fax number, e-mail address, company registration number (if applicable);

· enough detail to decide how the specification is priced.  For example itemised costs should be provided if there is more than one item;

· the date; 

· the supplier signature; and 

· the period for which the cost remains the same for example 30 days.

5.5
Quotations which are older than three months cannot be used in the procurement process unless there is written evidence from the supplier that the costs remain unchanged.

5.6
If quotations are being sought, or provided from any member of the promoter’s family or extended family, then the relationship must be advised to the JCC and declared in writing on the procurement documentation. In addition the promoter must sign a declaration to the effect that:-


a) competitors’ quotations will not be shared with the quoting family member; and 


b) the promoter will strictly adhere to the procurement requirements as set out in the 
    Letter of Offer.


suppliers asked for quotations should not be any member of the promoter's family or extended family. If this cannot be avoided then the relationship must be declared in writing on the procurement documentation and the JCC informed. Failure to declare a family relationship will result in disallowance of payment.
5.7 Internet Quotations 

The Project Promoter should complete the on-line ordering screen to the point where payment details are entered. The price quoted at this point should include delivery and for example any discounts. This page should be printed along with the specification details of the equipment to prove that each quote is for the same equipment specification. 


5.8
Faxed and E-Mailed Quotations
Faxed or e-mailed quotations may be accepted where the value of the procurement is up to £30,000. The number of quotations required at Table 1 of Annex 17 will apply subject to paragraph 5.1 above.
 Faxed quotes/tenders must be on headed paper and must be signed by a company employee. 20% of all faxed quotes received as part of a claim must be verified with a phone call to the named employee with confirmation and date recorded on the fax by admin unit staff.
E-mailed quotes must be as an attached scanned image on headed paper signed by a company employee. 20% of all emailed quotes received as part of a claim must be verified with a phone call to the named employee with confirmation and date recorded on a printed copy of the attached emailed quote by admin unit staff. They should also verify that the date the email and tender attachment was created and modified falls between the dates of the letter of offer and work first commencing i.e. before the date of any invoice. 

5.9 
Sole Supplier
In some cases it may not be possible to obtain the required number of quotations or tenders for example where there is only one or a limited number of suppliers. 

The project promoter must provide evidence that a limited number of suppliers are available, for example printouts from Internet searches from at least two Internet search engines / sites showing the number of suppliers for a specific item. This information must be provided in writing to the JCC in advance of any purchase being made and written approval to proceed granted by the JCC.
Failure to notify the JCC as above will deem the purchase ineligible for grant aid.
A note from the intended supplier stating they are the sole supplier is insufficient evidence.

6
Acceptance of a Quotation

6.1
The quotation accepted must be the lowest which represents the best value for money.

6.2
To decide the best value for money the project promoter should compare: 

· the price quoted;

· delivery date;

· quality;

· technical merit;

· running costs; and

· after sales service and technical assistance, 

provided these were asked for in the specification. 

6.3 If the lowest quotation is not accepted the reason(s) for the decision must be communicated in writing by the project promoter to the JCC along with the procurement documentation prior to any purchase taking place. The JCC will decide if value for money is being obtained and will communicate its decision to the promoter in writing. If that decision is to refuse permission, the applicant should be advised to only submit a claim for the lowest amount. 

6.4 If, however, the project promoter still decides to choose a quotation based on personal preference the amount of grant claimed must be equal to the amount of the lowest quotation received to avoid an irregularity and possible penalty. The project promoter will be responsible for the additional costs.

6.5 In some cases a project promoter may choose to advertise publically regardless of the value of the procurement. The correct number of quotations needed in table 1 will still apply regardless of the number of responses to the advertisement (see also 8.8).
7
Purchase of Second Hand Equipment 

7.1
The second hand equipment must satisfy the needs of the specification and comply with applicable standards for the equipment.

7.2
The project promoter must obtain from the seller of the equipment a declaration stating the origin of the equipment, and confirm that at no point during the previous seven years was it purchased with the aid of government or European Community grants.

7.3
The price of the equipment must be less than the cost of similar new equipment. This can be proved by supplying a quotation for a new piece of equipment with the same specification.

7.4
The price of the equipment must not be more than the market value which can be calculated as follows:
(a) apply the depreciation factor in the project economic appraisal to the value of the new item and deduct the depreciation for the age of the second hand equipment.  If the age of the second hand equipment is more than 7 years this must be changed on the economic appraisal to ensure the cost of the equipment remains positive.

Example - where a new piece of equipment cost £70,000 over 7 years the annual depreciation would be £10,000. The market value of a 1 year old piece of machinery would be £60,000, a two year old machine £50,000 and so on;

(b)
If a project promoter disputes this market value they may obtain, at their own cost, an independent valuation from a competent engineer or plant auctioneer.
8
Tendering Procedure for Goods, Services and Works greater than £30,000 and less than EU Thresholds
8.1
The project promoter must prepare a written specification of the goods or service as detailed in Section 4.

8.2
The project promoter must advertise the procurement requirement in a national daily newspaper or a trade journal if appropriate to the type of business. The newspaper selected should have a distribution which covers all of Northern Ireland.

NOTE:  Under Axis 3 a restricted procedure (2 stage procurement or PQQ) is not allowed.  If there is a need for qualification criteria this must be published in the advertisement seeking interested contractors.  Any other alternative must have prior agreement from the Department.  

8.3
The advertisement must state the closing date for either the expression of interest or receipt of the tender.

8.4 
Exceptions to Publicly Advertising

If a supplier is not available in Northern Ireland the requirement to publicly advertise will not be enforced. The lack of suitable suppliers within Northern Ireland must be proved by way of written responses from potential suppliers approached by the applicant and should be documented on the project file. The project promoter must still obtain the correct number of quotations from suppliers outside of Northern Ireland to prove value for money. Failure to comply will result in disallowance of payment.


8.5 Tender Process

The project promoter must provide prospective suppliers with the following information:
· contact details - name/business name, address, telephone, fax, email;

· who the quotation/tender should be returned to; and

· date and time of when the quotations/tenders should be returned. 

8.6 A pre-addressed envelope labeled ‘quotation or tender’ in the bottom left corner but not identifying the sender/prospective supplier should be sent to each supplier.    

8.7 All suppliers must be given the same closing date and time.

8.8 When each tender envelope is received it should be signed, marked with the date and time of receipt and not opened until the appointed time. 

8.9 Any tender received after the closing date should not be opened and should be kept with the other tender papers.

8.10 Tenders submitted by telephone, Fax and e-mail must not be considered.

8.11 The tender envelopes should be opened at the specified time by two people.  The tender form (Annex C) should be signed and dated by both and the forms and envelopes numbered.

8.12 The date of opening, company name and amount quoted should be recorded on the tender form (Annex C). The unused portion of the schedule should be ruled through to prevent any additional tenders being added later.

8.13 The project promoter must not make changes or write comments on tenders or tender correspondence. These are original documents which will be needed in a Court of Law if there is a dispute.

8.14 All suppliers tendering should be notified as early as possible whether or not they are successful.

8.15 The forms in Annexes C - H are optional. They are an example of best practice and their use may help if there is a legal challenge to any successful supplier. Project Promoters are encouraged to use the forms provided.

8.16
If the promoter chooses to advertise for the procurement even if it is below the £30,000 limit, the correct number of tenders (Table 1, Annex A) will still be required. If only one response is received to an advert every attempt should be made to obtain the correct number of tenders to prove value for money. If the correct number cannot be obtained the promoter must ask the Joint Council Committee for advice before awarding the contract. Failure to comply will result in disallowance of payment.
9 
EU Thresholds for Goods, Services and Works.

9.1
Procurements of more than the EU Threshold (€133,000) must be advertised in the EU Official Journal. This threshold which applies to provision of goods and services only, does not apply to private promoters. The limit for construction works is >€5,150,000. If a supply or service is more than €133,000 the promoter should ask the Council Cluster for advice before tendering. This includes co-operation projects where the Local Action Group is the Project Promoter.

Point of Clarification: The EU Thresholds affective from 1 January 2010 are:

Goods and Services : €125,000
Construction Works: €4,845,000


9.2 When the procurement is advertised in the EU Official Journal promoters should have a time period between informing the successful supplier and finalising the contract. This allows unsuccessful suppliers an opportunity to challenge the decision legally. This is known as the “Alcatel Mandatory Standstill period” and the Council Cluster must ask DARD for advice.

10
Assessment by Independent Expert
10.1
Where a project includes building work, refurbishment or renovation work and the grant amount awarded is more than £50,000, the JCC must, unless it has the expertise itself, obtain an independent assessment of the cost of the work carried out. Tenders/quotations must be sufficiently detailed to facilitate this. 

10.2
Where there is a sufficient difference between the value quoted/priced for the work and that assessed by the independent expert the case will be referred to the Central Investigation Service to investigate.

11
Payment of Grant and Letter of Offer
11.1 The project promoter must comply with these procurement procedures and send all original documents to the JCC for checking. If these procurement procedures are not applied and valid quotations/tenders for the project costs are not provided the grant will not be paid.
11.2 The project promoter and JCC must use the lowest cost between the invoiced amount and the quotation / or tender. 
11.3 The JCC must use the percentage amount of grant as stated in the Letter of Offer to the project promoter to calculate how much is be paid to the promoter.

11.4 The amount of grant aid paid should not be more that the costs for the item as stated in the Letter of Offer schedule of costs.

12
Retention of Procurement / Purchasing Documentation Required for Claim Preparation
12.1
The project promoter must keep all the Information for each purchase / procurement until the date specified in the Letter of Offer.  Examples of this information include:

· a copy of the Specification;

· quotations/tenders received; 

· quotation/tender paperwork including tender envelopes and unopened tenders received after the closing time/date;

· quotation/tender Receipt Record;

· invoices;

· proof of payment; and 

· explanations or justifications for not following the procurement procedures.

12.2 The project promoter must send all the procurement information to the JCC with the claim for payment.

12.3
The JCC is responsible for deciding on the project promoter explanations for not following these procurement procedures

12.4
The information must be copied and kept in the project file for inspection by auditors. All the original information should be returned to the project promoter.













Annex A

Table 1 – Summary of Procurement Thresholds

	Estimated Value of Individual Procurements 
	Action & Minimum Number
	Comments

	Less than £100 
	No quotations required 
	Invoices are still required for vouching purposes

	£100 to £5,000
	2 oral quotations 
	(fax or e-mail confirmation, evidence of internet searches, prices  is required)

	£5,001 to £30,000
	2 written quotations
	The quotation process includes:

· Preparing a detailed specification



	Over £30,000 to EU Threshold
	Open tendering
	Open tendering secured by preparing a detailed specification and public advertising.

No restriction on the number of Tenders to be received



	Over EU Threshold

(does not apply to Private Promoters)
	Advertisement in the EU Official Journal
	Copy of Invitation to tender place in EU Official Journal required


Note: If the project promoter is registered for VAT the cost of procurement is the net cost, for example the cost of excluding VAT. If the promoter is not registered for VAT the cost of the procurement is the gross cost, for example the cost of the goods/services/works after has been added.

In certain circumstances, and only where there is documentary evidence in place, local councils and NDPBs seeking funding assistance from Axis 3 may avail of existing contracts for delivery of goods and services.

Clusters must ensure they have all the necessary evidence in place and must then seek local DARD approval to proceed.

In all cases the following will apply without exception:

· The contract must have been procured in accordance with Axis 3 rules on procurement – Operating Rules Appendix 17
· The contract must be for delivery of goods or services directly related to the items the applicant is seeking Axis 3 assistance for

· The contract award date must not be more than 12 months old at the date of purchase of the goods/services relating to the Axis 3 project.

· Where the original contract date is more than 12 months old and includes an option to extend that contract, documentary evidence must be sought to confirm that the applicant has considered awarding an extension and that any extension approved has been offered and accepted.

· No work may commence on the Axis 3 project under the contract until the applicant has accepted a Letter of Offer and the acceptance has been recorded on the database.  













Annex B

Summary of Procurement Procedures and Forms

The forms in Annexes C - H are optional and examples of best practice which could assist any legal challenge associated with procurement. The Implementing Body should encourage the project promoters to change and use these forms for their project. 

1. Quotation / tender receipt record – Annex C

This form should be used to record the procurement details from sending the specification to the suppliers through to supplier selection. The project promoter should write the details of each quotation / tender received onto the form.

2. Quotation / tender evaluation report – Annex D

This form should be used to for the evaluation of a quotation / tender. 

· Evaluation criteria 

These are mostly the specification requirements.

· Weighting criteria
The total weighting of all the evaluation criteria should add up to 100. The weighting value should represent the importance of the requirement within the procurement.

· Score for quotation
The person evaluating the tender must decide how the tender scores against the weighting. For example scoring the speed of a printer against the desired speed of 20 pages per minute and 1 printer can do 20 and the other 30. The one at 30 would receive a higher score. The form should be signed and dated by the scorer.

3. Sample Letter of Invitation to Tender – Annex E

4. Sample Tender Form – Annex F

5. Sample Successful Tender Letter – Annex G

6. Sample Unsuccessful Tender Letter – Annex H







QUOTATION /TENDER RECEIPT AND ACTION RECORD



Annex C

Quotation /Tender for:   _____________________________________________________________________________________

Closing Date:                  _______________________

	Quote /Tender Nos
	Name & Address of Prospective Suppliers sent the specification 
	Date Specification Issued
	Date Quotation /Tender Received
	Forms completed by potential supplier
	Signed quotation/pricing documents
	COMMENTS

	
	
	
	
	F.O.T*
	VAT
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


*F.O.T – Form of Tender i.e. please specify if quotation, tender, by post, fax, email etc.

I/We certify that __________ quotations/tenders were received on or before the due time and were opened by me/us on _____________ (Date)

                         (insert number)
There were ____________ late quotations/tenders. (insert number)
Name(s) in CAPITALS: ___________________________________           _________________________________________

                        Signed: ___________________________________            _________________________________________    





















Annex D 

	EVALUATION CRITERIA

(Examples given below)
	WEIGHTING
	SCORE FOR QUOTATION /

TENDER 1
	SCORE FOR

QUOTATION /

TENDER 2
	SCORE FOR QUOTATION /

TENDER 3
	SCORE FOR QUOTATION /

TENDER 4

	Price


	35
	
	
	
	

	Ability to meet specification


	40
	
	
	
	

	Delivery / after sales 

service /maintenance


	5
	
	
	
	

	Experience / qualifications / track record


	10
	
	
	
	

	Completion schedule / completion date


	10
	
	
	
	

	TOTAL SCORE


	100
	
	
	
	

	COMMENTS


	
	
	
	
	

	Successful quotation / tender


	
	
	
	



Evaluation completed by Name(s):

__________________________________         __________________________________




     Signature:             __________________________________         __________________________________





  Date:
            __________________________________         __________________________________

Annex E

Sample Invitation to Tender Letter

<name>

<address>

                                                                                                                            <date>

Dear Sir

[I/We] invite you to tender for the supply (and delivery) of <List Goods, Services or Works required / as per attached specification>.
If you wish to take part in this contract competition, please complete the enclosed tender form and return it, using the pre-addressed envelope provided to arrive at the above address not later than <specify a time and date>.
The contract sum as specified in the tender should be a “fixed price”. The length of time the price is valid should be stated. Failure to quote a fixed price may result in your tender being excluded from the competition. The contract sum as quoted in the tender should include all delivery, installation, commissioning and handling charges.

[I/We] require <detail requirements, i.e. delivery on or before …., immediately, indication of when liability for the goods/service/work transfers to the purchaser, assurance that all Statutory Requirements are being met, etc.>.  Refer to Paragraph 5.4 of the Procurement Procedures which provide advice on the information required from prospective suppliers.

[I/We] reserve the right to:

(a) Accept part of any quotation unless it is clearly stated that the tender may only be considered as a whole and

(b) Not necessarily to accept the lowest or any quotation.

Yours faithfully




Annex F (1)

Sample Tender Form

PART 1











TENDER FOR                                                                              

I/We hereby offer to provide the above mentioned goods/services/works as detailed in the attached invitation to tender for the sum of £ ________________ (exclusive of VAT).

Amount in words __________________________________________________________pounds.

I/We have read and understand the Conditions of Contract and the Notes/Instruction to Tenderers and agree:

to the terms and conditions set in this Tender; to any additional terms and conditions set out in the invitation to tender; that having completed this form a binding contract shall be constituted by this Tender and our acceptance thereof.

I/We agree that this tender together with your written acceptance there of shall constitute a contract between us in relation to the whole of the Tender or any part as may be specified in your written acceptance.

Tenderer’s Signature

The Tender must be signed by a person authorised to sign on behalf of the contracting firm.

Signature:    __________________________       Date: ________________ 
Print Name: __________________________

Address:   _____________________________________________

                 ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________

                 _____________________________________________


____________________________________________

Telephone Number: 
___________________


VAT Registration Number: ________________


Notes / Instructions to Tenderers

Tender prices must reflect all circumstances affecting, or likely to affect, the provision of the good/services. 

Tenders should be returned in the pre addressed envelope provided and must reach its destination not later than the time specified in the invitation to tender.

Tenders received after the specified time will not be considered.

We reserve the right to accept a part of any tender unless the tenderer clearly states that the tender may only be considered in it’s entirely.

Opened By: ______________________and ______________________________ 


Date __________________







Annex F (2)

PART 2







Schedule of Quantities and Prices

	Item No.
	Description of Goods
	Quantity
	Unit Cost

£
	Total Contract Price (excl. VAT)

£
	VAT Amount

£

	
	
	
	
	
	








Annex G

Successful Tender

<name of contractor / supplier>

<address>

<date>

Dear Sir 

Thank you for your tender dated <date tender form was dated by tenderer> for the supply and delivery of <details of goods / services / works> at your quotation price of <contract amount in figures>, <amount in words>.  

I have pleasure in confirming that you have been successful.

[I/We] require delivery <state requirements>.

Yours faithfully

Annex H

Unsuccessful Tender

<name of contractor / supplier>

<address>

<date>

Dear Sir 

Thank you for your tender dated <date tender form was dated by tenderer> for the supply and delivery of <details of goods / services / works> at your quotation price of <contract amount in figures>, <amount in words>.  

I regret to inform you that on this occasion you have been unsuccessful.

Please contact me if you require any further details.

Yours faithfully

References

Ensuring Grant Aided bodies deliver value for money on procurement involving public money - Office of Government Commerce.

The Use of Grant for Procurement - Procurement Guidance Note 01/07 - Central Procurement Directorate. 

APPENDIX III

Awareness of the Risks from Fraud

1. Persons outside as well as inside an organisation can perpetrate fraud, and attempted fraud should be treated as seriously as accomplished fraud.  
2. Computer fraud is where information technology equipment manipulates programs or data dishonestly, or where the use of an IT system is a material factor in the perpetration of fraud.  Theft or fraudulent use of computer time and resources is included in this definition.
3. Applicants need to develop and maintain effective controls to ensure that if fraud occurs, it will be detected promptly.  If it does occur the Applicant must carry out a vigorous and prompt investigation. The Applicant should take the appropriate disciplinary and legal action and make any necessary changes to systems and procedures to ensure it will not happen again. The Applicant should establish a system for recording and monitoring all discovered acts of fraud.  
4. At least one member of the organisation or company should have ultimate responsibility for ensuring propriety and regularity of expenditure.  This person is responsible to the membership and ruling committee or company.

Areas of Risk

5. Applicants in receipt of Grant Aid should be particularly vigilant against the possibility of fraud in the following high risk areas:
· cash handling; 

· financial stationery;

· payment systems; 

· computer systems;

· stores; 

· payroll systems;

· direct dealing with suppliers/manufacturers; and 

· direct dealing with all outside bodies.


Controls against Fraud


6. Recipients should consider the following when setting up their systems:

· adequate instructions and supervision;

· proper implementation of controls and spot checks;

· independent authorisation before payments are made; and 

· secure storage of financial stationery, cash and equipment;











Checklist of Safeguards against Fraud

7.
To ensure prevention of fraud use the following checklist:

· Are local instructions in existence and are all staff aware of how they affect their duties?

· Are keys locked away when not in use or logged to the person using them?

· Is the appropriate form of receipt given for all cash taken in?

· Are receipts books kept secure?

· Are cash drawers kept locked and keys removed from them when not in use?

· Are cupboards and safes containing financial stationery kept locked when not in immediate use and access restricted to nominated personnel only?

The above information is not exhaustive and the Applicant should contact the Joint Council Committee should any problems exist/arise. 


















Appendix 14(a)
Axis 3 Programme Objectives (Indicators) Guidance Manual 

General Notes:

· It is important to select all Output, Result and Impact indicators that are relevant to each project and include in the Letter of Offer so that these can be monitored.  

· These indicators will contribute to the achievement of:

a) The EU Common Monitoring & Evaluation Framework (CMEF) which is a requirement of EAFRD funding;

b) Government Public Service Agreement (PSA) targets; and

c)  Joint Council Committee implementation plans

Therefore it is important to include as many of the relevant indicators in a project Letter of Offer in order to achieve the targets set in (a) to (c) above.

Measure 3.1:
To assist farm households to diversify into non-agricultural activities and, as a consequence, maintain or increase the income of the farm households and create employment opportunities. 

Measure Code 311 (Diversification into non-agricultural activities)

	Type of indicator
	Indicator
	Sub division
	Guidance Notes
	Data Input

	
	
	
	
	

	Output

CMEF
	Number of beneficiaries receiving support for their efforts to diversify into non-agricultural activities

Target - 600
	· Gender (male/female)

· Age(under 25, 25-65, over 65)

· Type of rural non-agricultural activity

· Tourism

· Leisure / amenity

· Craft activities

· Manufacturing/Retail activities

· Renewable energy production

· Equine/Horse Industry

· Childcare 

· Other


	Council staff to collect gender, age range and type of activity information from the applicant at the LOO acceptance stage, Select the type of activity that best represents the overall aim of the project.

If the application is from a farmers cooperative group then count the numbers in the group and enter that figure onto the database.
	Council staff to input information onto the EU Database once it has been collected.

Timing: at LoO acceptance.

	Output

CMEF
	Total volume of investment

Target - £20 Million
	· Gender (male/female)

· Age(under 25, 25-65, over 65)

· Type of rural non-agricultural activity

· Tourism

· Leisure / amenity

· Craft activities

· Retail activities

· Renewable energy production

· Equine/Horse Industry 

· Childcare

· Other


	Gender, age range and type of activity already collected (see number of beneficiaries indicator above).  Not required, already captured at Number of Beneficiaries target.
Total volume of investment is made up of:

- Public EU (Community)

- Public National (DARD)

- Private Eligible

- Private Ineligible

Public EU & National and Private Eligible and Private Ineligible amounts should be available from application form. However, this data should not be put on the database until the project expenditure has been validated.
	Council staff to input information onto the EU Database once it has been vouched at pre-payment check stage.

Timing: at Final Payment Stage and after all expenditure inputs have been validated.

	
	
	
	
	

	Results

CMEF 
	Increase in non-agricultural gross value added (GVA) of supported businesses. 

Target - 3.5% increase

The EU Commission has advised NISRA that this indicator is now to be recorded as an actual value, instead of a %.
	Type of activity

· Tourism

· Leisure / amenity

· Craft activities

· Manufacturing/Retail activities

· Renewable energy production

· Equine/Horse Industry

· Childcare

· Other

Per type of holding

· Agricultural holding

· Other enterprises


	Non-agricultural GVA is the average profit, which is turnover less costs.

Turnover = value of sales/services

Costs = labour costs + overheads (eg. insurance, maintenance) + rent + utilities (eg. energy costs) + contract work + interest

It is possible to see a change in GVA over different years and this will most likely be driven by wider economic factors (not simply the received support).                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                     
	Council staff will need to record the baseline data for each project offline at LOO stage, ie. before the project is funded.  The database will only record the value of the change, so Councils must maintain an offline record of the baseline plus the yearly figures following project completion.

Record a target on the LOO and record the baseline on a spreadsheet (offline).  The GVA should then be recorded (offline) annually for at least 3 years.  An average GVA increase can then be calculated and that value entered on to the database.

The target on the LOO can be calculated as an average from the year-on-year projections in the business plan.



	Result

RDD Additional
	Projects benefiting children and young people in the rural community (also includes project promoter, person in new job or receiving training if under 25 years)
Target – to be agreed (purpose is to identify projects meeting CYP criteria to contribute to PfG target of 5% of Axis 3 project expenditure)
	Type of project:

· Tourism
· Leisure / amenity

· Craft activities

· Manufacturing/Retail activities

· Renewable energy production

· Equine/Horse Industry

· Childcare 
· Other
	Council staff to collect the type of project information at LoO acceptance stage. 

If the project benefits children and young people or the project promoter, person appointed to the new job or receiving training is under 25 record Council staff should record 1 in the Target indicator target. The purpose is to count the number of projects not the number of children and young people.
Children and young people = under 25.
	Council staff to input information onto the EU Database once it has been collected.

Timing: at LoO acceptance.

	Result

RDD Additional
	Number of new businesses created

Target - 400
	Type of activity

· Tourism

· Leisure / amenity

· Craft activities

· Manufacturing/Retail activities

· Renewable energy production

· Equine/Horse Industry

· Childcare

· Other
	New business information will be collected via application form.


	Council staff to input information onto the EU Database once the project has been completed.

Timing: at project completion stage.

	
	
	
	
	

	Results

CMEF
	Gross number of jobs created

Target – 400


	· Type of job (on-farm/off-farm) 

· Agri-tourism / tourism

· Leisure / amenity

· Craft

· Manufacturing/Retail

· Renewable energy

· Equine/horse industry

· Childcare

· Other

· Gender (male/female)

· Age (under 25, 25-65, over 65)


	Refer to Jobs Manual for further guidance on job creation and validation.

When completing LoO the total number of jobs to be created (i.e. head count) should be included in the LOO.  This should also be broken down into full time and part time positions on LOO.

e.g. 3 Jobs to be Created (1 x Full time and 2 x Part time)

As well as collecting numbers of jobs, Council staff will need to collect type of job, gender and age range of job holder – see sub divisions.  For Measure 3.1 all jobs are classified as “on farm”.


	Council staff to input job numbers and other details onto the EU Database once the job has been validated (refer to Jobs Manual).

Timing: refer to Jobs Manual for guidance



	Result

RDD  Additional
	Number of existing diversification businesses supported 


	Type of activity

· Tourism

· Leisure / amenity

· Craft activities

· Manufacturing/Retail activities

· Renewable energy production

· Equine/Horse Industry

· Childcare

· Other
	Business information will be collected via application form.


	Council staff to input information onto the EU Database once the project has been completed 


Timing: at project completion stage.

	Result

RDD Additional
	Potential volume of energy generated from RDP funded renewable energy projects expressed as Kilowatt hours per annum.

Target - 750,000 Kilowatt hours per annum
	Type of renewable energy

· Wind generated

· Solar

· Hydro electric

· Other


	This information should be available from the project economic appraisal, or will need to be provided by the applicant.  The manufacturer or supplier of the renewable energy equipment should be able to advise on the potential volume in kilowatt hours per annum.
	Council staff to collect this information at project assessment stage and input onto the database at LOO stage – it is “potential” volume, not actual, and therefore can be reported once funding is awarded.

Timing: at LoO acceptance

	
	
	
	
	

	Result

RDD Additional
	Number of participants that successfully ended a bespoke training activity

Target - To be set
	Type of activity

Training must not be available from a mainstream provision, but must be unique to the project. 

It must be specifically tailored to the needs of the project promoter and/or his employees to enable them to successfully implement the project.
	This indicator only relates to training that is specifically required by the project promoter or his employees in order to deliver the project successfully.

To assess if participants have "successfully completed" the bespoke training, Council staff should verify receipt of a certificate of completion of training, or seek and record evidence that the achieved skills are being applied in practice.


	Council staff to collect numbers of people trained and type of training at the project completion stage and enter onto the database.

Timing: at project completion stage.

	Result RDD Additional
	Number of people benefitting from:

Target - To be set

(DARD PSA)
	· ICT initiatives (e.g. funding for website, purchase of ICT equipment, ICT bespoke training)


· Improved mobility (e.g. projects which benefit migrant workers, enable business to export goods or services to another EU member state)


· Cultural initiatives (e.g. Cultural Festivals, or public art)


· Socio-economic initiatives (e.g. projects implemented by organizations with a social, community & ethical purpose, operating on a business model but on a ‘not for profit basis)  example improved community services


	These indicators are part of DARD’s Programme for Government Public Service Agreement (PSA) targets.  

Refer to PSA Monitoring Manual for further details (DARD to finalise and provide). 

Council staff to identify projects that can contribute to any of these four indicators and include the target in the LoO.


	Council staff to validate and collect this information at project completion stage.  Further details in the PSA Monitoring Manual.

Timing: at project completion stage.

(Note: A project would only be expected to contribute to one of the four indicators, not all of them.  However, it is accepted that not every project may “fit” one of these indicators. )

	
	
	
	
	

	Impact 

RDD Additional
	Number of supported new businesses which are still in existence two years after final funding

Target – 300


	Type of activity

· Tourism

· Leisure / amenity

· Craft activities

· Manufacturing/Retail activities

· Renewable energy production

· Equine/Horse Industry

· Childcare

· Other


	Council staff to collect this information two years after final payment date.
	Council staff to update the database with this information two years after final payment date.

Timing: 2 years after Project Completion

	Impact 

RDD Additional
	Number of new jobs created which are still in existence at least two years after final funding

Target – to be set


	· Type of job (on-farm/off-farm) 

· Agri-tourism / tourism

· Leisure / amenity

· Craft

· Manufacturing/Retail

· Renewable energy

· Equine/horse industry

· Childcare

· Other

· Gender (male/female)

· Age(under 25, 25-65, over 65)


	Council staff to collect this information two years after final payment date.

Refer to Jobs Manual for further guidance.

Jobs still in existence should be recorded as head count and full time equivalents (FTE).

For Measure 3.1 all jobs are classified as “on farm”.
	Council staff to update the database with this information two years after final payment date.

Timing: 2 years after Project Completion

	Additional CMEF Impact
Indicator
	Agricultural labour units reallocated to non-agricultural activities

Target – 375


	Not applicable
	This relates to agricultural jobs reallocated to non-agricultural activity.  These do not count as new jobs created. 

This indicator measures the allocation of jobs from the farming activity to the new business or existing business expansion. 


These are to be recorded as head count only.
	Council to collect this data at project completion stage.

Timing: at project completion stage.




Measure 3.1: Other Indicators required by the EU Commission under the CMEF – Monitored by NISRA:

(For information only)

	Type of indicator
	Indicator
	Sub division
	Guidance Notes
	Data Input

	
	
	
	
	

	CMEF Impact
	Economic Growth

Target – 2%


	Type of activity

· Tourism

· Leisure / amenity

· Craft activities

· Manufacturing/Retail activities

· Renewable energy production

· Equine/Horse Industry

· Childcare

· Other


	Measured by net additional value using Purchasing Power Standard (PPS)
	NISRA to collate (will involve survey of projects)



	CMEF Impact
	Net Employment Creation

Target – 360


	Type of activity

· Tourism

· Leisure / amenity

· Craft activities

· Manufacturing/Retail activities

· Renewable energy production

· Equine/Horse Industry

· Childcare

· Other

· Gender

· Age


	Measured by net additional Full Time Equivalent jobs created
	NISRA to collate (will involve survey of projects)




Measure 3.2: To create employment opportunities through promoting entrepreneurship and developing the economic infrastructure in rural areas.  

Measure Code 312 (Support for business creation and development)

	Type of indicator
	Indicator
	Sub division
	Guidance Notes
	Data Input

	
	
	
	
	

	Output

CMEF
	Number of micro enterprises receiving support for creation / development

Target - 1200 of which 240 (20%) should be new business creation
	· Age (under 25, 25-65, over 65) of applicant

· Gender (male/female) of applicant

· Type of micro-enterprise

· New 

· Existing

· Status

· Natural

· Legal

· Type of activity

· Tourism

· Leisure / amenity

· Craft activities

· Manufacturing/Retail activities

· Renewable energy

     production

· Equine/Horse Industry

· Childcare

· Other


	Type and Status will be collected via application form.

Council staff to collect gender, age range and type of activity information from the applicant at the LOO acceptance stage.  Note: The database will allow one beneficiary to be recorded.  Where the mirco enterprise is run by a partnership JCC Admin Units are advised to seek gender/age group for the lead partner or partner most involved with project delivery.
Select the type of activity that best represents the overall aim of the project.


	Council staff to input information onto the EU Database once it has been collected.

Timing: at LoO acceptance


	
	
	
	
	

	Output

CMEF
	Total volume of investment

Target - £20 Million
	· Gender (male/female)

of applicant

· Age(under 25, 25-65, over 65)

of applicant

· Type of activity

· Tourism

· Leisure / amenity

· Craft activities

· Manufacturing/Retail activities

· Renewable energy production

· Equine/Horse Industry

· Childcare

       -  Other


	Gender, age range and type of activity already collected (see number of beneficiaries’ indicator above).  Not required, already captured under number of micro enterprises supported.
Total volume of investment is made up of:

- Public EU (Community)

- Public National (DARD)

- Private Eligible

- Private Ineligible

Public EU & National and Private Eligible and Private Ineligible amounts should be available from application form. However, this data should not be put on the database until the project expenditure has been validated.


	Council staff to input information onto the EU Database once it has been vouched at pre-payment check stage.

Timing: at Final Payment Stage and after all expenditure inputs have been validated.

	Results

CMEF
	Gross number of jobs created

Target – 700


	· Type of job

- Agri-tourism / tourism

- Leisure / amenity

- Craft

- Manufacturing/Retail

- Renewable energy

- Equine/horse industry

- Childcare

- Other

· Gender (male/female)

· Age(under 25, 25-65, over 65)
	Refer to Jobs Manual for further guidance on job creation and validation.

When completing LoO the total number of jobs to be created (i.e. head count) should be included in the LOO.  This should also be broken down into full time and part time positions on LOO.

e.g. 3 Jobs to be Created (1 x Full time and 2 x Part time)

As well as collecting numbers of jobs, Council staff will need to collect type of job, gender and age range of job holder – see sub divisions.  For Measure 3.2 all jobs are classified as “off farm”.


	Council staff to input job numbers and other details onto the EU Database once the job has been validated (refer to Jobs Manual).

Timing: refer to Jobs Manual for guidance



	
	
	
	
	

	Results 

CMEF
	Increase in non-agricultural gross value added (GVA) in supported businesses

Target - 3.5% increase

The EU Commission has advised NISRA that this indicator is now to be recorded as an actual value, instead of a %.
	· Type of activity

-  Tourism

-  Leisure / amenity

-  Craft

-  Manufacturing/Retail

-  Renewable energy

   production

· Equine/horse industry

· Childcare

-  Other

· Per type of holding                    

- Agricultural holding

      - Other enterprises


	Non-agricultural GVA is the average profit, which is turnover less costs.

Turnover = value of sales/services

Costs = labour costs + overheads (eg. insurance, maintenance) + rent + utilities (eg. energy costs) + contract work + interest

It is possible to see a change in GVA over different years and this will most likely be driven wider economic factors (not simply the received support).                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                      
	Council staff will need to record the baseline data for each project offline at LOO stage, ie. before the project is funded.  The database will only record the value of the change, so Councils must maintain an offline record of the baseline plus the yearly figures following project completion.

Record a target on the LOO and record the baseline on a spreadsheet (offline).  The GVA should then be recorded (offline) annually for at least 3 years.  An average GVA increase can then be calculated and that value entered on to the database.

The target on the LOO can be calculated as an average from the year-on-year projections in the business plan.



	Result

RDD Additional
	Projects benefiting children and young people in the rural community (also includes project promoter, person in new job or receiving training if under 25 years)
Target – to be agreed
	Type of project:

· Tourism

· Leisure / amenity

· Craft activities

· Manufacturing/Retail activities

· Renewable energy production

· Equine/Horse Industry

· Childcare 
· Other
	Council staff to collect the type of project information at LoO acceptance stage. 

If the project benefits children and young people or the project promoter, person appointed to the new job or receiving training is under 25 record Council staff should record 1 in the Target indicator target.  The purpose is to count the number of projects not the number of children and young people
Children and young people = under 25.

	Council staff to input information onto the EU Database once it has been collected.

Timing: at LoO acceptance.

	Result

RDD Additional
	Project is delivered by a Social Economy Enterprise
Target – to be agreed
	Type of project:
· Tourism
· Leisure / amenity

· Craft activities

· Manufacturing/Retail activities

· Renewable energy production

· Equine/Horse Industry

· Childcare

· Other


	Council staff to collect the type of project information at LoO acceptance stage.
Social Economy Enterprise (SEE) = a business.  

A SEE operates in the commercial marketplace, employs staff and makes a profit.  The difference is the SEE has social objectives and reinvest the profit for the purpose of their business or the community.

Must not be confused with a social economic initiative which do not have to charge for the service or make a profit and will be largely dependent on grants and other donations.

The purpose of this indicator is to identify the number of SEEs supported, the value will then be calculated using the corresponding LOO grant awarded amount.  If the promoter is a SEE Council staff should record 1 at Target indicator target and target achieved.

	Council staff to input information onto the EU Database once it has been collected.

Timing: at LoO acceptance.

	Result

RDD Additional
	Potential volume of energy generated from RDP funded renewable energy projects expressed as Kilowatt hours per annum.

Target - 300,000 Kilowatt hours per annum
	Type of renewable energy

· Wind generated

· Solar

· Hydro electric

· Other
	This information should be available from the project economic appraisal, or will need to be provided by the applicant.  The manufacturer or supplier of the renewable energy equipment should be able to advise on the potential volume in kilowatt hours per annum.
	Council staff to collect this information at project assessment stage and input onto the database at LOO stage – it is “potential” volume, not actual, and therefore can be reported once funding is awarded.
Timing: at LoO acceptance.

	
	
	
	
	

	Result

RDD Additional
	Number of participants that successfully ended a bespoke training activity

Target - To be set
	Type of activity:

Training must not be available from a mainstream provision, but must be unique to the project. 

It must be specifically tailored to the needs of the project promoter and/or his employees to enable them to successfully implement the project.
	This indicator only relates to training that is specifically required by the project promoter or his employees in order to deliver the project successfully.

To assess if participants have "successfully completed" the bespoke training, Council staff should verify receipt of a certificate of completion of training, or seek and record evidence that the achieved skills are being applied in practice.


	Council staff to collect numbers of people trained and type of training at the project completion stage and enter onto the database.

Timing: at project completion stage.

	RDD Additional Results Indicator 
	Number of people benefitting from

Target - To be set

(DARD PSA)


	· ICT initiatives (e.g. funding for website, purchase of ICT equipment, ICT bespoke training)


· Improved mobility (e.g. projects which benefit migrant workers, enable business to export goods or services to another EU member state)


· Cultural initiatives (e.g. Cultural Festivals, or public art)


· Socio-economic initiatives (e.g. projects implemented by organizations with a social, community & ethical purpose, operating on a business model but on a ‘not for profit basis)  example improved community services
	These indicators are part of DARD’s Programme for Government Public Service Agreement (PSA) targets.  

Refer to PSA Monitoring Manual for further details (DARD to finalise and provide). 

Council staff to identify projects that can contribute to any of these four indicators and include the target in the LoO.


	Council staff to validate and collect this information at project completion stage.  Further details in the PSA Monitoring Manual.

Timing: at project completion stage.

(Note: A project would only be expected to contribute to one of the four indicators, not all of them.  However, it is accepted that not every project may “fit” one of these indicators. )

	
	
	
	
	

	Impact 

RDD Additional
	Number of supported new businesses which are still in existence two years after final funding

Target - 75%
	Type of activity

· Tourism

· Leisure / amenity

· Craft activities

· Manufacturing/Retail activities

· Renewable energy production

· Equine/Horse Industry

· Childcare

· Other
	Council staff to collect this information two years after final payment date.
	Council staff to update the database with this information two years after final payment date.

Timing: 2 years after Project Completion

	Impact 

RDD Additional
	Number of new jobs created which are still in existence at least two years after final funding

Target – to be set


	· Type of job 

· Agri-tourism / tourism

· Leisure / amenity

· Craft

· Manufacturing/Retail

· Renewable energy

· Equine/horse industry

· Childcare

· Other


· Gender (male/female)

Age(under 25, 25-65, over 65)
	Council staff to collect this information two years after final payment date.

Refer to Jobs Manual for further guidance.

Jobs still in existence should be recorded as head count and full time equivalents (FTE).

For Measure 3.2 all jobs are classified as “off farm”.
	Council staff to update the database with this information two years after final payment date.

Timing: 2 years after Project Completion


Measure 3.2: Other Indicators required by the EU Commission under the CMEF – Monitored by NISRA:

(For information only)

	Type of indicator
	Indicator
	Sub division
	Guidance Notes
	Data Input

	
	
	
	
	

	CMEF Impact
	Economic Growth

Target – 2%


	Type of activity

· Tourism

· Leisure / amenity

· Craft activities

· Manufacturing/Retail activities

· Renewable energy production

· Equine/Horse Industry

· Childcare

· Other


	Measured by net additional value using Purchasing Power Standard (PPS)
	NISRA to collate (will involve survey of projects)



	CMEF Impact
	Net Employment Creation

Target – 300


	Type of activity

· Tourism

· Leisure / amenity

· Craft activities

· Manufacturing/Retail activities

· Renewable energy production

· Equine/Horse Industry

· Childcare

· Other

· Gender

· Age


	Measured by net additional Full Time Equivalent jobs created
	NISRA to collate (will involve survey of projects)




Measure 3.3: To use the natural resources in Northern Ireland’s rural areas to attract visitors and create new employment opportunities through the sustainable development of the rural economy. This Measure will provide support to existing rural tourism enterprises or to persons wishing to set up a new sustainable rural tourism enterprise.  This Measure will not provide support for applicants eligible under Measures 3.1 and 3.2. 

Measure Code 313 (Encouragement of tourism activities)

	Type of indicator
	Indicator
	Sub division
	Guidance Notes
	Data Input

	
	
	
	
	

	Output

CMEF
	Number of tourism actions supported

Target - 300

	Type of action

· Small-scale infrastructure 

      eg. information centres,  

      signposting of tourist sites)
· Recreational infrastructure      eg. access to natural areas, small capacity accommodation
· Developing/marketing of rural tourism services

The following collected for the applicant on each type of action:

· Gender (male/female)           

· Age(under 25, 25-65, over 65)
	Council staff to collect type of action, gender and age range information from the applicant at the LOO acceptance stage, Select the type of action that best represents the overall aim of the project.


	Council staff to input information onto the EU Database once it has been collected.

Timing: at LoO acceptance.

	Output

CMEF
	Total volume of investment

Target - £12 Million
	· Gender (male/female)

· Age(under 25, 25-65, over 65)

· Type of activity

      Tourism

       
	Gender and age range has already been collected (see number of tourism actions supported indicator above).  Not required, already captured at Number of Tourism Actions supported.  The type of activity to be selected for Measure 3.3 will always be “tourism”.

Total volume of investment is made up of:

- Public EU (Community)

- Public National (DARD)

- Private Eligible

- Private Ineligible

Public EU & National and Private Eligible and Private Ineligible amounts should be available from application form. However, this data should not be put on the database until the project expenditure has been validated.
	Council staff to input investment information onto the EU Database once it has been vouched at pre-payment check stage.  Type of activity can be input at LoO acceptance stage.

Timing: Investment data at Final Payment Stage and after all expenditure inputs have been validated.

	
	
	
	
	

	Results

CMEF
	Additional number of tourist visits

Target - 10% increase
	· Number of overnight stays (hotels)

· Number of day visitors (tourism facilities, recreational activities)


	Council staff will need to collect the baseline numbers offline at LOO stage, e.g. current number of overnight stays (per annum), or current number of day visitors (average daily or per annum).  The project should be revisited one year after completion when Council staff should collect new figures and then record % change the number of additional tourist visits on the EU database.  

The % change the number of additional tourist visits will need to be validated by written records from the project promoter.


	Council staff to input % change figure on the database one year after completion.

Timing: one year after project completion.

	Result

RDD Additional
	Projects benefiting children and young people in the rural community (also includes project promoter, person in new job or receiving training if under 25 years)
Target – to be agreed
	Type of project:

· Small-scale infrastructure,

eg. information centres, signposting of tourist sites

· Recreational infrastructure, eg. access to natural areas, small capacity accommodation

Developing/marketing of rural tourism services
	Council staff to collect the type of project information at LoO acceptance stage. 
If the project benefits children and young people or the project promoter, person appointed to the new job or receiving training is under 25 record Council staff should record 1 in the Target indicator target.  The purpose is to count the number of projects not the number of children and young people
Children and young people = under 25.

	Council staff to input information onto the EU Database once it has been collected.

Timing: at LoO acceptance.

	Result

RDD Additional
	Project is delivered by a Social Economy Enterprise
Target – to be agreed
	Type of project:

· Tourism
· Leisure / amenity

· Craft activities

· Retail activities

· Renewable energy production

· Equine/Horse Industry

· Childcare

· Other


	Council staff to collect the type of project information at LoO acceptance stage.
Social Economy Enterprise (SEE) = a business.  

A SEE operates in the commercial marketplace, employs staff and makes a profit.  The difference is the SEE has social objectives and reinvest the profit for the purpose of their business or the community.

Must not be confused with a social economic initiative which do not have to charge for the service or make a profit and will be largely dependent on grants and other donations.

The purpose of this indicator is to identify the number of SEEs supported, the value will then be calculated using the corresponding LOO grant awarded amount.  If the promoter is a SEE Council staff should record 1 at Target indicator target and target achieved.


	Council staff to input information onto the EU Database once it has been collected.

Timing: at LoO acceptance.

	Results

CMEF
	Gross number of jobs created

Target – 50


	· Gender (male/female)

· Age(under 25, 25-65, over 65)

All jobs in this measure will be “off farm” and “tourism”.
	Refer to Jobs Manual for further guidance on job creation and validation.

When completing LoO the total number of jobs to be created (i.e. head count) should be included in the LOO.  This should also be broken down into full time and part time positions on LOO.

e.g. 3 Jobs to be Created (1 x Full time and 2 x Part time)

As well as collecting numbers of jobs, Council staff will need to collect type of job, gender and age range of job holder – see sub divisions.


	Council staff to input job numbers and other details onto the EU Database once the job has been validated (refer to Jobs Manual).

Timing: refer to Jobs Manual for guidance



	Result

RDD Additional
	Number of new tourism businesses created

Target - 60
	Type:

· Craft

· Retail

· Leisure / Amenity

· Accommodation
	Council staff to collect type of business and confirm that business has been created at project completion stage.


	Council staff to input on EU database at project completion stage.

Timing: project completion.

	
	
	
	
	

	Result

RDD Additional
	Potential volume of energy generated from RDP funded renewable energy projects expressed as Kilowatt hours per annum.

Target - 200,000 kilowatt hours per annum


	Type of renewable energy

· Wind generated

· Solar

· Hydro electric

· Other
	This information should be available from the project economic appraisal, or will need to be provided by the applicant.  The manufacturer or supplier of the renewable energy equipment should be able to advise on the potential volume in kilowatt hours per annum.
	Council staff to collect this information at project assessment stage and input onto the database at LOO stage – it is “potential” volume, not actual, and therefore can be reported once funding is awarded.

Timing: at LoO acceptance



	Result

RDD Additional
	Number of participants that successfully ended a bespoke training activity

Target - To be set
	Type of activity:

Training must not be available from a mainstream provision, but must be unique to the project. 

It must be specifically tailored to the needs of the project promoter and/or his employees to enable them to successfully implement the project.


	This indicator only relates to training that is specifically required by the project promoter or his employees in order to deliver the project successfully.

To assess if participants have "successfully completed" the bespoke training, Council staff should verify receipt of a certificate of completion of training, or seek and record evidence that the achieved skills are being applied in practice.


	Council staff to collect numbers of people trained and type of training at the project completion stage and enter onto the database.

Timing: at project completion stage.

	Impact 

RDD Additional
	Number of supported new businesses which are still in existence two years after final funding

Target – 45


	Type:

· Craft

· Retail

· Leisure / amenity

· Accommodation
	Council staff to collect this information two years after final payment date.
	Council staff to update the database with this information two years after final payment date.

Timing: 2 years after Project Completion



	
	
	
	
	

	Impact 

RDD Additional
	Number of new jobs created which are still in existence at least two years after final funding

Target – to be set


	· Type of job 

All jobs in this measure will be “off farm” and “tourism”.

· Gender (male/female)

· Age(under 25, 25-65, over 65)
	Council staff to collect this information two years after final payment date.

Refer to Jobs Manual for further guidance.  Jobs still in existence should be recorded as head count and full time equivalents (FTE).
	Council staff to update the database with this information two years after final payment date.

Timing: 2 years after Project Completion

	RDD Additional Results Indicator 
	Number of people benefitting from

Target - To be set

(DARD PSA)


	· ICT initiatives (e.g. funding for website, purchase of ICT equipment, ICT bespoke training)


· Improved mobility (e.g. projects which benefit migrant workers, enable business to export goods or services to another EU member state)


· Cultural initiatives (e.g. Cultural Festivals, or public art)


· Socio-economic initiatives (e.g. projects implemented by organizations with a social, community & ethical purpose, operating on a business model but on a ‘not for profit basis)  example improved community services


	These indicators are part of DARD’s Programme for Government Public Service Agreement (PSA) targets.  

Refer to PSA Monitoring Manual for further details (DARD to finalise and provide). 

Council staff to identify projects that can contribute to any of these four indicators and include the target in the LoO.


	Council staff to validate and collect this information at project completion stage.  Further details in the PSA Monitoring Manual.

Timing: at project completion stage.

(Note: A project would only be expected to contribute to one of the four indicators, not all of them.  However, it is accepted that not every project may “fit” one of these indicators. )


Measure 3.3: Other Indicators required by the EU Commission under the CMEF – Monitored by NISRA:

(For information only)

	Type of indicator
	Indicator
	Sub division
	Guidance Notes
	Data Input

	
	
	
	
	

	CMEF Impact
	Economic Growth

Target – 2%


	Type of activity

· Tourism

· Leisure / amenity

· Craft activities

· Retail activities

· Renewable energy production

· Equine/Horse Industry

· Childcare

· Other


	Measured by net additional value using Purchasing Power Standard (PPS)
	NISRA to collate (will involve survey of projects)



	CMEF Impact
	Net Employment Creation

Target – 30


	Type of activity

· Tourism

· Leisure / amenity

· Craft activities

· Retail activities

· Renewable energy production

· Equine/Horse Industry

· Childcare

· Other

· Gender

· Age


	Measured by net additional Full Time Equivalent jobs created
	NISRA to collate (will involve survey of projects)




Measure 3.4:
To improve or maintain the living conditions and welfare of those living in rural areas and to increase the attractiveness of such areas through the provision of more and better basic services for the economy and the rural population. 

Measure Code 321 (Basic services for the economy and rural population)

	Type of indicator
	Indicator
	Sub division
	Guidance Notes
	Data Input

	
	
	
	
	

	Output

CMEF
	Number of supported actions

Target - 60
	· Type of action:

·  ICT 

·  Mobility

·  Culture 

·  Socio-economic

·  Other

· Gender (male/female)           of applicant

· Age(under 25, 25-65, over 65) of applicant


	The type of actions for ICT, mobility, culture and socio-economic have the same definitions as the PSA target.

Council staff to collect the type of action, gender and age information at LoO acceptance stage.

Each project = one action supported.
	Council staff to input information onto the EU Database once it has been collected.

Timing: at LoO acceptance.

	Output

CMEF
	Total volume of investment

Target - £12 Million
	· Type of action:

·  ICT 

·  Mobility

·  Culture 

·  Socio-economic

·  Other


	Gender, age range and type of action already collected (see indicator above). Not required, already captured under Number of Supported Actions target above.
Total volume of investment is made up of:

- Public EU (Community)

- Public National (DARD)

- Private Eligible

- Private Ineligible

Public EU & National and Private Eligible and Private Ineligible amounts should be available from application form. However, this data should not be put on the database until the project expenditure has been validated.


	Council staff to input information onto the EU Database once it has been vouched at pre-payment check stage.

Timing: at Final Payment Stage and after all expenditure inputs have been validated.

	Result

RDD Additional
	Project is delivered by a Social Economy Enterprise
Target – to be agreed
	Type of project:

· ICT 

· Mobility

· Culture 

· Socio-economic

· Other


	Council staff to collect the type of project information at LoO acceptance stage.
Social Economy Enterprise (SEE) = a business.  

A SEE operates in the commercial marketplace, employs staff and makes a profit.  The difference is the SEE has social objectives and reinvest the profit for the purpose of their business or the community.

Must not be confused with a social economic initiative which do not have to charge for the service or make a profit and will be largely dependent on grants and other donations.

The purpose of this indicator is to identify the number of SEEs supported, the value will then be calculated using the corresponding LOO grant awarded amount.  If the promoter is a SEE Council staff should record 1 at Target indicator target and target achieved.

	Council staff to input information onto the EU Database once it has been collected.

Timing: at LoO acceptance.

	
	
	
	
	

	Results

CMEF


	Population in rural areas benefiting from improved services

Target - 5,000

(DARD PSA)
	Type of improved service:

· ICT initiatives (e.g. funding for website, purchase of ICT equipment, ICT bespoke training)


· Improved mobility (e.g. projects which benefit migrant workers, enable business to export goods or services to another EU member state)


· Cultural initiatives (e.g. Cultural Festivals, or public art)


· Socio-economic initiatives (e.g. projects implemented by organizations with a social, community & ethical purpose, operating on a business model but on a ‘not for profit basis)  example improved community services

· Other (use this option to register projects that do not fit into any of the above categories)


	These indicators are part of DARD’s Programme for Government Public Service Agreement (PSA) targets.  

Refer to PSA Monitoring Manual for further details (DARD to finalise and provide). 

Council staff to identify projects that can contribute to any of these four indicators and include the target in the LoO.


	Council staff to validate and collect this information at project completion stage.  Further details in the PSA Monitoring Manual.

Timing: at project completion stage.

(Note: A project would only be expected to contribute to one of the four indicators, not all of them.  However, it is accepted that not every project may “fit” one of these indicators. )

	
	
	
	
	

	Result

RDD Additional
	Potential volume of energy generated from RDP funded renewable energy projects expressed as Kilowatt hours per annum.

Target - 300,000  kilowatt hours per annum


	Type of renewable energy

· Wind generated

· Solar

· Hydro electric

· Other
	This information should be available from the project economic appraisal, or will need to be provided by the applicant.  The manufacturer or supplier of the renewable energy equipment should be able to advise on the potential volume in kilowatt hours per annum.
	Council staff to collect this information at project assessment stage and input onto the database at LOO stage – it is “potential” volume, not actual, and therefore can be reported once funding is awarded.

Timing: at LoO acceptance

	Results

CMEF
	Gross number of jobs created

Target - 10


	· Type of job

- Agri-tourism / tourism

- Leisure / amenity

- Craft

- Retail

- Renewable energy

- Equine/horse industry

- Childcare

- Other

· Gender (male/female)

· Age(under 25, 25-65, over 65)
	Refer to Jobs Manual for further guidance on job creation and validation.

When completing LoO the total number of jobs to be created (i.e. head count) should be included in the LOO.  This should also be broken down into full time and part time positions on LOO.

e.g. 3 Jobs to be Created (1 x Full time and 2 x Part time)

As well as collecting numbers of jobs, Council staff will need to collect type of job, gender and age range of job holder – see sub divisions.  For Measure 3.4 all jobs are classified as “off farm”.


	Council staff to input job numbers and other details onto the EU Database once the job has been validated (refer to Jobs Manual).

Timing: refer to Jobs Manual for guidance



	Result

RDD Additional
	Projects benefiting children and young people in the rural community

Target - 10
	Type of project:

· Educational

· Recreational

· Childcare

· Community / social interaction
	Council staff to collect the type of project information at LoO acceptance stage.

Children and young people = under 25.
	Council staff to input information onto the EU Database once it has been collected.

Timing: at LoO acceptance.

	
	
	
	
	

	Result

RDD Additional
	Number of participants that successfully ended a bespoke training activity

Target - To be set
	Type of activity:

Training must not be available from a mainstream provision, but must be unique to the project. 

It must be specifically tailored to the needs of the project promoter and/or his employees to enable them to successfully implement the project.
	This indicator only relates to training that is specifically required by the project promoter or his employees in order to deliver the project successfully.

To assess if participants have "successfully completed" the bespoke training, Council staff should verify receipt of a certificate of completion of training, or seek and record evidence that the achieved skills are being applied in practice.


	Council staff to collect numbers of people trained and type of training at the project completion stage and enter onto the database.

Timing: at project completion stage.

	Impact 

RDD Additional
	Number of new jobs created which are still in existence at least two years after final funding

Target – to be set


	· Type of job

- Agri-tourism / tourism

- Leisure / amenity

- Craft

- Retail

- Renewable energy

- Equine/horse industry

- Childcare

- Other

· Gender (male/female)

· Age(under 25, 25-65, over 65)


	Council staff to collect this information two years after final payment date.

Refer to Jobs Manual for further guidance.

Jobs still in existence should be recorded as head count and full time equivalents (FTE).

For Measure 3.4 all jobs are classified as “off farm”.
	Council staff to update the database with this information two years after final payment date.

Timing: 2 years after project completion.


Measure 3.4: Other Indicators required by the EU Commission under the CMEF – Monitored by NISRA:

(For information only)

	Type of indicator
	Indicator
	Sub division
	Guidance Notes
	Data Input

	
	
	
	
	

	CMEF Impact
	Economic Growth

Target – 2%


	Type of activity

· Tourism

· Leisure / amenity

· Craft activities

· Retail activities

· Renewable energy production

· Equine/Horse Industry

· Childcare

· Other


	Measured by net additional value using Purchasing Power Standard (PPS)
	NISRA to collate (will involve survey of projects)



	CMEF Impact
	Net Employment Creation

Target – 6


	Type of activity

· Tourism

· Leisure / amenity

· Craft activities

· Retail activities

· Renewable energy production

· Equine/Horse Industry

· Childcare

· Other

· Gender

· Age


	Measured by net additional Full Time Equivalent jobs created
	NISRA to collate (will involve survey of projects)



	CMEF Impact
	Evidence of funded services improving quality of life in rural areas
	N/A
	Measured by a survey of projects under measure 3.4
	NISRA to collate 




Measure 3.5: To enable and encourage residents of villages and surrounding areas to create a vision and an integrated action plan to ensure the full potential of such areas is achieved and to support integrated village initiatives which promote cross-community development and regeneration.  

Measure Code 322 (Village renewal and development)

	Type of indicator
	Indicator
	Sub division
	Guidance Notes
	Data Input

	
	
	
	
	

	Output

CMEF
	Number of villages where actions took place

Target - 50
	Type of revitalisation:

· Physical 

    e.g. improvements to streets &       street furniture, environmental  

    upgrading

· Social 

    e.g. integration of remedial

    works to social housing

· Economic   

    e.g. use of community  

    employment to impact training

    in conservation & other skills, 

    the development of enterprise

    units
	Council staff to collect type of revitalization at LoO stage along with applicant age and gender details required for the total volume of investment indicator (see below).

The number of villages where action took place cannot be collected until project completion.

Only the unique number of villages supported under this under this measure should be counted, for example village supported for village plan count as 1,  village supported for village plan and construction works count as 1. 
	Timing: 

a) type of revitalisation – add to database at LoO acceptance stage.

b) number of villages – add to database at project completion stage.

	Output

CMEF
	Total volume of investments

Target - £12 Million
	· Type of revitalisation:

· Physical 

    e.g. improvements to streets &   

    street furniture, environmental  

    upgrading

· Social 

    e.g. integration of remedial

    works to social housing

· Economic   

    e.g. use of community  

    employment to impact training

    in conservation & other skills, 

    the development of enterprise

    units

· Gender (male/female)  

      of applicant

· Age(under 25, 25-65, over 65) 

      of applicant
	Type of revitalisation already collected (see indicator above).Council staff to collect gender and age range from the applicant at the LOO acceptance stage. 

Total volume of investment is made up of:

- Public EU (Community)

- Public National (DARD)

- Private Eligible

- Private Ineligible

Public EU & National and Private Eligible and Private Ineligible amounts should be available from application form. However, this data should not be put on the database until the project expenditure has been validated.


	Timing: 

a) age and gender – add to database at LoO acceptance stage.

b) volume of investment -  add to database at final payment stage, after all expenditure inputs have been validated.

	
	
	
	
	

	RDD

Additional

Output
	Number of community groups supported to undertake rural development within their communities.

Target – 50
	Not applicable
	Council staff to collect this information at LoO stage (application form will identify community group).
Only the number of unique community groups supported under this measure should be counted.
	Council staff to input information onto the EU Database once it has been collected.

Timing: at LoO acceptance

	Result

RDD Additional
	Number of funded projects undertaken by RDP supported community groups

Target – 50
	Type of project:

· Community development

· Community relations

· Local regeneration 

· Basic services
	Council staff to collect type of project at LoO stage (application form will identify community group).
The number of individual projects supported should be counted.
	Council staff to input information onto the EU Database once it has been collected.

Timing: at LoO acceptance

	Result

RDD Additional
	Projects supported to encourage good cross-community relations 

Target – 20
	Type of project:

· Religion

· Ethnic minority
	Council staff to collect the type of project information at LoO stage.
	Council staff to input information onto the EU Database once it has been collected.

Timing: at LoO acceptance



	Result

RDD Additional
	Projects benefiting children and young people in the rural community (also includes project promoter, person in new job or receiving training if under 25 years)
Target – to be agreed
	Type of project:

· Physical 
     e.g. improvements to
         streets,   

        street furniture, 

        environmental upgrading
· Social 

      e.g. integration of remedial

     works to social housing
· Economic   

    e.g. use of community  

    employment to impact training

     in conservation & other skills, 

     the development of enterprise

     units

	Council staff to collect the type of project information at LoO acceptance stage. 

If the project benefits children and young people or the project promoter, person appointed to the new job or receiving training is under 25 record Council staff should record 1 in the Target indicator target.  The purpose is to count the number of projects not the number of children and young people
Children and young people = under 25.
	Council staff to input information onto the EU Database once it has been collected.

Timing: at LoO acceptance.

	Result

RDD Additional
	Project is delivered by a Social Economy Enterprise
Target – to be agreed
	Type of project:

· Tourism
· Leisure / amenity

· Craft activities

· Retail activities

· Renewable energy production

· Equine/Horse Industry

· Childcare

· Other


	Council staff to collect the type of project information at LoO acceptance stage.
Social Economy Enterprise (SEE) = a business.  

A SEE operates in the commercial marketplace, employs staff and makes a profit.  The difference is the SEE has social objectives and reinvest the profit for the purpose of their business or the community.

Must not be confused with a social economic initiative which do not have to charge for the service or make a profit and will be largely dependent on grants and other donations.

The purpose of this indicator is to identify the number of SEEs supported, the value will then be calculated using the corresponding LOO grant awarded amount.  If the promoter is a SEE Council staff should record 1 at Target indicator target and target achieved.

	Council staff to input information onto the EU Database once it has been collected.

Timing: at LoO acceptance.

	Results

CMEF
	Gross number of jobs created

Target – 10


	· Type of job

- Agri-tourism / tourism

- Leisure / amenity

- Craft

- Retail

- Renewable energy

- Equine/horse industry

- Childcare

- Other

· Gender (male/female)

· Age(under 25, 25-65, over 65)

For Measure 3.5 all jobs are classified as “off farm”.
	Refer to Jobs Manual for further guidance on job creation and validation.

When completing LoO the total number of jobs to be created (i.e. head count) should be included in the LOO.  This should also be broken down into full time and part time positions on LOO.

e.g. 3 Jobs to be Created (1 x Full time and 2 x Part time)

As well as collecting numbers of jobs, Council staff will need to collect type of job, gender and age range of job holder – see sub divisions.


	Council staff to input job numbers and other details onto the EU Database once the job has been validated (refer to Jobs Manual).

Timing: refer to Jobs Manual for guidance



	
	
	
	
	

	Result

CMEF
	Population in rural areas benefiting from improved services

Target - 100,000

(DARD PSA)
	Type of improved service:

· ICT initiatives (e.g. funding for website, purchase of ICT equipment, ICT bespoke training)

· Improved mobility (e.g. projects which benefit migrant workers, enable business to export goods or services to another EU member state)

· Cultural initiatives (e.g. Cultural Festivals, or public art)

· Socio-economic initiatives (e.g. projects implemented by organizations with a social, community & ethical purpose, operating on a business model but on a ‘not for profit basis)  example improved community services

· Other (use this option to register projects that do not fit into any of the above categories)
	These indicators are part of DARD’s Programme for Government Public Service Agreement (PSA) targets.  

Refer to PSA Monitoring Manual for further details (DARD to finalise and provide). 

Council staff to identify projects that can contribute to any of these four indicators and include the target in the LoO.


	Council staff to validate and collect this information at project completion stage.  Further details in the PSA Monitoring Manual.

Timing: at project completion stage.

(Note: A project would only be expected to contribute to one of the four indicators, not all of them.  However, it is accepted that not every project may “fit” one of these indicators. )

	
	
	
	
	

	Result

RDD Additional
	Number of participants that successfully ended a bespoke training activity

Target - To be set
	Type of activity:

Training must not be available from a mainstream provision, but must be unique to the project. 

It must be specifically tailored to the needs of the project promoter and/or his employees to enable them to successfully implement the project.
	This indicator only relates to training that is specifically required by the project promoter or his employees in order to deliver the project successfully.

To assess if participants have "successfully completed" the bespoke training, Council staff should verify receipt of a certificate of completion of training, or seek and record evidence that the achieved skills are being applied in practice.


	Council staff to collect numbers of people trained and type of training at the project completion stage and enter onto the database.

Timing: at project completion stage.

	Impact 

RDD Additional
	Number of new jobs created which are still in existence at least two years after final funding

Target – to be set


	· Type of job

- Agri-tourism / tourism

- Leisure / amenity

- Craft

- Retail

- Renewable energy

- Equine/horse industry

- Childcare

- Other

· Gender (male/female)

· Age(under 25, 25-65, over 65)


	Council staff to collect this information two years after final payment date.

Refer to Jobs Manual for further guidance.

Jobs still in existence should be recorded as head count and full time equivalents (FTE).

For Measure 3.5 all jobs are classified as “off farm”.
	Council staff to update database with this information two years after final payment date.

Timing: 2 years after project completion.


Measure 3.5: Other Indicators required by the EU Commission under the CMEF – Monitored by NISRA:

(For information only)

	Type of indicator
	Indicator
	Sub division
	Guidance Notes
	Data Input

	
	
	
	
	

	CMEF Impact
	Economic Growth

Target – 2%


	Type of activity

· Tourism

· Leisure / amenity

· Craft activities

· Retail activities

· Renewable energy production

· Equine/Horse Industry

· Childcare

· Other


	Measured by net additional value using Purchasing Power Standard (PPS)
	NISRA to collate (will involve survey of projects)



	CMEF Impact
	Net Employment Creation

Target – 6


	Type of activity

· Tourism

· Leisure / amenity

· Craft activities

· Retail activities

· Renewable energy production

· Equine/Horse Industry

· Childcare

· Other

· Gender

· Age


	Measured by net additional Full Time Equivalent jobs created
	NISRA to collate (will involve survey of projects)




Measure 3.6: To create opportunities to preserve and upgrade Northern Ireland’s rural heritage and to use the natural and built environment as the basis for sustainable economic growth in rural areas. 

Measure code 323 (Conservation and upgrading of rural heritage)

	Type of indicator
	Indicator
	Sub division
	Guidance Notes
	Data Input

	
	
	
	
	

	Output

CMEF
	Number of rural heritage actions supported

Target - 20
	Type of action 

· Natural heritage

· Cultural heritage

· Built heritage

· Gender (male/female)

of applicant

· Age(under 25, 25-65, over 65)

of applicant


	Council staff to collect type of action, gender and age information at LoO stage.
	Council staff to input information onto the EU Database once it has been collected.

Timing: at LoO acceptance

	Output

CMEF
	Total volume of investments

Target - £4 Million
	Type of action 

· Natural heritage

· Cultural heritage

· Built heritage


	Type of action already collected (see indicator above).

Total volume of investment is made up of:

- Public EU (Community)

- Public National (DARD)

- Private Eligible

- Private Ineligible

Public EU & National and Private Eligible and Private Ineligible amounts should be available from application form. However, this data should not be put on the database until the project expenditure has been validated.
	Council staff to input investment information onto the EU Database once it has been vouched at pre-payment check stage.

Timing: at Final Payment Stage and after all expenditure inputs have been validated.

	Result

RDD Additional
	Projects benefiting children and young people in the rural community (also includes project promoter, person in new job or receiving training if under 25 years)
Target – to be agreed
	Type of project:

· Natural heritage
· Cultural heritage
· Built heritage


	Council staff to collect the type of project information at LoO acceptance stage. 

If the project benefits children and young people or the project promoter, person appointed to the new job or receiving training is under 25 record Council staff should record 1 in the Target indicator target.  The purpose is to count the number of projects not the number of children and young people
Children and young people = under 25.

	Council staff to input information onto the EU Database once it has been collected.

Timing: at LoO acceptance.

	Result

RDD Additional
	Project is delivered by a Social Economy Enterprise
Target – to be agreed
	Type of project:

· Natural heritage

· Cultural heritage
· Built heritage


	Council staff to collect the type of project information at LoO acceptance stage.
Social Economy Enterprise (SEE) = a business.  

A SEE operates in the commercial marketplace, employs staff and makes a profit.  The difference is the SEE has social objectives and reinvest the profit for the purpose of their business or the community.

Must not be confused with a social economic initiative which do not have to charge for the service or make a profit and will be largely dependent on grants and other donations.

The purpose of this indicator is to identify the number of SEEs supported, the value will then be calculated using the corresponding LOO grant awarded amount.  If the promoter is a SEE Council staff should record 1 at Target indicator target and target achieved.


	Council staff to input information onto the EU Database once it has been collected.

Timing: at LoO acceptance.

	
	
	
	
	

	Result

CMEF
	Population in rural areas benefiting from improved services

Target - 100,000

(DARD PSA)
	Type of improved service:

· ICT initiatives (e.g. funding for website, purchase of ICT equipment, ICT bespoke training)

· Improved mobility (e.g. projects which benefit migrant workers, enable business to export goods or services to another EU member state)

· Cultural initiatives (e.g. Cultural Festivals, or public art)
· Socio-economic initiatives (e.g. projects implemented by organizations with a social, community & ethical purpose, operating on a business model but on a ‘not for profit basis)  example improved community services
· Other (use this option to register projects that do not fit into any of the above categories)

	These indicators are part of DARD’s Programme for Government Public Service Agreement (PSA) targets.  

Refer to PSA Monitoring Manual for further details (DARD to finalise and provide). 

Council staff to identify projects that can contribute to any of these four indicators and include the target in the LoO.


	Council staff to validate and collect this information at project completion stage.  Further details in the PSA Monitoring Manual.

Timing: at project completion stage.

(Note: A project would only be expected to contribute to one of the four indicators, not all of them.  However, it is accepted that not every project may “fit” one of these indicators. )

	
	
	
	
	

	Result

RDD Additional
	Number of participants that successfully ended a bespoke training activity

Target - To be set
	Type of activity:

Training must not be available from a mainstream provision, but must be unique to the project. 

It must be specifically tailored to the needs of the project promoter and/or his employees to enable them to successfully implement the project.
	This indicator only relates to training that is specifically required by the project promoter or his employees in order to deliver the project successfully.

To assess if participants have "successfully completed" the bespoke training, Council staff should verify receipt of a certificate of completion of training, or seek and record evidence that the achieved skills are being applied in practice.


	Council staff to collect numbers of people trained and type of training at the project completion stage and enter onto the database.

Timing: at project completion stage.

	Impact

CMEF Additional 


	Population enjoying access to amenity land/nature or conserved rural heritage sites as a result of assisted actions

Target – 5,000
	Not applicable
	Information should be available from the project economic appraisal giving an indication of the number of population targeted.  The data will most likely have to be collected one year after project completion.  

DARD to finalise requirements and provide further advice in consultation with NISRA.  As the target number of projects is relatively small (20), the method of assessment may need to be considered on a project by project basis.  


	Council staff to input data on database one year after project completion (DARD to finalise requirements) – see Guidance Notes.


Co-operation Projects  

When undergoing the process of preparing their Local Development Strategies, LAGs were encouraged to identify issues or sectors which could benefit from inter-territorial or trans-national co-operation.  

Inter-territorial co-operation means co-operation within the same Member State, while trans-national co-operation means co-operation with other EU Member States.  

To be eligible for support, co-operation must involve at least one LAG under the NIRDP and at least one other LAG, and should involve the implementation of a joint action.

Indicators For Co-operation Projects Under Measure code 421 (Inter-territorial and Transnational Co-operation)

LAGs are currently in the process of developing proposals for co-operation projects under the six measures of Axis 3.  Once these plans are progressed, DARD will issue further guidance on monitoring indicators for co-operation.  

Only a small number of co-operation indicators are required by the CMEF, for example - jobs created.
Appendix 14(b)

Guidance to assist identifying Targets Indicators to be set, Project Beneficiaries and method for Equality Monitoring

Measure 3.1:
To assist farm households to diversify into non-agricultural activities and, as a consequence, maintain or increase the income of the farm households and create employment opportunities. 

Measure Code 311 (Diversification into non-agricultural activities)

	Indicator
	Setting Target Indicators
	Beneficiaries
	Equality Monitoring Action Required

	Number of beneficiaries receiving support for their efforts to diversify into non-agricultural activities

Target – 600

	All projects should contribute to this indicator
	This relates to the person (s) who receive the grant and share the profits - but not employees 

Will be: 
Private Individual



Members of a Partnership



Directors of a Limited Company

Beneficiaries : Count as Above 

	Section 75 Form should be issued to each

	Total volume of investment

Target - £20 Million
	All projects should contribute to this indicator
	This relates to the person (s) who receive the grant and share the profits - but not employees 

Will be: 
Private Individual



Members of a Partnership



Directors of a Limited Company

Beneficiaries : Count as Above 

Not required, already captured under Number of Beneficiaries target as above.
	Not Applicable

	Increase in non-agricultural gross value added (GVA) of supported businesses. 
Target – 3.5%

	All projects aiming to expand/increase turnover should contribute to this indicator


	Not Applicable
	Not Applicable

	Projects benefiting children and young people in a rural community (also includes project promoter, person in new job or receiving training if under 25 years old)

Target  - to be agreed (purpose is to identify projects meeting CYP criteria to contribute to PfG target of 5% of Axis 3 project expenditure)

	If relevant
	Not Applicable
	Not Applicable

	Number of new businesses created
Target – 400

	If relevant
	Not Applicable
	Not Applicable

	Gross number of jobs created

Target – 400

	If relevant
	Person(s) in new job(s) created – refer to Jobs Manual

Beneficiaries : Count as Above
	Section 75 Form should be issued to each but not project promoter if already monitored as grant beneficiary



	Number of existing diversification businesses supported 

	If relevant
	Not Applicable
	Not Applicable

	Potential volume of energy generated from RDP funded renewable energy projects expressed as Kilowatt hours per annum.
Target - 750,000 Kilowatt hours per annum

	If relevant
	Not Applicable
	Not Applicable

	Number of participants that successfully ended a bespoke training activity

Target - To be set

	If relevant
	Each Individual who successfully completed the training.

Beneficiaries : Count as Above
	Section 75 Form should be issued to each but not project promoter or new employee if already monitored above.



	Number of people benefitting from:
ICT Initiatives


	If relevant
	No Associated Monitoring Info Required

Beneficiaries should be counted as follows ;
Project Promoter benefitting from new ICT equipment or system
Private Individual - count as 1

Partnership – count each Partner

Limited Company – count each Director

Each person who attends a bespoke training Course is also counted.


	Only issue Section 75 Forms to individuals not already monitored

	Number of people benefitting from:
Improved Mobility


	If relevant
	No Associated Monitoring Info Required

Funded equipment purchased from another EU country or development of the project facilitates or results in trading within EU member state

Beneficiaries should be counted as follows ;
Project Promoter

Private Individual - count as 1

Partnership – count each partner

Limited Company – count each Director


	Only issue Section 75 Forms to individuals not already monitored 

	Number of people benefitting from:
Cultural Initiatives


	If relevant
	No Associated Monitoring Info Required

Beneficiaries should be counted as follows ;
Project Promoter

Private Individual - count as 1

Partnership – count each partner

Limited Company – count each Director

Anyone else who benefits from the project are also counted e.g. all attendees at a festival. 


	Beneficiaries directly associated with the project – issue Section 75 forms to those not already being monitored. 

For larger numbers e.g. festivals, cultural events, the project promoter should provide a detailed evaluation report on the project and this will include details on the number of attendees/participants. This report should be uploaded to the database and used to inform the PPE. 

 

	Number of people benefitting from:
Socio Economic Initiatives


	Not applicable to Measure 3.1
	Not applicable to Measure 3.1
	Not Applicable

	Number of supported new businesses which are still in existence two years after final funding

Target – 300

	Required if new business was to be created
	Not Applicable
	Not Applicable

	Number of New Jobs Created which are still in existence at least 2 years after final funding

Target - To be set


	Required if new job created was a target
	Person(s) in new job(s) created – refer to Jobs Manual

Beneficiaries : Count as Above
	Section 75 Forms should be issued to each

	Agricultural Labour Units reallocated into Non Agricultural Activities

Target – 375

	Required if 16 hours or more is re-allocated to the diversification business
	No Associated Monitoring Info Required

Beneficiaries 

Must spend at least 16 hours per week in diversified business to count as one labour unit re-allocated. Two persons spending at least 16 hours each count as two labour units.  

These do not count at new jobs.
	Only issue Section 75 Forms for individuals not already monitored




Measure 3.2: To create employment opportunities through promoting entrepreneurship and developing the economic infrastructure in rural areas.  

Measure Code 312 (Support for business creation and development)

	Indicator
	Setting Target Indicators
	Associated Monitoring Indicators / Beneficiaries
	Equality Monitoring Action Required

	Number of micro enterprises receiving support for creation / development

Target - 1200 of which 240 (20%) should be new business creation
	All projects should contribute to this indicator
	This relates to the person (s) who receive the grant and share the profits - but not employees 

Will be: 
Private Individual



Members of a Partnership



Directors of a Limited Company



Directors of the Social Economy Enterprise

Beneficiaries : Count as Above 
Note;  Database will record one beneficiary only as explained on Appendix 14(a).  Section 75 equality monitoring form must still be issued to all partners/members.
	Section 75 Form should be issued to each

	Total volume of investment

Target - £20 Million
	All projects should contribute to this indicator
	This relates to the person (s) who receive the grant and share the profits - but not employees 

Will be: 
Private Individual



Members of a Partnership



Directors of a Limited Company



Directors of the Social Economy Enterprise

Beneficiaries : Count as Above 

Not required, already captured under Number of micro enterprises supported as above.
	Not Applicable

	Gross number of jobs created

Target – 700


	If relevant
	Person(s) in new job(s) created – refer to Jobs Manual

Beneficiaries : Count as Above

	Section 75 Form should be issued to each but not project promoter if already monitored as grant beneficiary

	Increase in non-agricultural gross value added (GVA) in supported businesses

Target - 3.5% increase

	All projects aiming to expand/increase turnover should contribute to this indicator


	Not Applicable
	Not Applicable

	Projects benefiting children and young people in a rural community (also includes project promoter, person in new job or receiving training if under 25 years old)

Target  - to be agreed (purpose is to identify projects meeting CYP criteria to contribute to PfG target of 5% of Axis 3 project expenditure)

	If relevant
	Not Applicable
	Not Applicable

	Project is delivered by a Social Economy Enterprise

Target  - to be agreed (purpose is to identify projects implemented by SEEs report the value of grant awarded to them)

	If relevant
	Not Applicable
	Not Applicable

	Potential volume of energy generated from RDP funded renewable energy projects expressed as Kilowatt hours per annum.
Target - 300,000 Kilowatt hours per annum

	If relevant
	Not Applicable
	Not Applicable

	Number of participants that successfully ended a bespoke training activity

Target - To be set

	If relevant
	Each Individual who successfully completed the training

Beneficiaries : Count as Above

	Section 75 Form should be issued to each but not project promoter or new employee if already monitored above.



	Number of people benefitting from:
ICT Initiatives


	If relevant
	No Associated Monitoring Info Required

Beneficiaries should be counted as follows :

Project Promoter benefitting from new ICT equipment or system

Private Individual - count as 1

Partnership – count each Partner

Limited Company/SEE – count each Director

If the purpose of the project is to provide access for the community to ICT facilities, e.g., internet kiosks, etc only count each person logged as using the facility/benefitting from the project.
Each person who attends a bespoke training Course is also counted.


	Only issue Section 75 Forms to individuals not already monitored 

	Number of people benefitting from:
Improved Mobility


	If relevant
	No Associated Monitoring Info Required

Funded equipment purchased from another EU country or development of the project facilitates or results in trading within EU member state

Beneficiaries should be counted as follows :

Project Promoter
Private Individual - count as 1

Partnership – count each partner

Limited Company/SEE – count each Director

Where the purpose of the project is to benefit migrant workers only count each migrant worker benefitting from the project or service.
	Only issue Section 75 Forms to individuals not already monitored

	Number of people benefitting from:
Cultural Initiatives


	If relevant
	No Associated Monitoring Info Required

Beneficiaries should be counted as follows :

Project Promoter

Private Individual - count as 1

Partnership – count each partner

Limited Company/SEE – count each Director

Where the purpose of the project is to deliver a cultural initiative, for example community festival, exhibition etc. also count people benefitting from the project, e.g. all attendees at a festival etc or all those participating in or benefiting from the project. 


	Beneficiaries directly associated with the project – issue Section 75 forms to those not already being monitored. 

For larger numbers e.g. festivals, cultural events, the project promoter should provide a detailed evaluation report on the project and this will include details on the number of attendees/participants. This report should be uploaded to the database and used to inform the PPE. 


	Number of people benefitting from:
Socio Economic Initiatives


	If relevant
	No Associated Monitoring Info Required

Beneficiaries should be counted as follows :

Project Promoter

All directors of the SEE

Plus anyone else who benefits from the project

	If the number of beneficiaries is low and they are easily identified e.g. a childcare facility – issue Section 75 forms to those not already being monitored. 

For larger numbers, the project promoter should provide a detailed evaluation report on the project and this will include details on the number of attendees/participants. This report should be uploaded to the database and used to inform the PPE. 




	Number of supported new businesses which are still in existence two years after final funding
Target - 75%

	Required if new business was to be created
	Not Applicable
	Not Applicable

	Number of new jobs created which are still in existence at least two years after final funding

Target – to be set

	Required if new job created was a target
	Person(s) in new job(s) created – refer to Jobs Manual

Beneficiaries : Count as Above
	Section 75 Form should be issued to each


Measure 3.3: To use the natural resources in Northern Ireland’s rural areas to attract visitors and create new employment opportunities through the sustainable development of the rural economy. This Measure will provide support to existing rural tourism enterprises or to persons wishing to set up a new sustainable rural tourism enterprise.  This Measure will not provide support for applicants eligible under Measures 3.1 and 3.2. 

Measure Code 313 (Encouragement of tourism activities)

	Indicator
	Setting Target Indicators
	Associated Monitoring Indicators / Beneficiaries
	Equality Monitoring Action Required

	Number of tourism actions supported

Target - 300

	All projects should contribute to this indicator
	This relates to the person (s) who receive the grant - but not employees 

Will be :  Private Individual


   Members of a Partnership


   Directors of a Limited Company


   Directors of the Social Economy Enterprise


   Council Applicant


   NDPB Applicant


   Directors of the Community Group
Beneficiaries : Count as Above

	Section 75 Form should be issued to each

	Total volume of investment

Target - £12 Million
	All projects should contribute to this indicator
	This relates to the person (s) who receive the grant - but not employees 

Will be :  Private Individual


   Members of a Partnership


   Directors of a Limited Company


   Directors of the Social Economy Enterprise


   Council Applicant


   NDPB Applicant


   Directors of the Community Group
Beneficiaries : Count as Above

	Not Applicable
       

	Additional number of tourist visits

Target - 10% increase

	All projects should contribute to this indicator (exception Technical Assistance)
	Not Applicable
	Not Applicable

	Projects benefiting children and young people in a rural community (also includes project promoter, person in new job or receiving training if under 25 years old)

Target  - to be agreed (purpose is to the identify projects meeting CYP criteria to contribute to PfG target of 5% of Axis 3 project expenditure)

	If relevant
	Not Applicable
	Not Applicable

	Project is delivered by a Social Economy Enterprise

Target  - to be agreed (purpose is to the identify projects implemented by SEEs report the value of grant awarded to them)

	If relevant
	Not Applicable
	Not Applicable

	Gross number of jobs created

Target – 50

	If relevant
	Person(s) in new job(s) created – refer to Jobs Manual

Beneficiaries : Count as Above

	Section 75 Form should be issued to each

	Number of new tourism businesses created

Target – 60

	If relevant
	Not Applicable
	Not Applicable

	Potential volume of energy generated from RDP funded renewable energy projects expressed as Kilowatt hours per annum.

Target - 200,000 kilowatt hours per annum


	If relevant
	Not Applicable
	Not Applicable

	Number of participants that successfully ended a bespoke training activity

Target - To be set

	If relevant
	Each Individual who successfully completed the training

Beneficiaries : Count as above
	Section 75 Form should be issued to each but not project promoter or new employee if already monitored above.



	Number of supported new businesses which are still in existence two years after final funding

Target – 45

	Required if new business created was a target
	Not Applicable
	Not Applicable

	Number of new jobs created which are still in existence at least two years after final funding

Target – to be set


	Required if new job created was a target
	Person(s) in new job(s) created – refer to Jobs Manual

Beneficiaries : Count as above
	Section 75 Form should be issued to each

	Number of people benefitting from:

ICT Initiatives

	If relevant
	No Associated Monitoring Info Required

Beneficiaries should be counted as follows :
Project Promoter benefitting from new ICT equipment or system
Private Individual - count as 1

Partnership – count each Partner

Limited Company/SEE – count each Director

If the purpose of the project is to provide access for the community to ICT facilities, e.g., internet kiosks, etc only count each person logged as using the facility/benefitting from the project.
Each person who attends a bespoke training Course is also counted.


	Only issue Section 75 Forms to individuals not already monitored 

	Number of people benefitting from:
Improved Mobility


	If relevant
	No Associated Monitoring Info Required

Funded equipment purchased from another EU country or development of the project facilitates or results in trading within EU member state

Beneficiaries should be counted as follows :
Project Promoter

Private Individual - count as 1

Partnership – count each partner

Limited Company/SEE – count each Director

Where the purpose of the project is to benefit migrant workers only count each migrant worker benefitting from the project or service..


	Only issue Section 75 Forms to individuals not already monitored.

	Number of people benefitting from:
Cultural Initiatives


	If relevant
	No Associated Monitoring Info Required

Beneficiaries should be counted as follows :
Project Promoter

Private Individual - count as 1

Partnership – count each partner

Limited Company/SEE – count each Director

Where the purpose of the project is to deliver a cultural initiative, for example community festival, exhibition etc. also count people benefitting from the project, e.g. all attendees at a festival etc or all those participating in or benefiting from the project. 


	If the number of beneficiaries is low and they are easily identified – issue Section 75 forms to those not already being monitored. 

For larger numbers e.g. festivals, cultural events, the project promoter should provide a detailed evaluation report on the project and this will include details on the number of attendees/participants. This report should be uploaded to the database and used to inform the PPE. 



	Number of people benefitting from:
Socio Economic Initiatives


	If relevant
	No Associated Monitoring Info Required

Beneficiaries should be counted as follows :
All directors of the SEE

Also count people benefitting from the project, i.e., community craft facility, market stall holders/traders.


	If the number of beneficiaries is low and they are easily identified – issue Section 75 forms to those not already being monitored. 

For larger numbers, the project promoter should provide a detailed evaluation report on the project and this will include details on the number of attendees/participants. This report should be uploaded to the database and used to inform the PPE. 




Measure 3.4:
To improve or maintain the living conditions and welfare of those living in rural areas and to increase the attractiveness of such areas through the provision of more and better basic services for the economy and the rural population. 

Measure Code 321 (Basic services for the economy and rural population)

	Indicator
	Setting Target Indicators
	Associated Monitoring Indicators / Beneficiaries
	Equality Monitoring Action Required

	Number of supported actions

Target - 60
	All projects should contribute to this indicator
	This relates to the person (s) who receive the grant -  but not employees

Will be -
Private Individual



Members of a Partnership



Directors of a Limited Company



Directors of the SEE



Directors of Community Group


Council Applicant



NDPB Applicant

Beneficiaries : Count as Above

	Section 75 Form should be issued to each

	Total volume of investment

Target - £12 Million

	All projects should contribute to this indicator


	Not Applicable 
	Not Applicable


	Project is delivered by a Social Economy Enterprise

Target  - to be agreed (purpose is to the identify projects implemented by SEEs report the value of grant awarded to them)

	If relevant
	Not Applicable
	Not Applicable

	Population in rural areas benefiting from Improved services :

ICT Initiatives


	If relevant
	No Associated Monitoring Info Required

‘People benefitting’ does not include the organisation or individual in receipt of LOO/grant/funding

Beneficiaries should be counted as follows :

If the purpose of the project is to provide access for the community to ICT facilities, e.g., internet kiosks, etc only count each person logged as using the facility/benefitting from the project.
Each person who attends a bespoke training Course  


	Issue Section 75 Forms to individuals completing the ICT training.

Where internet facilities/kiosks or ICT facilities are supported for use by community members a log must be maintained of people using as evidence.

For equality monitoring the project promoter must provide a report on usage, community background, how the facility was publicised etc


	Population in rural areas benefitting from Improved Services :
Improved Mobility


	If relevant
	No Associated Monitoring Info Required

‘People benefitting’ does not include the organisation or individual in receipt of LOO/grant/funding

Beneficiaries should be counted as follows :

Where the purpose of the project is to benefit migrant workers only count each migrant worker benefitting from the project or service. 


	Issue Section 75 Forms to individuals not already monitored.


	Population in rural areas benefitting from Improved Services: 

Cultural Initiatives


	If relevant
	No Associated Monitoring Info Required

‘People benefitting’ does not include the organisation or individual in receipt of LOO/grant/funding

Beneficiaries should be counted as follows :

Where the purpose of the project is to deliver a cultural initiative, for example community festival, exhibition etc. also count people benefitting from the project, e.g. all attendees at a festival etc or all those participating in or benefiting from the project. 


	If the number of beneficiaries is low and they are easily identified – issue Section 75 forms to those not already being monitored. 

For larger numbers e.g. cultural events, the project promoter should provide a detailed evaluation report on the project and this will include details on the number of attendees/participants. This report should be uploaded to the database and used to inform the PPE. 



	Population in rural areas benefitting from Improved Services:

Socio Economic Initiatives  


	If relevant
	No Associated Monitoring Info Required

People benefitting’ does not include the organisation or individual in receipt of LOO/grant/funding

Beneficiaries should be counted as follows :
Count people benefitting from the project, i.e., childcare facility, community craft facility, market stall holders/traders. 

 
	If the number of beneficiaries is low and they are easily identified – issue Section 75 forms to those not already being monitored. 

For larger numbers, the project promoter should provide a detailed evaluation report on the project and this will include details on the number of attendees/participants. This report should be uploaded to the database and used to inform the PPE. 




	Population in rural areas benefitting from Improved Services: 

Other Initiatives


	If relevant
	No Associated Monitoring Info Required

People benefitting’ does not include the organisation or individual in receipt of LOO/grant/funding

Beneficiaries should be counted as follows :

Anyone who benefits from the project are counted
 
	If the number of beneficiaries is low and they are easily identified – issue Section 75 forms to those not already being monitored. 

For larger numbers, the project promoter should provide a detailed evaluation report on the project and this will include details on the number of attendees/participants. This report should be uploaded to the database and used to inform the PPE. 



	Potential volume of energy generated from RDP funded renewable energy projects expressed as Kilowatt hours per annum.

Target - 300,000  kilowatt hours per annum


	If relevant
	Not Applicable
	Not Applicable

	Gross number of jobs created

Target - 10


	If relevant
	Person(s) in new job(s) created – refer to Jobs Manual

Beneficiaries : Count as Above

	Section 75 Form should be issued to each


	Projects benefiting children and young people in the rural community

Target – 10  (purpose is to the identify projects meeting CYP criteria to contribute to PfG target of 5% of Axis 3 project expenditure)


	If relevant
	Not Applicable
	Not Applicable

	Number of participants that successfully ended a bespoke training activity

Target - To be set

	If relevant
	Each Individual who successfully completed the training

Beneficiaries : Count as Above
	Issue Section 75 forms to those not already being monitored. 



	Number of new jobs created which are still in existence at least two years after final funding

Target – to be set


	Required if new job created was a target
	Person(s) in new job(s) created – refer to Jobs Manual

Beneficiaries : Count as Above

	Section 75 Form should be issued to each


Measure 3.5: To enable and encourage residents of villages and surrounding areas to create a vision and an integrated action plan to ensure the full potential of such areas is achieved and to support integrated village initiatives which promote cross-community development and regeneration.  

Measure Code 322 (Village renewal and development)

	Indicator
	Setting Target Indicators
	Associated Monitoring Indicators / Beneficiaries
	Equality Monitoring Action Required

	Number of villages where actions took place

Target – 50

	If relevant
	Not Applicable

The purpose here is to count the number of individual villages where an RDP funded action or a multiple number of funded actions took place.

Therefore need to decide the best time to record this to ensure that the village is counted only once.


	Not Applicable

	Total volume of investment
Target - £12 Million
	All projects should contribute to this indicator
	This relates to the person (s) who receive the grant - but not employees 

Will be :
Private Individual



Members of a Partnership



Directors of a Limited Company



Directors of the Social Economy Enterprise



Directors of Community/Voluntary Group



Council Applicant



NDPB Applicant 


	Section 75 Form should be issued to each

	Number of community groups supported to undertake rural development within their communities.
Target – 50

	If relevant
	Not Applicable

The purpose here is to count the number of individual community groups supported to undertake development initiatives within their village or community.

Therefore need to decide the best time to record this to ensure that the Community Group is counted only once.


	Not Applicable

	Number of funded projects undertaken by RDP supported community groups

Target – 50

	All projects should contribute to this indicator
	Not Applicable

The purpose here is to count the total number of individual projects undertaken by Community Groups following offers of RDP funding.


	Not Applicable

	Projects supported to encourage good cross-community relations 

Target – 20

	If relevant
	Not Applicable
	Not Applicable

	Projects benefiting children and young people in a rural community (also includes project promoter, person in new job or receiving training if under 25 years old)

Target  - to be agreed (purpose is to the identify projects meeting CYP criteria to contribute to PfG target of 5% of Axis 3 project expenditure)

	If relevant
	Not Applicable
	Not Applicable

	Project is delivered by a Social Economy Enterprise

Target  - to be agreed (purpose is to the identify projects implemented by SEEs report the value of grant awarded to them)

	If relevant
	Not Applicable
	Not Applicable


	Gross number of jobs created

Target – 10


	If relevant
	Person(s) in new job(s) created – refer to Jobs Manual

Do not count facilitators
Beneficiaries : Count as Above

	Section 75 Form should be issued to each

	Population in rural areas benefiting from improved services: 

ICT Initiatives

	If relevant
	‘People benefitting’ does not include the organisation or individual in receipt of LOO/grant/funding

Beneficiaries should be counted as follows :

If the purpose of the project is to provide access for the community to ICT facilities, e.g., internet kiosks, etc only count each person logged as using the facility/benefitting from the project.
Each person who attends a bespoke training Course  


	 Only issue Section 75 Forms to individuals not already monitored.

Where internet facilities/kiosks or ICT facilities are supported for use by community members a log must be maintained of people using as evidence.

For equality monitoring the project promoter must provide a report on usage, community background, how the facility was publicised etc


	Population in rural areas benefiting from improved services: 

Improved Mobility

	If relevant
	No Associated Monitoring Info Required

‘People benefitting’ does not include the organisation or individual in receipt of LOO/grant/funding

Beneficiaries should be counted as follows :

Where the purpose of the project is to benefit migrant workers only count each migrant worker benefitting from the project or service.

	 Only issue Section 75 Forms to individuals not already monitored.


	Population in rural areas benefitting from Improved Services: 

Cultural Initiatives


	If relevant
	No Associated Monitoring Info Required

‘People benefitting’ does not include the organisation or individual in receipt of LOO/grant/funding

Beneficiaries should be counted as follows :

Where the purpose of the project is to deliver a cultural initiative, for example community festival, exhibition etc. also count people benefitting from the project, e.g. all attendees at a festival or visitors to a cultural building/site (if there is a logged record), etc or all those participating in or benefiting from the project. 
	If the number of beneficiaries is low and they are easily identified – issue Section 75 forms to those not already being monitored. 

For larger numbers e.g. cultural events, the project promoter should provide a detailed evaluation report on the project and this will include details on the number of attendees/participants. This report should be uploaded to the database and used to inform the PPE. 



	Population in rural areas benefitting from Improved Services:

Socio Economic Initiatives 


	If relevant
	No Associated Monitoring Info Required

People benefitting’ does not include the organisation or individual in receipt of LOO/grant/funding

Beneficiaries should be counted as follows :

Anyone else who benefits from the project are also counted. 

 
	If the number of beneficiaries is low and they are easily identified – issue Section 75 forms to those not already being monitored. 

For larger numbers, the project promoter should provide a detailed evaluation report on the project and this will include details on the number of attendees/participants. This report should be uploaded to the database and used to inform the PPE. 




	Population in rural areas benefitting from Improved Services:

Other Initiatives


	If relevant
	No Associated Monitoring Info Required

People benefitting’ does not include the organisation or individual in receipt of LOO/grant/funding
Beneficiaries should be counted as follows :
Anyone who benefits from the project are counted  

	If the number of beneficiaries is low and they are easily identified – issue Section 75 forms to those not already being monitored. 

For larger numbers, the project promoter should provide a detailed evaluation report on the project and this will include details on the number of attendees/participants. This report should be uploaded to the database and used to inform the PPE. 



	Number of participants that successfully ended a bespoke training activity

Target - To be set

	If relevant
	Each Individual who successfully completed the training

Beneficiaries : Count as Above

	Issue Section 75 forms to those not already being monitored. 



	Number of new jobs created which are still in existence at least two years after final funding

Target – to be set


	Required if new job created was a target
	Person(s) in new job(s) created – refer to Jobs Manual

Beneficiaries : Count as Above

	Section 75 Form should be issued to each


Measure 3.6: To create opportunities to preserve and upgrade Northern Ireland’s rural heritage and to use the natural and built environment as the basis for sustainable economic growth in rural areas. 

Measure code 323 (Conservation and upgrading of rural heritage)

	Indicator
	Setting Target Indicators
	Associated Monitoring Indicators / Beneficiaries
	Equality Monitoring Action Required

	Number of rural heritage actions supported

Target - 20
	All projects should contribute to this indicator
	This relates to the person

(s) who receive the grant, but not employees 

Will be :
Private Individual



Members of a Partnership



Directors of a Limited 
Company



Directors of the Social Economy Enterprise



Community/Voluntary Group Applicant



Council Applicant



NDPB Applicant 


	Section 75 Form should be issued to each

	Total volume of investments

Target - £4 Million

	All projects should contribute to this indicator

	Not Applicable
	Not Applicable

	Projects benefiting children and young people in a rural community (also includes project promoter, person in new job or receiving training if under 25 years old)

Target  - to be agreed (purpose is to the identify projects meeting CYP criteria to contribute to PfG target of 5% of Axis 3 project expenditure)

	If relevant
	Not Applicable
	Not Applicable

	Project is delivered by a Social Economy Enterprise

Target  - to be agreed (purpose is to the identify projects implemented by SEEs report the value of grant awarded to them)
	If relevant
	Not Applicable
	Not Applicable

	Population in rural areas benefiting from improved services:

ICT Initiatives

	If relevant
	No Associated Monitoring Info Required

People benefitting’ does not include the organisation or individual in receipt of LOO/grant/funding

Beneficiaries should be counted as follows :

If the purpose of the project is to provide access for the community to ICT facilities, e.g., internet kiosks, etc only count each person logged as using the facility/benefitting from the project.
Each person who attends a bespoke training Course  


	Promoter to produce an Evaluation Report base on the various services provided. 

Could include surveys. 

Where internet facilities/kiosks or ICT facilities are supported for use by community members a log must be maintained of people using as evidence.

For equality monitoring the project promoter must provide a report on usage, community background, how the facility was publicised etc


	Population in rural areas benefiting from improved services: 

Improved Mobility


	If relevant
	No Associated Monitoring Info Required

‘People benefitting’ does not include the organisation or individual in receipt of LOO/grant/funding

Beneficiaries should be counted as follows :

Where the purpose of the project is to benefit migrant workers only count each migrant worker benefitting from the project or service.

	Promoter to produce an Evaluation Report base on the various services provided. 

Could include surveys. 

	Population in rural areas benefitting from Improved Services: 

Cultural Initiatives


	If relevant
	No Associated Monitoring Info Required

‘People benefitting’ does not include the organisation or individual in receipt of LOO/grant/funding

Beneficiaries should be counted as follows :

Where the purpose of the project is to deliver a cultural initiative, for example community festival, exhibition etc. also count people benefitting from the project, e.g. all attendees at a festival or visitors to a cultural building/site (if there is a logged record), etc or all those participating in or benefiting from the project. 
	 Only issue Section 75 Forms to individuals not already monitored.

For larger numbers e.g. cultural events, the project promoter should provide a detailed evaluation report on the project and this will include details on the number of attendees/participants. This report should be uploaded to the database and used to inform the PPE. 



	Population in rural areas benefitting from Improved Services:

Socio Economic Initiatives


	If relevant
	No Associated Monitoring Info Required

People benefitting’ does not include the organisation or individual in receipt of LOO/grant/funding

Beneficiaries should be counted as follows :
Anyone else who benefits from the project are also counted. 


	 Only issue Section 75 Forms to individuals not already monitored.

For larger numbers, the project promoter should provide a detailed evaluation report on the project and this will include details on the number of attendees/participants. This report should be uploaded to the database and used to inform the PPE. 



	Population in rural areas benefitting from Improved Services: 

Other Initiatives


	If relevant
	No Associated Monitoring Info Required

People benefitting’ does not include the organisation or individual in receipt of LOO/grant/funding

Beneficiaries should be counted as follows :
Anyone else who benefits from the project are also counted. 


	If the number of beneficiaries is low and they are easily identified – issue Section 75 forms to those not already being monitored. 

For larger numbers, the project promoter should provide a detailed evaluation report on the project and this will include details on the number of attendees/participants. This report should be uploaded to the database and used to inform the PPE. 



	Number of participants that successfully ended a bespoke training activity

Target - To be set

	If relevant
	Each Individual who successfully completed the training

Beneficiaries : Count as Above

	Issue Section 75 forms to those not already being monitored. 



	Population enjoying access to amenity land/nature or conserved rural heritage sites as a result of assisted actions

Target – 5,000
	All projects should contribute to this indicator

	No Associated Monitoring Info Required

Beneficiaries should be counted as follows :

All members of the public who enjoy access to the funded project. 
	If the number of beneficiaries is low and they are easily identified – issue Section 75 forms to those not already being monitored. 

For larger numbers, the project promoter should provide a detailed evaluation report on the project and this will include details on the number of attendees/participants. This report should be uploaded to the database and used to inform the PPE. 



Appendix 14(c)
Northern Ireland

Rural Development Programme 2007-2013

Axis 3

Jobs Manual

To be used in conjunction with the Axis 3 Programme Objectives (Indicators) Manual

Monitoring of Jobs Created as a Result of NI Rural Development Programme Funding
Result Indicator: Gross Number of Jobs Created

Gross number of jobs created records the number of new permanent jobs created as a direct result of the grant awarded.  Axis 3 of the NIRDP 2007-13 has an overall target to create 1,170 jobs over five of the Measures:

3.1
Diversification

400

3.2  
Business Creation
700

3.3  
Tourism

  50

3.4  
Basic Services
  10

3.5  
Village Renewal
  10


        
Total

         1,170

This target is measured as head count, not full time equivalent (although full time equivalent is still required for other EU reporting purposes).  

The following details should be recorded on the EU database for each new job:

a) Head Count

This records the actual number of people, whether full time or part time.  Head count is required for reporting gross jobs to the EU Commission.

b) Full Time Equivalent (FTE)

FTE recording is also required by the EU Commission as it will contribute to the analysis of net employment creation (to be undertaken by an external evaluator).

A new part time job is equivalent to 0.5 FTE and a new full time job as 1.0 FTE.  See Section (1) on part time and full time employment for further details.
NOTE:  The database and LOO new job created target must be recorded as a head count (Database target title - Gross number of jobs created (headcount)), for example where the business aims to create 3 part-time jobs the LOO target will be recorded as the number of additional people (3) to be employed and not the full time equivalent number (1.5 FTE).  However when recording actual new job targets achieved at project monitoring stage the JCC is required to record both the actual number of new jobs created (additional number of people) and the full-time equivalent (FTE) number of jobs created.  The JCC should therefore record the FTE target as a special condition to the LOO or on the project file for future reference at project monitoring stage.  The LOO new job target must not be recorded as a FTE, therefore only whole numbers are recorded (gross headcount).
c) Age of Job Holder

One of the following should be recorded:

· Under 25

· 25 – 65

· Over 65



d) 
Gender of Job Holder
One of the following should be recorded:

· Male

· Female

e) 
Type of Job

One of the following categories should be recorded:

· Agri-tourism / tourism

· Leisure / amenity

· Craft

· Retail

· Renewable energy

· Equine/horse industry

· Childcare

· Other

Note: for all Measure 3.3 jobs, select the tourism category.

In addition, the following should be noted in relation to on farm / off farm jobs:

· On Farm – all Measure 3.1 new jobs are classified as “on farm”

· Off Farm – all Measure 3.2 to 3.5 new jobs are classified as “off farm”

The following sections provide guidance on what “counts” as a new job created, requirements for validation of jobs and equality considerations.

1. Part-time / Full-time Employment

· Definition of Part-time Employment
A new job is considered to be part-time if the contracted hours are 16 or more and less than 30 hours per week.  

Any new job / post which has less than 16 hours contracted employment per week should not be counted towards the new jobs total.

In terms of head count, a new part time job is recorded as “1” on the database, against the relevant job indicators.  In terms of FTE, a new part time job is recorded as “0.5” against the specific FTE indicator on the database.

Example – Two part-time workers employed in a permanent capacity to work 16 or more hours, but less than 30 hours per week, should be entered as 2 gross jobs (head count) on the database (against the jobs indicator).  The FTE equivalent is calculated as follows: each part-time job is 0.5 FTE, therefore 0.5 x 2 = 1.0 FTE, so a value of 1 is entered against the FTE indicator.

· Definition of Full-time Employment
A new job is considered as full time when the contracted hours are 30 hours or more per week.  Each new full time job is worth 1.0 FTE.

Example – If a project creates 3 full time jobs, then this is recorded as 3 gross jobs against the relevant jobs indicators and 3.0 against the FTE indicator. 

2. Direct / Indirect Employment

· Direct jobs 
Direct jobs are defined as jobs that are created as a direct consequence of the project e.g.  an existing engineering business receives grant assistance to install machines which allow the promoter to undertake the complete steel cutting, bending and manufacturing process within his own workshop, creating additional work and more cost effective that outsourcing the cutting and bending.  The galvanizing process to finish the products and delivery to customers will continue to be undertaken by another specialist business in the area.  One additional job is created immediately and a second new job is created six months later due to increased workload.   The project will have created two jobs.

Direct jobs should all be recorded on the database – as gross jobs created and the FTE equivalent.

· Indirect jobs
Indirect jobs are created when there is the provision to create jobs.  In the previous example the grant assistance to purchase additional equipment has allowed the business to undertake all elements of the manufacturing process thereby expanding resulting in the creation of two additional jobs.  As a result of the additional galvanizing and delivery work the neighbouring specialist business also creates one additional new job.  However, this new job is considered as an indirect job because the business has not directly received RDP funding.  Also the additional work may or may not be fully resultant from the additional work commissioned by the RDP funded business,  i.e. the creation of the job is not directly to RDP funding.

Indirect jobs should not be recorded on the database

3. Temporary Jobs Created

· Definition

A temporary job is short term in nature and is not expected to exist after the end of the programme.  These jobs will include Managers, Administrators, and Trainers etc, whose jobs have been created to aid the implementation of the programme or projects, but who post will not exist after the project is finished.  


Temporary jobs should not be recorded on the database


4. Permanent Jobs Created (including Seasonal Jobs)

· Definition
These are referred to as direct jobs.  These are the jobs that are created as a direct consequence of the project funding and will be new jobs not previously in existence.  

A job can only be considered as created whenever an individual has been employed in post for a minimum of thirteen weeks.  For seasonal jobs the individual must be employed for a continuous thirteen week period which occurs in each of two or more consecutive years. 

The sustainability of these jobs will be measured by determining the number of jobs still in existence two years after the job has been created (see later).  Only permanent jobs or seasonal jobs indicative of the following can contribute towards the overall gross jobs created target.   

Example 1 – An individual receives funding to start-up a new childcare business.  The promoter will be working in the nursery and undertaking the administration responsibilities thus creating one full time job.  Ten staff will be required each working 4 hour shifts, 5 days a  week therefore creating 10 part time jobs (5 FTEs).  This projects creates 11 new jobs (head count) and 6 FTE jobs.  

Example 2 – A project receives funding for new equipment for an existing business.  The increased capacity means that an extra person can be employed, and therefore the project creates one new job.

Job skills or placement students within funded projects do not count as jobs created. 

· Seasonal Jobs
Seasonal jobs are permanent jobs which will last for at least a 13 week period in each of two or more consecutive years.  

Example  – A funded tourism project employs two different workers full time (over 30 hours each) for 6 months of the year, for at least two consecutive years.  

For gross head count recording, this project has a total of two new jobs, which should be recorded as “2” against the relevant job indicators.  Even though the seasonal jobs are full time, when the hours are calculated on an annual basis they only equate to part time jobs in FTE terms, i.e. each worker is employed for 6 out of 12 months in the year, i.e. 6 ÷ 12 = 0.5 which is equivalent to 0.5 FTE each.  These jobs should be recorded as “1.0” against the FTE indicator on the database.

5. 
Monitoring and Validation of Jobs Created

· The job must be created by the project promoter as a direct result of the Axis 3 grant assistance.

· The job must be created in the business or project that received the funding and not in any sub-contracted business.

· The job must not have existed prior to the date on which the Project Promoter accepted the Letter of Offer for funding.

· A job can only be considered as created whenever an individual has been employed in post for a minimum of thirteen weeks.  For seasonal jobs the individual must be employed for a continuous thirteen week period which occurs in each of two or more consecutive years. 

· A job filled by an individual in a self employed capacity may be counted as a new job created provided that the criteria for recording new jobs is met.  As a minimum there must be evidence of cheque/bank transaction payments to the individual on a regular basis for a minimum period of thirteen weeks.  

· The job created must have 16 or more contracted hours per week.  

· Any permanent job created as a result of funding must comply with the statutory requirements for:

· Taxation, National Insurance contributions etc.

· Equal Opportunities and Fair employment.

· Health and Safety.
· As part of Project Monitoring Procedures JCC Admin Units  are required to have in place systems to verify the number of jobs that have been claimed as created, and must  verify all jobs using this monitoring guidance before recording on the database.   

· RDD Programme Compliance Unit (PCU) as part of their administration and management check (Article 28f checks) will verify that monitoring procedures are actioned as required and that the admin unit retains evidence on the project file to validate targets recorded as achieved.  
· RDD Axis 3 Contract management teams will carry out the required validation checks and record the outcome of the re-performance check on the project file. If irregularities in the new jobs recorded as created are found, these should be reported to the respective Data Quality Officer (Axis 3 measure manager) as soon as possible.

· The types of documents which might be inspected to validate the existence of a job will include some of the following:

i. Wage records – remuneration should be above the National Minimum wage.

ii. Copies of itemised pay advice

iii. Employee details including personnel records

iv. Time sheets and or work records

v. National Insurance records

vi. Details of condition of employment

vii. Employment reviews / appraisals

viii. Job induction / training records

ix. Evidence of recruitment in compliance with Equality of Opportunity Legislation - job applications, evidence of assessment and records of payment for advertising.

6. 
Cost per Job

· Definition
A projected cost per permanent job created will have been considered at the application assessment stage of the project.  The actual cost per created job is also required for the Post Project Evaluation (PPE). 

· Projected cost per job
The projected cost per job should be calculated as:

· The total Axis 3 grant awarded in the LOO divided by the number of permanent or direct full-time equivalent jobs to be created.

· Actual cost per job
The actual cost per job should be calculated as:

· The total Axis 3 grant paid divided by the number of permanent or direct full-time equivalent jobs actually created.

7. 
Agricultural Labour Units

Measure 3.1 has an impact indicator “additional labour units reallocated to non-agricultural activities”. This relates to agricultural jobs reallocated to non-agricultural activity.  The promoter or farm family member must as a minimum be spending 16 hours per week on the non-agricultural activity before it can be counted as an additional labour unit reallocated.  These do not count as new jobs created.  This indicator measures the allocation of jobs from the farming activity to the new business or existing business expansion only, and should be recorded as head count only. 

The validate labour units reallocated from work on the farm business the JCC should evidence of salary or drawings of the diversified business to the farmer or farm family member working on the funded business.  In many cases the diversified business will involve manufacture, running an equestrian yard or tourism business which will have considerable demands on time, however where the diversification is renewables throught wind turbines etc once the project is installed and running it is unlikely to create additional labour units.
8.
Section 75 Equality Monitoring
All new permanent jobs created should have a Section 75 equality monitoring questionnaire issued to the job holder, which should be returned to NISRA using the pre-paid envelope. A Section 75 questionnaire should only be issued once to the first jobholder for each post.  If the jobholder changes, a Section 75 questionnaire should not be issued to the new jobholder in order to avoid double counting. 

Further guidance on Section 75 equality monitoring is available in Chapter 9 of the Operating Rules.

9. 
Miscellaneous Job Queries

(a) 
If a person is unemployed and then gets a job as a result of project funding, this = a new job created.  

(b)
If a person moves from their existing job to a new role being created by project funding, this = a new job created.  If the existing job is within the funded business there must be evidence that the person moving to the new job created has been replaced by the employment of an additional person.  The criteria for counting a new job still applies, i.e., there must be evidence that the additional job has been occupied for a minimum of 13 weeks before recording.
(c) 
If a project promoter himself has his job created by project funding, this = a new job created.  He may not be listed as an employee but evidence for his new job should come from the business' yearly accounts which should show his salary being paid.
Impact Indicator: New Jobs Created Still in Existence Two Years After Final Funding (Job Sustainability)

This indicator records the number of new permanent jobs still in place two year after the final payment has been made.  (A target still has to be set)

· Definition
These are the permanent or direct jobs which are still in existence two years after final funding.  This provides a measurement of sustainability as a consequence of funding.

The following details should be recorded on the EU database for each new job:

· Head Count 

· Type of Job

· Age of Job Holder

· Gender of Job Holder

· Full Time Equivalent (FTE) 

For guidance on the above categories refer to pages 2-3 of this manual.

· Monitoring
The project should be contacted two years after final payment to determine if the job created is still in existence, and the above details should be recorded at that time.  

Appendix 14(d)

Northern Ireland

Rural Development Programme 2007-2013

Axis 3

Public Service Agreements (PSA)

And Programme for Government (PfG)
Monitoring Manual

To be used in conjunction with the EARDF Programme Objectives (Indicators)  Axis 3 Guidance Manual
Contents

	1.0
	Background
	4

	2.1
	PSA 17, Indicator 1 – Number of people benefiting from ICT initiatives 
	

	2.1.1
	What measures contribute to this indicator?
	6

	2.1.2
	What is an “ICT initiative”?
	6

	2.1.3
	What counts as “people benefiting”?
	6

	2.1.4
	When do I count the number of people benefiting?
	7

	2.1.5
	Evidence required
	7

	2.1.6
	How will information on progress against this PSA indicator be quality-assured?
	7

	2.1.7
	Where is this information stored?
	7

	2.2
	PSA 17, Indicator 2 -  Number of people benefiting from improved mobility
	

	2.2.1
	What measures contribute to this indicator?
	8

	2.2.2
	What is “improved mobility”?
	8

	2.2.3
	What counts as “people benefiting”?
	8

	2.2.4
	When do I count the number of people benefiting?
	9

	2.2.5
	Evidence required
	9

	2.2.6
	How will information on progress against this PSA indicator be quality-assured?
	9

	2.2.7
	Where is this information stored?
	10

	2.3
	PSA 17, Indicator 3 – Number of people benefiting from cultural initiatives
	

	2.3.1
	What measures contribute to this indicator?
	11

	2.3.2
	What is a “cultural initiative”?
	11

	2.3.3
	What counts as “people benefiting”?
	11

	2.3.4
	When do I count the number of people benefiting?
	12

	2.3.5
	Evidence required
	12

	2.3.6
	How will information on progress against this PSA indicator be quality-assured?
	12

	2.3.7
	Where is this information stored?
	13

	2.4
	PSA 17, Indicator 4 – Number of people benefiting from socio-economic initiatives
	

	2.4.1
	What measures contribute to this indicator?
	14

	2.4.2
	What is a “socio-economic initiative”?
	14

	2.4.3
	What counts as “people benefiting”?
	14

	2.4.4
	When do I count the number of people benefiting?
	14

	2.4.5
	Evidence required
	15

	2.4.6
	How will information on progress against this PSA indicator be quality-assured?
	15

	2.4.7
	Where is this information stored?
	15

	3.1
	PfG Target Indicator 1 – 2,000 people benefiting from projects providing access to basic services in rural areas
	

	3.1.1
	What Contributes to this indicator
	16

	3.1.2
	What are ‘projects providing access to basic services in rural areas’?
	16

	3.1.3
	What counts as “people benefiting”?
	16

	3.1.4
	When do I count the number of people benefiting?
	16

	3.1.5
	Evidence required
	17

	3.1.6
	Where is this information stored?
	17

	3.1.7
	How will information on progress against this PfG indicator be quality-assured?
	17

	3.1.8
	Frequency of Reporting
	17

	3.2
	PfG Target Indicator 2 – 5% of NIRDP Axis 3 spend to be on projects benefiting children and young people
	

	3.2.1
	What measures contribute to this indicator?
	19

	3.2.2
	What are “projects benefiting children and young people”?
	19

	3.2.3
	How is progress against this target measured?
	20

	3.2.4
	Evidence required
	20

	3.2.5
	How will information on progress against this PfG indicator be quality-assured?
	20

	3.2.6
	Where is this information stored?
	21

	3.2.7
	Frequency of Reporting
	21

	3.3
	PfG Target Indicator 3 – Rural Development spend on projects dealing with diversification of the rural economy and quality of life in rural areas
	

	3.3.1
	What measures contribute to this indicator?
	22

	3.3.2
	What counts as spend on projects dealing with diversification of the rural economy and quality of life in rural areas?
	22

	3.3.3
	Evidence required
	22

	3.3.4
	How will information on progress against this PfG indicator be quality-assured?
	22

	3.4
	RDD Target – Support for Social Economy Enterprise
	

	3.4.1
	What should be recorded for this target?
	24

	3.4.2
	What measures contribute to this target indicator?
	24

	3.4.3
	What is a Social Economy Enterprise?
	24

	3.4.4
	How will the data be collected?
	24

	3.4.5
	When do I count the number of Social economy Enterprises supported?
	24

	3.4.6
	Evidence required
	25

	3.4.7
	Where is this information stored?
	25

	3.4.8
	How will information on progress against this target be quality assured?
	25

	3.4.9
	Frequency of reporting?
	25

	4.0
	PSA 17 & PfG Indicators — Re-performance checks
	27

	5.0
	PSA 17 & PfG Indicators — recording progress against targets
	28


1.0 Background

The Northern Ireland Executive has established a range of targets called Public Service Agreements (PSAs) and key goals and actions in the Programme for Government (PfG).

The Department of Agriculture and Rural Development (DARD) contributes to PSA 17, which aims to improve rural infrastructure across Northern Ireland. Eight target indicators contribute to this PSA, four of which can be measured under the Northern Ireland Rural Development Programme (NIRDP) 2007-13. These are:

· 1,000 people benefiting from ICT initiatives,

· 2,000 people benefiting from improved mobility,

· 5,000 people benefiting from cultural initiatives,

· 5,000 people benefiting from socio-economic initiatives

DARD also contributes to the PfG goals and actions under five Departmental targets.  Three of these relate to Axis 3 of the NIRDP 2007-2013.  These are:

· NIRDP Axis 3 expenditure of £100m on projects dealing with diversification of the rural economy and quality of life in rural areas (Priority 2);

· 2,000 people benefiting from projects providing access to basic services in rural areas (Priority 2); and

· 5% of the NIRDP Axis 3 project expenditure to be on projects benefiting children and young people (Priority 2).

Additionally Rural Development Division is required to report the number of projects delivered by Social Economy Enterprises and the total value of LOO grant assistance awarded to these projects. The targets to be reported are;

· Number of projects delivered by Social Economy Enterprises,

· Value of LoOs issued to projects being delivered by social economy enterprises.
The following guidance details how each of these target indicators applies to Axis 3; how it should be measured; and what quality controls should be put in place.

The target figures quoted relate to the overall target to be achieved by DARD.  Axis 1 of the NIRDP and other grant programmes, such as DARD’s Anti-Poverty schemes and Interreg IV, will also contribute.

PSA and PfG targets are subject to close scrutiny by the Northern Ireland Executive four times a year. PSA targets are also reviewed by DARD’s Internal Audit Branch and the Northern Ireland Audit Office (NIAO).

Rural Development Division is required to report progress against each of the targets at the end of each calendar month.

2.1 PSA 17, Indicator 1 — Number of people benefiting from ICT initiatives (target 1,000)

2.1.1 What measures contribute to this indicator?

Axis 3 measures particularly Farm Diversification, Business Creation, Tourism, Basic Services.  This indicator may be set under any measure if it involves an ICT initiative.

2.1.2 What is an “ICT initiative”?

Information and Communications Technology is “using computer-based information systems and communications to gather, store, receive, analyse or transmit information”. Projects based on ICT should be included, for example, buying ICT equipment, ICT training schemes, installing ICT equipment to improve facilities and so on.

Examples of ICT initiatives include:

· software to create a website to promote tourism, 

· purchase of ICT equipment for use by a micro-business, 

· ICT bespoke training for a project, i.e. training specifically required for their project. 

ICT does not have to be the main focus of a project in order for it to qualify as an ICT initiative.

(Please note that the above list of examples is for illustrative purposes only and is not exhaustive)

2.1.3 What counts as “people benefiting”?

· a business that receives a grant to purchase ICT equipment to modernise their practices — the farmer diversifying/private individual/sole trader counts as one person, or if the business is run by a partnership or limited company count each partner or director, this includes social economy enterprises if ICT equipment is funded for the business.  

· count each person who attends a bespoke ICT training course.  

· projects delivered by a Social Economy Enterprise, Community Group, Local Council or NDPB which provide access for the community to ICT facilities, internet kiosks etc count each person logged as using the facilities.

2.1.4 When do I count the number of people benefiting?

The number of beneficiaries of a project should be counted at project completion stage, i.e. all monies paid to project promoter, final verification site visit completed, final progress report submitted by promoter and approved by council staff.

2.1.5 Evidence required

Written evidence of ICT purchase (e.g. invoice). Item viewed by verification staff during site visit. Written evidence from project promoter that training course was completed.  Written evidence via a log of usage or system generated report for projects providing ICT facilities or internet access for use by the community.
(Please note that the type of evidence required will vary, dependent on project & measure. The above list is for illustrative purposes & is not exhaustive.)

2.1.6 How will information on progress against this PSA indicator be quality-assured?

Internal Audit and the NIAO require a system of checking to be in place to provide sufficient assurance and adequate supporting evidence to show that PSA targets were achieved and that this information was recorded on the database correctly.

· JCC Admin Unit staff will perform project monitoring at pre-payment site visit to evidence items purchased or service provided, (Article 24 check on 100% of projects).

· JCC Admin Unit staff will perform 6 monthly project monitoring as detailed at chapter 9 and Appendix 14 of the Operating Rules.  This is important as depending on the nature of the project the achievement of some benefits may take longer term.

· RDD Programme Compliance Unit (PCU) as part of their administration and management check (Article 28f checks) will verify that monitoring procedures are actioned as required and that the admin unit retains evidence on the project file to validate targets recorded as achieved.

· RDD Axis 3 Contract management staff will carry out re-performance checks (please refer to point 3.0 for details).

2.1.7 Where is this information stored?

All information related to this indicator is stored on the EU database. The EU database should be the only source for of information used when reporting progress.

2.2 PSA 17, Indicator 2 — Number of people benefiting from improved mobility 
(target 2,000)

2.2.1 What measures contribute to this indicator?

Axis 3 measures, particularly Farm Diversification, Business Creation, Basic Services.  This indicator may be set under any measure if it involves improved mobility.

2.2.2 What is “improved mobility”?

Mobility is “the free movement of people, goods and services between EU member states”. Buying equipment or services across member-state borders and projects or initiatives to help EU migrant workers are both included. If goods or services are bought, the “person benefiting” is “the owner of the Northern Ireland business (or its board of directors if there is one)”. Under Axis 4 of the NIRDP, cross-border and transnational co-operation projects may also contribute to this indicator. Their contribution will be reviewed when the co-operation elements of Axis 4 have been developed further.

Examples of “improved mobility” include:

· projects that benefit migrant* workers, 

· projects that enable a new or existing business to export goods or services to another EU member state, 

· projects that involve the purchase of equipment from another EU member state.

*Definition of Migrant Worker: - an individual from within another EU member state who is now living and working in Northern Ireland.  This does not include someone living in the ROI who commutes to work in Northern Ireland or individuals from other regions of the UK. (i.e., not from England, Scotland or Wales)

(Please note that the type of evidence required will vary, dependent on project & measure. The above list is for illustrative purposes & is not exhaustive.)

2.2.3 What counts as “people benefiting”?
· where a Social Economy Enterprise, community group, local council or NDPB as the project promoter provides a service for migrant workers, the beneficiaries to be counted are the migrant workers who benefit from the project or service provided.  

· for a farmer or business receiving a grant to purchase equipment from another EU member state, count the farmer diversifying/private individual/sole trader as one person, or if the business is run by a partnership or limited company count each partner or director, this includes directors of a Social Economy Enterprise if funded equipment for their business is from another EU Member State.  

· the promoter is a migrant worker, count as one or if partnership or limited company count each migrant partner or director.

2.2.4 When do I count the number of people benefiting?

The number of beneficiaries of a project should be counted at project completion stage, i.e. all monies paid to project promoter, final verification visit completed, final progress report submitted by promoter and approved by council staff.

2.2.5 Evidence required

Written evidence from project promoter confirming the number of migrant workers involved in or benefiting from the project. Register of events or service-users, etc. Written evidence that equipment was purchased from another EU member state (e.g. invoice). Item viewed by verification officer during site visit.  Written evidence of orders or export trade with another EU country.
(Please note that the type of evidence required will vary, dependent on project & measure. The above list is for illustrative purposes and is not exhaustive.)

2.2.6 How will information on progress against this PSA target be quality-assured?

Internal Audit and the NIAO require a system of checking to be in place to provide sufficient assurance and adequate supporting evidence to show that PSA targets were achieved and that this information was recorded on the database correctly.

· JCC Admin Unit staff will perform project monitoring at pre-payment site visit to evidence items purchased or service provided, (Article 24 check on 100% of projects).

· JCC Admin Unit staff will perform 6 monthly project monitoring as detailed at chapter 9 and Appendix 14 of the Operating Rules.  This is important as depending on the nature of the project the achievement of some benefits may take longer term.

· RDD Programme Compliance Unit (PCU) as part of their administration and management check (Article 28f checks) will verify that monitoring procedures are actioned as required and that the admin unit retains evidence on the project file to validate targets recorded as achieved

· RDD Axis 3 Contract management staff will carry out re-performance checks (please refer to point 3.0 for details).

2.2.7 Where is this information stored?

· All information related to this indicator for Axis 3 of the NIRDP 2007-13 is stored on the EU database. The EU database should be the only source of information used when reporting progress against this indicator.

2.3 PSA 17, Indicator 3 — Number of people benefiting from cultural initiatives 

(target 5,000)

2.3.1 What measures contribute to this indicator?

Axis 3 measures (particularly Tourism, Basic Services, Village Renewal, Conservation and Upgrading of Rural Heritage).

2.3.2 What is a “cultural initiative”?

“Cultural” refers to “language, literature, performing arts, visual arts, architecture, crafts, the cinema and broadcasting, including festivals”.

Examples of “cultural initiatives” include:

· community festivals with a cultural theme as described above.

· projects creating murals or other public art to enhance a village’s appearance. 

· projects to create a book or exhibition charting the history of a village or rural area.

(Please note that the above list of examples is for illustrative purposes only and is not exhaustive)

2.3.3 What counts as “people benefiting”?

· for festivals, concerts or other culture-based projects delivered by a Community Group, Local Council or NDPB the beneficiaries to be counted are all attendees or all those participating in or benefiting from the project. 

· for a farmer or business receiving support to run festivals, concerts or deliver other culture-based projects count farmer diversifying/private individual/sole trader as one, or if the business is a partnership, limited company or social economy enterprise count each partner or director, plus all attendees or all those participating in or benefiting from the project.

2.3.4 When do I count the number of people benefiting?

The number of beneficiaries of a project should be counted at project completion stage, i.e. all monies paid to project promoter, final verification visit completed, final progress report submitted by promoter and approved by council staff.

2.3.5 Evidence required

For arts projects, etc., ticketed events, written confirmation of attendance or participants from project promoter. For community festivals, written estimate of attendance from project promoter. As much evidence as possible in support of this target should be gathered, e.g. daily records of number of visitors to an exhibition, receipts showing numbers of tickets sold, visitors book, note of venue capacity, etc.

(Please note that the type of evidence required will vary, dependent on project & measure. The above list is for illustrative purposes and is not exhaustive.)

2.3.6 How will information on progress against this PSA target be quality-assured?

Internal Audit and the NIAO require a system of checking to be in place to provide sufficient assurance and adequate supporting evidence to show that PSA targets were achieved and that this information was recorded on the database correctly.

· JCC Admin Unit staff will perform project monitoring at pre-payment site visit to evidence items purchased or service provided, (Article 24 check on 100% of projects).

· JCC Admin Unit staff will perform 6 monthly project monitoring as detailed at chapter 9 and Appendix 14 of the Operating Rules.  This is important as depending on the nature of the project the achievement of some benefits may take longer term.

· RDD Programme Compliance Unit (PCU) as part of their administration and management check (Article 28f checks) will verify that monitoring procedures are actioned as required and that the admin unit retains evidence on the project file to validate targets recorded as achieved

· RDD Axis 3 Contract management staff will carry out re-performance checks (please refer to point 3.0 for details).

2.3.7 Where is this information stored?

· All information related to this indicator for Axis 3 of the NIRDP 2007-13 is stored on the EU database. The EU database should be the only source of information used when reporting progress against this indicator.

2.4 PSA 17, Indicator 4 — Number of people benefiting from socio-economic initiatives (target 5,000)

2.4.1 What measures contribute to this indicator?

Axis 3 measures (particularly Basic Services, Village Renewal)

2.4.2 What is a “socio-economic initiative”?

Socio-economic projects are “projects that have a social, community or ethical purpose”.  They do not have to charge for the services provided nor do they have to make a profit and will be largely dependent on grants and other donations.  They may be delivered by an organisation with paid staff or by volunteers. 
Examples of “socio-economic initiatives” include:
· providing a childcare facility,

· providing a community venue for Youth activities ,

· providing a community information centre,

· farmers’ market.

(Please note that the above list of examples is for illustrative purposes only and is not exhaustive)

2.4.3 What counts as “people benefiting”?

· anyone who benefits from the project is counted, e.g. if the project created childcare places, each childcare place created would be counted, number of people or number of people in the organisations using the new or refurbished community facility,

· where the project is being delivered by a Social Economy Enterprise, count each director of the SEE.  .
2.4.4 When do I count the number of people benefiting?

· The number of beneficiaries of a project should be counted at project completion stage, i.e. all monies paid to project promoter, final verification visit completed, final progress report submitted by promoter and approved by council staff.

2.4.5 Evidence required

· written confirmation of number of beneficiaries from project promoter, e.g. numbers of childcare service-users, number of market traders, number of people using the facility etc.

(Please note that the type of evidence required will vary, dependent on project & measure. The above list is for illustrative purposes and is not exhaustive.)

2.4.6 How will information on progress against this PSA target be quality-assured?

Internal Audit and the NIAO require a system of checking to be in place to provide sufficient assurance and adequate supporting evidence to show that PSA targets were achieved and that this information was recorded on the database correctly.

· JCC Admin Unit staff will perform project monitoring at pre-payment site visit to evidence items purchased or service provided, (Article 24 check on 100% of projects).

· JCC Admin Unit staff will perform 6 monthly project monitoring as detailed at chapter 9 and Appendix 14 of the Operating Rules.  This is important as depending on the nature of the project the achievement of some benefits may take longer term.

· RDD Programme Compliance Unit (PCU) as part of their administration and management check (Article 28f checks) will verify that monitoring procedures are actioned as required and that the admin unit retains evidence on the project file to validate targets recorded as achieved

· RDD Axis 3 Contract management staff will carry out re-performance checks (please refer to point 3.0 for details).

2.4.7 Where is this information stored?

· All information related to this indicator for Axis 3 of the NIRDP 2007-13 is stored on the EU database. The EU database should be the only source of information used when reporting progress against this indicator.
3.1 PfG Indicator 1 - 2,000 people benefiting from projects providing access to basic services in rural areas
3.1.1 What contributes to this indicator?

All projects and initiatives funded under NIRDP 2007-13 Axis 3, Measure 3.4: Basic Services for the Economy and Rural Population.
3.1.2 What are “projects providing access to basic services in rural areas”?

Projects providing access to basic services in rural areas can be defined as those projects which seek to improve or maintain the living conditions and welfare of those living in rural areas, and to increase the attractiveness of such areas through the provision of more and better basic services, for the economy and the rural population.

· Examples of “projects providing access to basic services” may include:

· Research to identify the needs of isolated rural communities;

· Measure technical assistance for building capacity to enable improved provision of basic services;

· Measure technical assistance for developing integrated action plans;

· Undertaking infrastructural improvements;

· Developing innovations in access to basic services for rural communities;

· Demonstration or pilot projects; and

· Recreational activities.

3.1.3 What counts as “people benefiting”?
An individual who uses or benefits from a project funded under Measure 3.4 of the NI Rural Development Programme 2007-13: Basic Services for the Economy and Rural Population. 
3.1.4 When do I count the number of people benefiting?

RDD will use the numbers already recorded on the EU Database, System 2007 as benefiting under the PSA 17 targets ‘population in rural areas benefiting from improved services’ under measure 3.4.  No further action required by Cluster Admin Staff.

3.1.5 Evidence required

Written evidence from the project promoter of the number of service-users/beneficiaries. Where possible this should be supplemented with other sources of evidence, e.g. log books. Axis 3 Contract Management staff must be satisfied that the information reported by project promoters is accurate and verifiable before it is reported to RDD Corporate Services.
3.1.6 Where is this information stored?

RDD will use the numbers already recorded on the EU Database, System 2007 as benefiting under the PSA 17 targets ‘population in rural areas benefiting from improved services’ under measure 3.4.  No action required by Cluster Admin Staff.

3.1.7 How will information on progress against this target be quality-assured?

Internal Audit and the NIAO require a system of checking to be in place to provide sufficient assurance and adequate supporting evidence to show that targets were achieved and that this information was recorded on the database correctly.
· JCC Admin Unit staff will perform project monitoring at pre-payment site visit to evidence items purchased or service provided, (Article 24 check on 100% of projects).

· JCC Admin Unit staff will perform 6 monthly project monitoring as detailed at chapter 9 and Appendix 14 of the Operating Rules.  This is important as depending on the nature of the project the achievement of some benefits may take longer term.

· RDD Programme Compliance Unit (PCU) as part of their administration and management check (Article 28f checks) will verify that monitoring procedures are actioned as required and that the admin unit retains evidence on the project file to validate targets recorded as achieved

· RDD Axis 3 Contract management staff will carry out re-performance checks (please refer to point 3.0 for details).

3.1.8 Frequency of reporting

· Reporting against this indicator will take place monthly, with RDD Corporate Services gathering information on progress as part of its monthly monitoring process. These will be reported to the Departmental Board each month as part of the Corporate Balanced Scorecard.

· Progress will be formally reported to OFMdFM quarterly, at the end of June, September, December and March.

3.2 PfG Indicator 2 - 5% of NIRDP Axis 3 spend to be on projects benefiting Children and Young People

3.2.1 What measures contribute to this indicator?

· All NIRDP 2007-13 Axis 3 measures up to 31 March 2015.

3.2.2 What are “projects benefiting children and young people” (CYP)?

· "Children and young people" are defined as any person under 25.

· “Projects benefiting children and young people” refers to any project funded under an NIRDP Axis 3 measure where CYP are among the beneficiaries

· Beneficiaries can fall under several categories:
   (i) The grant recipient is under 25;

   (ii) A new job is created and the person in that job is under 25;

   (iii) End users/beneficiaries of a project are under 25.  It is not necessary for CYP to be the sole or main beneficiary group of a project in order for it to contribute towards this target. 

Collecting Data:

· A project identified as benefiting CYP as end users is now captured on the EU database by a specific indicator - “projects benefiting children and young people in the rural community” under each measure, 

for ease of reference in identifying all projects which contribute to benefiting CYP,  Admin Unit staff must use the specific CPY target indicator. In the past RDD have identified these projects through the following records:

· A project where the grant recipient relates to CYP is captured on the EU database under the number of beneficiaries supported/action supported indicator for each measure.

· A project where a new job relates to CYP is captured on the EU database under the number of jobs created indicator for each measure.

· A young person who receives a farm diversification grant or who receives funding to start a new business, or develop a tourism venture;

· A young person employed in a new job, where that job has been created by funding provided by Axis 3;

· Providing training for children and young people;

· Providing leisure/recreation opportunities for children and young people; and

· Cultural events (e.g. concerts) where children and young people are amongst the beneficiaries.

The above are examples of “projects benefiting children and young people” (Please note that the above list of examples is for illustrative purposes only and is not exhaustive):

3.2.3 How is progress against this target measured?

This is for information only.  DARD Axis 3 staff will use the information recorded to the CYP target indicator on the database to calculate the percentage spend attributed to projects benefiting children and young people.

· The total value of Axis 3 project expenditure should be reported using information from System 2007 only.   This value should be based on “completed projects”.  The value should relate to confirmed project spend/payments made; it is not the value of Letters of Offer issued.  Axis 3 delivery agent running costs should be excluded. 

· Total value of project expenditure relating to projects which benefit CYP should also be obtained using System 2007 only.  This value should be based on “completed projects” and should relate to confirmed project spend/payments made; it is not the value of Letters of Offer issued.    

· Projects benefiting CYP will be identified by NISRA reports which can extract CYP data based on the 3 categories referred to in Section 3.2.2 (Beneficiaries (i), (ii) and (iii)). 

· The spend on projects benefiting children and young people should be divided by the total spend on all Axis 3 projects and then multiplied by 100 to give a percentage figure.

3.2.4 Evidence required

· System 2007 is the only source of information used to calculate progress against this indicator (except interim arrangements, see Section 3.2.2.  An electronic record (e.g. NISRA report) of System 2007 figures for each reporting period should be maintained on TRIM by Axis 3 staff.
3.2.5 How will information on progress against this PfG target be quality-assured?

· The regularity of expenditure is monitored by the various checks required by EU regulations (Article 24 and Article 28f). Article 24 checks are performed on 100% of projects by delivery staff, and Article 28f checks are performed by Rural Development Division’s (RDD) Programme Compliance Unit. In addition Article 25 checks are performed by European Policy Branch’s EU Verification Unit.

· Guaranteeing the accuracy of the data input on to System 2007, i.e. data entry by council administration unit staff processing the payments, should be part of their normal checking procedures.

· The accuracy of data input by the councils in completing the payment claims (submitted to CPU) is the responsibility of the council administration units.

· Guaranteeing the accuracy of figures quoted in payment confirmation letters to the Councils is the responsibility of RDD Central Payment Unit, and should be part of their normal checking procedures.

3.2.6 Where is this information stored?

· All information related to this indicator is stored on System 2007 (except interim arrangements as per Section 3.2.2).

3.2.7 Frequency of reporting

· Reporting against this indicator will take place monthly, with RDD Corporate Services gathering information on progress as part of its monthly monitoring process. These will be reported to the Departmental Board each month as part of the Corporate Balanced Scorecard.

Progress will be formally reported to OFMdFM quarterly, at the end of June, September, December and March.

3.3 PfG Indicator 3 -  Rural Development Programme spend on projects dealing with diversification of the rural economy and quality of life in rural areas
3.3.1 What measures contribute to this indicator?

· All Axis 3 measures:
· 3.1: Farm Diversification
· 3.2: Business Creation
· 3.3: Encouragement of Tourism Activities
· 3.4: Basic Services for the Economy and Rural Population
· 3.5: Village Renewal and Development
· 3.6: Conserving and Upgrading Rural Heritage
· All Axis 4 measures:

· 4.2 Co-operation projects

· 4.3 Councils’ delivery costs

3.3.2 What counts as spend on projects dealing with diversification of the rural economy and quality of life in rural areas?

· Spend is measured on an accruals basis, and figures reported are those recorded on Account NI, which is the NICS-wide financial management system.

· Spend encompasses project grants and other programme-related spend (e.g. technical assistance for co-operation projects), plus delivery costs incurred by the seven Joint Council Committees.
3.3.3 Evidence required
· DARD HQ staff will report on this indicator – no action is required by Cluster Admin staff. An electronic record of Account NI figures for each quarterly reporting period will be filed on TRIM by Corporate Finance Section in container DA2-11-8323, PfG 2011-15 Evidence Reports.

3.3.4 How will information on progress against this indicator be quality-assured?

· The regularity of expenditure is monitored by the various checks required by EU regulations (Article 24 and Article 28f). Article 24 checks are performed on 100% of projects by delivery staff, and Article 28f checks are performed by Rural Development Division’s (RDD) Programme Compliance Unit. In addition, Article 25 “on the spot” checks are performed by European Policy Branch’s EU Verification Unit.

· Guaranteeing the accuracy of the data input on to Account NI, i.e. data entry by staff processing the payments in RDD’s Central Payments Unit, is part of their normal checking procedures.

· The accuracy of data input by the delivery agent in completing the payment claims (which are then submitted to CPU) is the responsibility of the council administration units.

3.4   RDD Target for reporting Support for Social Economy Enterprises

3.4.1  What should be recorded to measure this target

Rural Development Division is required to report the number of projects delivered by Social Economy Enterprises and the total value of LOO grant assistance awarded to these projects.   The targets to be reported are;

· Number of Projects delivered by Social Economy Enterprises.

· Value of LoOs issued to projects being delivered by social economy enterprises
3.4.2  What measures contribute to this target indicator

All Axis 3 measures except Measure 3.1, diversification into non-agricultural activity.

3.4.3  What is a Social Economy Enterprise

Social Economy Enterprise (SEE) is a business which operates in the commercial marketplace, employs staff and makes a profit.  The difference between a private business and a SEE is that the SEE has social objectives and reinvests the profit for the purpose of their business or the community.

A SEE must not be confused with a social economic initiative run by a community/voluntary group which do not have to charge for the service or make a profit and will be largely dependent on grants and other donations.

3.4.4  How will the data be collected

Collecting Data:

· a Project Promoter is identified by the Cluster Admin Unit staff as a Social Economy Enterprise supported is now captured on the EU database by a specific indicator - “Project is delivered by a Social Economy Enterprise”

For ease of reference in identifying all projects which contribute to Social Economy Enterprise supported, the Admin Unit staff must use the specific ‘Project is delivered by a Social Economy Enterprise’ target indicator. 

3.4.5  When do I count the number of Social Economy Enterprises supported?

RDD will use the numbers of SEEs recorded using the number recorded on the EU Database, System 2007 under target indicator “Project is delivered by a Social Economy Enterprise”.  .

3.4.6 Evidence required

Written evidence of the status of the project promoter as assesses during project appraisal process. Axis 3 Contract Management staff must be satisfied that the SEE status of project promoters is accurate and verifiable before it is reported to RDD Corporate Services.
3.4.7 Where is this information stored?

RDD will use the numbers already recorded on the EU Database, System 2007 as under target indicator “Project is delivered by a Social Economy Enterprise”..  

3.4.8 How will information on progress against this target be quality-assured?

Internal Audit and the NIAO require a system of checking to be in place to provide sufficient assurance and adequate supporting evidence to show that targets were achieved and that this information was recorded on the database correctly.

· JCC Admin Unit staff will perform project monitoring at pre-payment site visit to evidence items purchased or service provided, (Article 24 check on 100% of projects).

· JCC Admin Unit staff will perform 6 monthly project monitoring as detailed at chapter 9 and Appendix 14 of the Operating Rules.  This is important as depending on the nature of the project the achievement of some benefits may take longer term.

· RDD Programme Compliance Unit (PCU) as part of their administration and management check (Article 28f checks) will verify that monitoring procedures are actioned as required and that the admin unit retains evidence on the project file to validate targets recorded as achieved

· RDD Axis 3 Contract management staff will carry out re-performance checks (please refer to point 4.0 for details).

3.4.9 Frequency of reporting

· Reporting against this indicator will take place monthly, with RDD Corporate Services gathering information on progress as part of its monthly monitoring process. These will be reported to the Departmental Board each month as part of the Corporate Balanced Scorecard.

· Progress will be formally reported to OFMdFM quarterly, at the end of June, September, December and March.

4.0  PSA 17 & PfG Indicators — re-performance checks

· In order to ensure that performance against PSA and PfG targets is properly measured, PSA and PfG data are subject to a system of checking. Depending on the target, this may involve Article 24 and Article 28f checks (formerly Article 26 and  33), for example.

· In order to provide a sufficient level of assurance that our PSA/PfG data are correct, Internal Audit has said that a further level of checking known as a re-performance check must be implemented by RDD staff.

· A re-performance check is made up of two parts. First, it must be checked that sufficient evidence is held by RDD or the delivery agent to support the PSA/PfG figure reported. Secondly, it must be checked that the PSA/PfG figure has been correctly entered onto the EU database or other data source.

· The number of re-performance checks to be carried out depends on the number of successful applicants under a scheme and is shown in the table below.

	No. of successful applications
	0 – 10
	11 – 50
	51 – 250
	251 - 1000
	1001 +

	Percentage of checking
	20%
	10%
	5%
	2%
	1%

	Minimum number of checks
	2
	3
	5
	10
	20


Successful applications should be checked according to the percentage level specified unless the number of checks is less than the minimum stated for that band. In those cases, the stated minimum number should be checked.

· RDD Axis 3 Contract management teams will carry out the required validation checks and record the outcome of the re-preformance check on the project file. If irregularities in PSA/PfG data are found, these should be reported to the respective Data Quality Officer (Axis 3 measure manager) as soon as possible.

5.0 PSA 17& PfG Indicators — recording progress against targets
· The EU database (System 2007) will be used as the single source of information for reporting PSA 17 & PfG progress by Axis 3.

· DARD is required to report PSA progress to the Northern Ireland Executive on a quarterly basis — at the end of June, September, December and March each financial year. It is therefore important that Joint Council Committee (JCC) administration units input data regularly as it becomes available.

· To monitor progress with the monitoring and achievement of these targets RDD is required to report progress to DARD senior management at the end of each calendar month.

· It is recommended that the JCC administration units have dedicated staff whose responsibility it is to input this data onto the database, e.g. weekly, as it becomes available. JCC administration units should also have a system for checking the accuracy of data input.

· Where appropriate, PSA and PfG targets should be included as a target in projects’ LoOs to ensure that regular monitoring is a contractual requirement.

	                                                                                                                         Appendix 14(e)

Generic Monitoring Data - to be collected at LoO Acceptance Stage 

	
	
	MEASURE 3.1

	Application Reference No 
	 
	

	Project Promoter
	
	 

	Beneficeries (for this measure is the Applicant)
	

	Total No. of Beneficeries 
	
	
	 
	 

	
	
	
	
	
	
	

	
	
	
	
	
	Males 
	Females

	Beneficeries (No under 25) 
	
	 
	 

	Beneficeries (No 25-65)
	
	
	 
	 

	Beneficeries (No over 65)
	
	
	 
	 

	
	
	
	
	
	
	

	Type of Activity (Project)
	
	
	
	

	Tourism
	
	
	
	
	
	 

	Leisure/Amenity
	
	
	
	
	 

	Craft Activities
	
	
	
	
	 

	Retail Activities
	
	
	
	
	 

	Renewable Energy Production
	
	
	 

	Equine/Horse Industry
	
	
	
	 

	Childcare
	
	
	
	
	 

	Other 
	
	
	
	
	
	 

	
	
	
	
	
	
	

	Project Benefits Children&Young People
	Yes
	No

	
	
	
	
	
	
	

	Type of Holding
	
	
	
	
	

	Agriculture Holding
	
	
	
	 

	Other Enterprises
	
	
	
	 

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Renewable Energy Generated
	
	
	

	Potential Volume (Kilowatt Hours Per Annum)
	
	 

	Type of Renewable Energy
	
	
	 

	Wind Generated
	
	
	
	
	 

	Solar
	
	
	
	
	
	 

	Hydro
	
	
	
	
	
	 

	Other
	
	
	
	
	
	 

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Completed by: __________________________________________(Admin Unit Officer)

	
	
	
	
	
	
	

	Recorded on Database by: ________________________________ (Admin Unit Officer)


	Generic Monitoring Data - to be collected at LoO Acceptance Stage 

	
	
	MEASURE 3.2

	Application Reference No 
	 
	

	Project Promoter
	
	 

	
	
	
	
	
	
	

	Micro-enterprise
	
	
	
	

	New 
	
	
	
	
	
	 

	Existing
	
	
	
	
	
	 

	
	
	
	
	
	
	

	Status 
	
	
	
	
	
	

	Natural
	
	
	
	
	
	 

	Legal
	
	
	
	
	
	 

	
	
	
	
	
	
	

	Promoter is a Social Economy Enterprise
	Yes
	No

	
	
	
	
	
	
	

	Beneficeries (for this measure is the Applicant)
	

	
	
	
	
	
	Males 
	Females

	Beneficeries (No under 25) 
	
	 
	 

	Beneficeries (No 25-65)
	
	
	 
	 

	Beneficeries (No over 65)
	
	
	 
	 

	
	
	
	
	
	
	

	Type of Activity (Project)
	
	
	
	

	Tourism
	
	
	
	
	
	 

	Leisure/Amenity
	
	
	
	
	 

	Craft Activities
	
	
	
	
	 

	Retail Activities
	
	
	
	
	 

	Renewable Energy Production
	
	
	 

	Equine/Horse Industry
	
	
	
	 

	Childcare
	
	
	
	
	 

	Other 
	
	
	
	
	
	 

	
	
	
	
	
	
	

	Project Benefits Children&Young People
	Yes
	No

	
	
	
	
	
	
	

	Type of Holding
	
	
	
	
	

	Agriculture Holding
	
	
	
	 

	Other Enterprises
	
	
	
	 

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Renewable Energy Generated
	
	
	

	Potential Volume (Kilowatt Hours Per Annum
	
	 

	Type of Renewable Energy
	
	
	 

	Wind Generated
	
	
	
	
	 

	Solar
	
	
	
	
	
	 

	Hydro
	
	
	
	
	
	 

	Other
	
	
	
	
	
	 

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Completed by: __________________________________________(Admin Unit Officer)

	
	
	
	
	
	
	

	Recorded on Database by: ________________________________ (Admin Unit Officer)

	
	
	
	
	
	
	


	Generic Monitoring Data - to be collected at LoO Acceptance Stage 
	

	
	
	MEASURE 3.3
	
	
	

	Application Reference No 
	 
	
	

	Project Promoter
	
	 
	

	
	
	
	
	
	

	Tourism Actions
	
	
	
	
	

	
	
	
	
	
	

	Number of Tourism Actions Supported
	 
	
	

	
	
	
	
	
	

	
	
	Small Scale Infrastructure
	Recreactional Infrastructure
	Developing / Marketing of Rural Tourism Services
	

	
	
	
	
	
	

	No. of Actions by type
	
	 
	 
	 
	

	
	
	
	
	
	

	Applicant Male Age 
	<25
	 
	 
	 
	

	
	25-65
	 
	 
	 
	

	
	>65
	 
	 
	 
	

	
	
	
	
	
	

	Applicant Female Age 
	<25
	 
	 
	 
	

	
	25-65
	 
	 
	 
	

	
	>65
	 
	 
	 
	

	
	
	
	
	
	

	Promoter is a Social Economy Enterprise
	Yes
	No
	

	
	
	
	
	
	

	Project Benefits Children&Young People
	Yes
	No
	

	
	
	
	
	
	

	Renewable Energy Generated
	
	
	

	Potential Volume (Kilowatt Hours Per Annum
	 
	
	

	Type of Renewable Energy
	
	 
	
	

	Wind Generated
	
	
	 
	
	

	Solar
	
	
	 
	
	

	Hydro
	
	
	 
	
	

	Other
	
	
	 
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Completed by: __________________________________________(Admin Unit Officer)

	
	
	
	
	
	

	Recorded on Database by: ________________________________ (Admin Unit Officer)

	
	
	
	
	
	


	Generic Monitoring Data - to be collected at LoO Acceptance Stage 
	
	

	
	
	MEASURE 3.4
	

	Application Reference No 
	 
	
	
	
	

	Project Promoter
	
	 
	

	
	
	
	
	
	
	
	

	 Basic Services Supported Actions
	
	
	
	
	

	
	
	
	
	
	
	
	

	Number of Supported Actions 
	 
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	ICT
	Mobility
	Culture
	Socio-Economic
	Other
	

	No. of Actions By Type
	 
	 
	 
	 
	 
	

	
	
	
	
	
	
	
	

	Applicant Male Age 
	<25
	 
	 
	 
	 
	 
	

	
	25-65
	 
	 
	 
	 
	 
	

	
	>65
	 
	 
	 
	 
	 
	

	
	
	
	
	
	
	
	

	Applicant Female Age 
	<25
	 
	 
	 
	 
	 
	

	
	25-65
	 
	 
	 
	 
	 
	

	
	>65
	 
	 
	 
	 
	 
	

	
	
	
	
	
	
	
	

	Promoter is a Social Economy Enterprise
	 
	Yes
	No
	
	

	
	
	
	
	
	
	
	

	Renewable Energy Generated
	
	
	
	
	

	
	
	
	
	
	
	
	

	Potential Volume (Kilowatt Hours Per Annum
	 
	
	
	
	

	
	
	
	
	
	
	
	

	Type of Renewable Energy
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Wind Generated
	
	
	 
	
	
	
	

	Solar
	
	
	 
	
	
	
	

	Hydro
	
	
	 
	
	
	
	

	Other
	
	
	 
	
	
	
	

	
	
	
	
	
	
	
	

	Type of Project
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Educational
	
	 
	
	
	
	
	

	Recreational
	
	 
	
	
	
	
	

	Childcare
	
	 
	
	
	
	
	

	Community/Social interaction
	 
	
	
	
	
	

	
	
	
	
	
	
	
	

	Project Benefits Children & Young People
	Yes
	No
	
	

	
	
	
	
	
	
	
	

	Completed by: __________________________________________(Admin Unit Officer)
	

	
	
	
	
	
	
	
	

	Recorded on Database by: ________________________________ (Admin Unit Officer)

	

	
	
	
	
	
	
	
	


	Generic Monitoring Data - to be collected at LoO Acceptance Stage 
	
	
	

	
	
	MEASURE 3.5

	Application Reference No 
	 
	
	
	

	Project Promoter
	
	 
	

	
	
	
	
	
	
	

	Village Renewal and Development
	
	
	
	

	
	
	
	
	
	
	

	No of Villages supported
	
	 
	
	
	
	

	Type of Revitilisation
	
	 
	
	
	
	

	
	
	Physical
	Social
	Economic
	
	

	No. of Actions
	
	 
	 
	 
	
	

	
	
	
	
	
	
	

	Applicant Male Age 
	<25
	 
	 
	 
	
	

	
	25-65
	 
	 
	 
	
	

	
	>65
	 
	 
	 
	
	

	
	
	
	
	
	
	

	Applicant Female Age 
	<25
	 
	 
	 
	
	

	
	25-65
	 
	 
	 
	
	

	
	>65
	 
	 
	 
	
	

	
	
	
	
	
	
	

	Promoter is a Social Economy Enterprise
	Yes
	No
	
	

	
	
	
	
	
	
	

	Project Benefits Children & Young People
	Yes
	No
	
	

	
	
	
	
	
	
	

	No of Community Groups supported
	 
	
	
	

	
	
	
	
	
	
	

	No of funded projects undertaken
	
	 
	
	
	

	Type of project
	
	
	 
	
	

	
	
	
	
	
	
	

	Community Development
	
	
	 
	
	
	

	Community Relations
	
	
	 
	
	
	

	Local Regeneration
	
	
	 
	
	
	

	Basic Services
	
	
	 
	
	
	

	
	
	
	
	
	
	

	Projects supported to encourage good cross-community relations
	Yes
	No
	

	
	
	
	
	
	
	

	Type of Project
	
	
	
	
	
	

	Religion
	
	
	 
	
	
	

	Ethnic Minority
	
	
	 
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Completed by: __________________________________________(Admin Unit Officer)
	

	
	
	
	
	
	
	

	Recorded on Database by: ________________________________ (Admin Unit Officer)
	

	
	
	
	
	
	
	


	Generic Monitoring Data - to be collected at LoO Acceptance Stage 
	
	

	
	
	MEASURE 3.6

	Application Reference No 
	 
	
	
	

	Project Promoter
	
	 
	

	
	
	
	
	
	
	

	Conservation and Upgrading of Rural Heritage
	
	
	
	

	
	
	
	
	
	
	

	No of  Actions Supported
	
	 
	
	
	
	

	Type of Action
	
	
	
	
	
	

	
	
	Natural Heritage
	Cultural Heritage
	Build Heritage
	
	

	No. of Actions
	
	 
	 
	 
	
	

	
	
	
	
	
	
	

	Applicant Male Age 
	<25
	 
	 
	 
	
	

	
	25-65
	 
	 
	 
	
	

	
	>65
	 
	 
	 
	
	

	
	
	
	
	
	
	

	Applicant Female Age 
	<25
	 
	 
	 
	
	

	
	25-65
	 
	 
	 
	
	

	
	>65
	 
	 
	 
	
	

	
	
	
	
	
	
	

	Promoter is a Social Economy Enterprise
	Yes
	No
	
	

	
	
	
	
	
	
	

	Project Benefits Children & Young People
	Yes
	No
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Completed by: __________________________________________(Admin Unit Officer)
	

	
	
	
	
	
	
	

	Recorded on Database by: ________________________________ (Admin Unit Officer)
	

	
	
	
	
	
	
	


Appendix 14 (f)

RECORD OF CONTACT WITH PROJECT PROMOTER 

PROJECT PROMOTER  .....................................................................

PROJECT REF/TITLE .................../.........................................

	Date:   ……………..     Contact with:…………………………   Contact Type: …………………..

*Progress towards achievement of LoO objectives Annex 1 :

Signed…………………….. (Admin Staff Member)          Date ……………………

--------------------------------------------------------------------------------------------------------------------------

Date:   ……………..     Contact with:…………………………   Contact Type: …………………..

*Progress towards achievement of LoO objectives Annex 1 :

Signed…………………….. (Admin Staff Member)          Date ……………………

--------------------------------------------------------------------------------------------------------------------------




· An account of progress towards achievement of LoO objectives should be recorded at every contact.  This should include explanation of progress already made; timeframes for achievement and identification of any emerging opportunities or indication towards early achievement; increased achievement; or failure to achieve.

Appendix 14(g)

Measure 3.1 – Monitoring Progress Report Review No. ____________ Review Date __________________

Project Promoter _______________
Project Application Reference _______________

Project Start Date _______________
Project End date _______________
	Indicator
	Target as Per LoO (Annex 2) 
	Cumulative Progress Towards Target
	Validation Method
	Date Validated

	Number of beneficiaries receiving support for their efforts to diversify into non-agricultural activities
	
	
	
	

	Total volume of investment
	
	
	
	

	Increase in non-agricultural gross value added (GVA) of supported businesses. 
	
	
	
	

	Projects benefiting children and young people in the rural community (under 25 years old)
	
	
	
	

	Number of new businesses created


	
	
	
	

	Number of supported new businesses which are still in existence two years after final funding
	
	
	
	

	Gross number of jobs created

	
	F/T 

P/T

MALE

FEMALE

under 25

25-65

Over 65
	
	

	Number of new jobs created which are still in existence at least two years after final funding


	
	F/T 

P/T

MALE

FEMALE

under 25

25-65

Over 65
	
	

	Agricultural labour units reallocated to non-agricultural activities
	
	
	
	

	Number of existing diversification businesses supported 
	
	
	
	

	Potential volume of energy generated from RDP funded renewable energy projects expressed as Kilowatt hours per annum.
	
	
	
	

	Number of participants that successfully ended a bespoke training activity
	.
	
	
	

	Number of people benefitting from:

· ICT initiatives 
· Improved mobility 
· Cultural initiatives

· Socio-economic initiatives
	
	
	
	


Completed by: ____________________(Cluster Project Officer)        Date : _____________________
Validated by: ______________________(RDD)


        Date : _____________________
Note: This form is provided as a guide only. The JCC may amend to suit their monitoring procedures

Appendix 14(g)

Measure 3.2: – Monitoring Progress Report
Review No. __________ Review Date _______________
Project Promoter _______________


Project Application Reference _______________

Project Start Date _______________

Project End date _______________

	Indicator
	Target as Per LoO (Annex 2) 
	Cumulative Progress Towards Target
	Validation Method
	Date Validated

	Number of micro enterprises receiving support for creation / development
	
	
	
	

	Number of supported new businesses which are still in existence two years after final funding


	
	
	
	

	Total volume of investment


	
	
	
	

	Gross number of jobs created

	
	F/T 

P/T

MALE

FEMALE

under 25

25-65

Over 65
	
	

	Number of new jobs created which are still in existence at least two years after final funding


	
	F/T 

P/T

MALE

FEMALE

under 25

25-65

Over 65
	
	

	Increase in non-agricultural gross value added (GVA) in supported businesses
	
	 
	
	

	Projects benefiting children and young people in the rural community (under 25 years old)
	
	
	
	

	Project delivered by a Social Economy Enterprise
	
	
	
	

	Potential volume of energy generated from RDP funded renewable energy projects expressed as Kilowatt hours per annum.
	
	
	
	

	Number of participants that successfully ended a bespoke training activity
	
	
	
	

	Number of people benefitting from

· ICT initiatives 
· Improved mobility 
· Cultural initiatives 
· Socio-economic initiatives 
	
	
	
	


Completed by: ____________________(Cluster Project Officer)        Date : _____________________
Validated by: ______________________(RDD)


        Date : _____________________
Note: This form is provided as a guide only. The JCC may amend to suit their monitoring procedures

Appendix 14(g)

Measure 3.3: Monitoring Progress Report

Review No. ___________ Review Date ______________
Project Promoter _______________


Project Application Reference _______________

Project Start Date _______________

Project End date _______________

(PLEASE REFER TO APPENDIX 14 OF THE OPERATING RULES FOR GUIDANCE ON MEASURING, RECORDING AND VALIDATION OF PROGRAMME INDICATORS BEFORE COMPLETING THIS FORM)

	Indicator
	Target as Per LoO (Annex 2) 
	Cumulative Progress Towards Target
	Validation Method
	Date Validated

	Number of tourism actions supported


	
	
	
	

	Total volume of investment


	
	
	
	

	Additional number of tourist visits


	
	
	
	

	Projects benefiting children and young people in the rural community (under 25 years old)
	
	
	
	

	Project delivered by a Social Economy Enterprise
	
	
	
	

	Gross number of jobs created


	
	F/T 

P/T

MALE

FEMALE

under 25

25-65

Over 65
	
	

	Number of new jobs created which are still in existence at least two years after final funding


	
	F/T 

P/T

MALE

FEMALE

under 25

25-65

Over 65
	
	

	Number of new tourism businesses created


	
	
	
	

	Number of supported new businesses which are still in existence two years after final funding


	
	
	
	

	Potential volume of energy generated from RDP funded renewable energy projects expressed as Kilowatt hours per annum.
	
	
	
	

	Number of participants that successfully ended a bespoke training activity
	
	
	
	

	Number of people benefitting from

· ICT initiatives 

· Improved mobility 
· Cultural initiatives
· Socio-economic initiatives 
	
	
	
	


Completed by: ____________________(Cluster Project Officer)        Date : _____________________
Validated by: ______________________(RDD)


        Date : _____________________
Note: This form is provided as a guide only. The JCC may amend to suit their monitoring procedures

Appendix 14(g)

Measure 3.4:
Monitoring Progress Report
Review No. ___________ Review Date ______________
Project Promoter _______________


Project Application Reference _______________

Project Start Date _______________

Project End date _______________

	Indicator
	Target as Per LoO (Annex 2) 
	Cumulative Progress Towards Target
	Validation Method
	Date Validated

	Number of supported actions


	
	
	
	

	Total volume of investment


	
	
	
	

	Population in rural areas benefiting from improved services

· ICT initiatives
· Improved mobility
· Cultural initiatives 
· Socio-economic initiatives 
· Other (use this option to register projects that do not fit into any of the above categories)
	
	
	
	

	Project delivered by a Social Economy Enterprise
	
	
	
	

	Potential volume of energy generated from RDP funded renewable energy projects expressed as Kilowatt hours per annum.
	
	
	
	

	Gross number of jobs created


	
	F/T 

P/T

MALE

FEMALE

under 25

25-65

Over 65
	
	

	Number of new jobs created which are still in existence at least two years after final funding


	
	F/T 

P/T

MALE

FEMALE

under 25

25-65

Over 65
	
	

	Projects benefiting children and young people in the rural community


	
	
	
	

	Number of participants that successfully ended a bespoke training activity


	
	
	
	


Completed by: ____________________(Cluster Project Officer)        Date : _____________________
Validated by: ______________________(RDD)


        Date : _____________________
Note: This form is provided as a guide only. The JCC may amend to suit their monitoring procedures

Appendix 14(g)

Measure 3.5: 
Monitoring Progress Report
Review No. ___________ Review Date ______________
Project Promoter _______________


Project Application Reference _______________

Project Start Date _______________

Project End date _______________

	Indicator
	Target as Per LoO (Annex 2) 
	Cumulative Progress Towards Target
	Validation Method
	Date Validated

	Number of villages where actions took place


	
	
	
	

	Total volume of investments


	
	
	
	

	Number of community groups supported to undertake rural development within their communities.


	
	
	
	

	Number of funded projects undertaken by RDP supported community groups


	
	
	
	

	Projects supported to encourage good cross-community relations 


	
	
	
	

	Projects benefiting children and young people in the rural community (under 25 years old)
	
	
	
	

	Project delivered by a Social Economy Enterprise
	
	
	
	

	Gross number of jobs created


	
	F/T 

P/T

MALE

FEMALE

under 25

25-65

Over 65
	
	

	Number of new jobs created which are still in existence at least two years after final funding


	
	F/T 

P/T

MALE

FEMALE

under 25

25-65

Over 65
	
	

	Population in rural areas benefiting from improved services

· ICT initiatives
· Improved mobility
· Cultural initiatives 
· Socio-economic initiatives 
· Other (use this option to register projects that do not fit into any of the above categories)
	
	
	
	

	Number of participants that successfully ended a bespoke training activity
	
	
	
	


Completed by: ____________________(Cluster Project Officer)        Date : _____________________
Validated by: ______________________(RDD)


        Date : _____________________
Note: This form is provided as a guide only. The JCC may amend to suit their monitoring procedures

Appendix 14(g)

Measure 3.6: 
Monitoring Progress Report
Review No. ___________ Review Date ______________
Project Promoter _______________


Project Application Reference _______________

Project Start Date _______________

Project End date _______________

	Indicator
	Target as Per LoO (Annex 2) 
	Cumulative Progress Towards Target
	Validation Method
	Date Validated

	Number of rural heritage actions supported


	
	
	
	

	Total volume of investments


	
	
	
	

	Projects benefiting children and young people in the rural community (under 25 years old)
	
	
	
	

	Project delivered by a Social Economy Enterprise
	
	
	
	

	Population in rural areas benefiting from improved services

· ICT initiatives
· Improved mobility
· Cultural initiatives 
· Socio-economic initiatives 
· Other (use this option to register projects that do not fit into any of the above categories)
	
	
	
	

	Number of participants that successfully ended a bespoke training activity
	
	
	
	

	Population enjoying access to amenity land/nature or conserved rural heritage sites as a result of assisted actions
	
	
	
	


Completed by: ____________________(Cluster Project Officer)        Date : _____________________
Validated by: ______________________(RDD)


        Date : _____________________
Note: This form is provided as a guide only. The JCC may amend to suit their monitoring procedures

Appendix 14(h)
Project Promoter Equality Report

Measure:
_____________________
Project Ref:

_____________________

Project Name:
 _____________________

Grant Awarded:
_____________________

Project Start Date:
___________________       Project End Date
___________

The purpose of this report is to ask the promoter to describe the actions taken to ensure that the funded event or facility is open to all members of the community and to test success by reporting the actual outcomes in terms of people involvement.  
This report should include sufficient detail as relevant to the nature of the project to form an equality assessment.  For example how was the event or facility publicised; is there a breakdown of prices for ticket sales or attendees (children, adult, over 65 years); details of stall holders and/or competitors; groups using the facility; outcome of any surveys undertaken to evaluate the event or community facility; or any community input to feasibility study/needs analysis undertaken in advance of funding if relevant.  The information reported should detail as far as possible the demographic background of the people benefiting in terms of male, female, age groupings, community background, etc, where people with a disability, dependants etc catered for? Is the event or facility cross-community? Do the individuals or groups using the facility or service reflect this?  
The promoter should as far as possible make available evidence of action taken and report equality outcomes via ticket sale details, log books of bookings/usage by different groupings etc.
	Purpose of Project

(Brief summary of project supported and the outcomes, what the event entailed, what the facility is used for etc)




	Publicity

(How was the event/facility publicised, medium used, which stations, papers, coverage, posters, bill boards etc)

Where any particular Section 75 groups targeted for this project? 

If yes, which groups were targeted?  What method was employed to target specific groupings?



	People Benefiting

(Provide details of the number of people benefiting for example groups using the facility or age groupings, community background/race, people with a disability, people with dependants.  As far as possible provide the number of people in each group.)



	Collection and Validation of Beneficiary Details and Information

(Explain the method employed to gather beneficiary information and documents/records that are maintained by the project promoter to allow validation)



	Feedback from People Benefiting

(For example was a survey of attendees undertaken or survey people using the improved facility, details of community needs analysis in advance of project or follow up evaluation)




	Community Relations

(Detail any cultural improvements, cross-community involvement or further plans for development of community relations that have been identified as a result of this project)



	Lessons Learned for the Future

With regard to equality and good relations;

1. What aspects of the project were you happy with? 

2. What aspects of the project would not change?

3. What aspects of the project would you not repeat?

4. What changes would you have liked to have made?

5. What would you like to try for any future projects?




Equality Report Completed by: ___________________________ (Project Promoter)
Approved for project file and database: ________________   (Admin Unit Manager)
Appendix 14(i)
Post Project Evaluation Details

	Project Details

	Programme:
	
	

	Priority:
	
	

	Sub Priority:
	
	

	Sub Sub Priority:
	
	

	Implementing Body:
	
	Application Ref No:

	Delivery Agent:
	
	DARD Business ID:

	
	
	

	Date Submitted:
	Project Start Date:
	Project End Date:

	Current Application Status:
	
	Risk: Evaluation

	Organisation Name:
	
	No of LOO Amendments:

	Project Title:

	

	Project Funding & Actual Expenditure

	Currency: STG

	Funding Type
	Source of Funding
	Funding Amount as per LOO
	Actual Expenditure
	Variance

	
	
	
	
	

	
	
	
	
	

	Totals
	
	
	
	

	
	
	
	
	

	Reason for Expenditure Variance

	

	

	Project Target & Actual Performance Indicators

	Target Description
	Unit
	Target
	Actual
	Variance

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	%

	

	Reason for Target Variance

	

	Completion Details

	Expected Completion Date
	Actual Completion Date
	Variance (Days)

	
	
	

	Reason for Project Completion Variance

	

	Future Lessons

	

	PPE (Stage 1) Completion Date
	PPE Completed by:

	
	

	PPE (Stage 2) Completion Date
	PPE Completed by:

	
	


APPENDIX 15

ECONOMIC APPRAISAL PRO FORMA

For Projects with Total Non-Promoter Funding
 (i.e. total public funding)

of £50,000 or less over the Whole Life of the Project

The aim of the pro-forma is to provide an adequate record of the economic and financial factors that are considered in deciding whether or not an investment is worthwhile. For this reason, the questions should be answered as comprehensively as possible, however, the principle of proportionate effort applies which means that the greater the amount of public funding to be allocated to the project, the more detail that should be provided (text boxes are expandable). Where the answer to a specific question is already held on file, an abbreviated response referring to the location of the information is adequate. However, the additional information must accompany those pro-formae forwarded to Resource Economics Branch (REB) of Policy and Economics Division (PED) for scrutiny. All pro-formae and relevant additional information must be retained for auditing purposes. A checklist is included at Annex B to ensure that the pro-forma has been completed to a satisfactory standard and supports the case to award public funding to the activity.

General Information

	i) Name of DARD Division, Agency, Intermediary Funding Body allocating funding
	

	
	

	ii) Address of DARD Division, Agency, Intermediary Funding Body allocating funding
	

	
	

	
	

	
	

	iii) Contact Name:
	

	
	

	iv) Contact Telephone:
	

	
	

	v) Name of project promoter/applicant 
	

	
	

	vi) Programme through which project is to be funded:
	

	
	

	vii) Proforma completed by:
	
	Date:
	

	viii) Checked by:
	
	Date:
	


1. Describe the current type and level of activity.  Explain the need for the project and how this need was established (e.g. market research; specific investment identified in an agreed strategic investment plan). 

	Background information on current situation/current level of service provision:

Evidence of deficiencies in current service provision/ opportunities for improvement:  

Proposed level of service provision, and how demand for it was established:

Physical/Resource Needs for proposed level of service provision:




2.  What are the objectives of the project?  These should be Specific,   

     Measurable, Achievable, Relevant and Time-bound. Also please record  

     projected project start and completion dates.

	


3. How will the project contribute to achieving the objectives of the funding

    programme?

	


4. Which measure/theme of the funding programme will the project be funded  

    through?

	


5. Describe the proposed project in detail; include details of its location and scale.  List all of the items to be purchased in order for the project to proceed, and their cost.  Indicate which of these items are deemed eligible for grant aid.  

	


6. Describe how the proposal promotes equality of opportunity and good relations
.


	


7.  Describe the benefits of this project, and give details of any direct jobs 

    created (i.e. number of full-time, part-time, seasonal, skilled, manual etc.)

	


8.  (a) Displacement – Is this project likely to impact on any existing project or 

      business in Northern Ireland? If yes, please give details of expected impact.

	


8. (b) Additionality
 - In the absence of grant aid, would any of the ‘Do    

    Something’ options go ahead? If yes, please give details regarding scale,      

    timing and geographical area.

	


9. What is the total project cost? 

(i.e. provide the total cost of the capital items to be acquired for the project.  In addition, give details of any other components of the project for which grant aid is requested, e.g. marketing or training costs.)

	a) Capital Expenditure
	

	- Buildings
	

	- Refurbishment
	

	- Equipment/Machinery
	

	- Other
	

	
	

	b) Other recurrent/revenue costs for which grant aid is requested (E.g. These are likely to refer only to marketing/promotion and training costs)
	

	-
	

	-
	

	
	

	c) Contribution in kind
  -(only included for rural development type projects where this is an eligible expenditure for grant purposes)
	

	
	

	Total
	


10. Indicate the sources of funding for the project.

 (i.e. explain how the items listed in the table above will be funded).

	a) Capital Funding
	Total

	Capital grants requested from DARD
	

	Capital grants requested from other funding organisations
	

	Own resources (i.e. own money used to fund capital items eligible for grant)
	

	Bank
	

	Other funds
	

	
	

	b) Recurrent/Revenue cost funding
	

	Recurrent/Revenue grants requested from DARD
	

	Recurrent/Revenue grants requested from other organisations
	

	Own resources (i.e. own money used to fund non-capital costs for which grant aid is requested)
	

	
	

	c) Contribution in kind4 (only included for rural development type projects where this is an eligible expenditure for grant purposes)
	

	
	

	Total
	


11. Which of the grants requested from other funding organisations have already been approved?    If appropriate, what does the ‘contribution in kind’ relate to?

	


12.  What is the public grant cost per direct full-time equivalent job created
?  

(a)  Convert part-time and seasonal direct jobs created to full-time equivalents by multiplying the number created by 0.5 and 0.25 respectively, and add to the number of full-time direct jobs created.

Number of direct full-time equivalent jobs created as a result of the project   ___   

(b) Total amount of public grants (i.e. sum of all public grants towards the capital and revenue costs of the project over its lifetime) £________

(c)  Divide the total amount of public grants (as per (b) above) by the number of direct full-time equivalent jobs created (as per (a) above). £_______

13. Risks - Please identify the main risks associated with the project, and actions proposed to minimise these risks:

	


Monitoring

14. Please give details of the proposed arrangements for the monitoring of the 

      project, if it is approved.

(i) What information will be monitored?

	


(ii) Who will be responsible for providing the monitoring information?

	


(iii) When will monitoring take place?

	


Post Project Evaluation (PPE)

15. Please give details of the proposed arrangements for the PPE of the project,

      if it is approved.

(i) What information will be evaluated?

	


(ii) Who will be responsible for providing the information for the PPE?

	


(iii) When will the PPE take place?

	


16. If you feel that there is further information which is relevant to this appraisal, and strengthens           the case for providing grant assistance, which has not been expressed earlier, please include it here: 

	


17.  Please provide the rationale for the key cost and benefit assumptions (i.e. capital costs, job creation assumptions & wage costs    etc.)

	 
	 
	Baseline option
	 
	Option 1
	Option 2

	Cost Assumptions
	 E.g. (Please amend the column below to incorporate the details of the baseline option.)
	Yrs 1-5
	 E.g. (Please amend the column below to incorporate the details of the proposed options.)
	Yr 1
	Yr 2
	Yr 3
	Yr 4
	Yr 5
	Yr 1
	Yr 2
	Yr 3
	Yr 4
	Yr 5

	Wages/ salaries 

for paid 

employees 

(i.e. not including drawings)
	1 employee in yrs 1 to 5
	
	1 employee in yr 1, 1.5 new employees in yrs 2-5@ £X per yr
	
	
	
	
	
	
	
	
	
	

	Owners' Drawings/yr
	Current drawings
	
	Projected level of drawings
	
	
	
	
	
	
	
	
	
	

	Purchases
	X units @ £X/unit
	
	E.g. £X/unit.  Increases with no. units sold.
	
	
	
	
	
	
	
	
	
	

	Marketing / promotion
	Current cost/yr
	
	Increase to £X in yr 1, £X yr 2, £X yr 3, etc.
	
	
	
	
	
	
	
	
	
	

	Training
	No formal training costs
	
	No formal training costs
	
	
	
	
	
	
	
	
	
	

	Stationery
	Current cost/yr
	
	Increases with sales
	
	
	
	
	
	
	
	
	
	

	Tele/fax
	Current cost/yr
	
	Increases with sales
	
	
	
	
	
	
	
	
	
	

	Cost Assumptions
	Please amend as necessary
	Baseline
	Please amend as necessary
	Option 1 


	Option 2

	
	
	Yrs 1-5 
	
	Yr 1
	Yr 2
	Yr 3
	Yr 4
	Yr 5
	Yr 1
	Yr 2
	Yr 3
	Yr 4
	Yr 5

	Heat & light
	Current cost/yr
	
	Increases with sales
	
	
	
	
	
	
	
	
	
	

	Motor Expenses
	Current cost/yr
	
	Increases with sales
	
	
	
	
	
	
	
	
	
	

	Accountancy
	Current cost/yr
	
	Same as baseline
	
	
	
	
	
	
	
	
	
	

	Repairs
	Current cost/yr
	
	Increases with sales
	
	
	
	
	
	
	
	
	
	

	Insurance
	Current cost/yr
	
	Increases no. of premises & stock
	
	
	
	
	
	
	
	
	
	

	Sundries
	Current cost/yr
	
	Increases
	
	
	
	
	
	
	
	
	
	

	Haulage & Packaging
	Current cost/yr
	
	Cost/yr
	
	
	
	
	
	
	
	
	
	

	 
	Subtotal

 "Other Costs"
	
	Subtotal "Other Costs"
	
	
	
	
	
	
	
	
	
	

	Interest Payments
	Currently zero
	
	Loan of £X @ X% over X yrs
	
	
	
	
	
	
	
	
	
	

	Rent/Rates
	Owns premises => no rent; rates=£500/yr
	
	Same as baseline
	
	
	
	
	
	
	
	
	
	

	Sales Assumptions
 
	
	 
	
	
	
	
	
	
	
	
	
	

	No of units sold/yr
	Current no. sold
	
	yr1; X/yr 2; X/yr 3; X/yr 4; X/yr 5
	 
	 
	 
	 
	 
	
	
	
	
	

	Av selling price/unit
	Current selling price/unit
	
	Selling price/unit
	 
	 
	 
	 
	 
	
	
	
	
	

	Current Sales
	
	
	Projected sales
	
	
	
	
	
	
	
	
	
	

	List other assumptions below


	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	


Trading projects (i.e. commercial businesses, and projects relying on trading for their viability) must provide cash flow projections in Annex A.  Businesses that are currently in existence before applying for grant must provide a copy of their accounts for the last two trading years. 

It should be borne in mind that grant assistance should not be provided to an organisation/company that is likely to fail prematurely. Therefore, this information is useful in assessing the financial position of the organisation/company and it also provides valuable context for the assumptions underpinning the new project.

NB:  Commercial/Trading projects should only be funded if they are likely to be viable
, and sustainable
 without further Government funding beyond what is justified in this proforma:

Annex A: Cash Flows For each option, please complete the attached cash flow for the first 5 years of the project’s life.a) Baseline Option – Continuation of the Current Level of Production/Service Provision for Existing Businesses.

	
	CASH FLOW:  Project year
	Totals

	Costs (excluding interest payments)
	1
	2
	3
	4
	5
	years 1-5

	Land
	
	
	
	
	
	

	Buildings
	
	
	
	
	
	

	Refurbishment
	
	
	
	
	
	

	Equipment/Machinery
	
	
	
	
	
	

	Rent/Rates
	
	
	
	
	
	

	Salaries/drawings
	
	
	
	
	
	

	Other Costs
	
	
	
	
	
	

	(A) Total Costs
	
	
	
	
	
	

	(B) Total receipts/income (excluding grants)  

If appropriate, include income from fundraising, annual subscriptions etc
	
	
	
	
	
	

	(C) Net cash flow – before grants and interest payments
	
	
	
	
	
	

	Interest payments*
	
	
	
	
	
	

	(D) Net cash flow before grants, after deduction of interest payments
	
	
	
	
	
	

	Value of any existing ongoing revenue grants expected over the period 

(i.e. ongoing revenue grant approved prior to this application for funding)
	
	
	
	
	
	

	(E) Net cash flow after existing ongoing revenue grants and interest payments
	
	
	
	
	
	

	Total grants requested on this proforma (i.e. from all sources of public money = sum of i to iv below):  This section is not usually relevant for the baseline option.
	
	
	
	
	
	

	(i) capital grant** requested to support buildings expenditure
	
	
	
	
	
	

	(ii) capital grant** requested to support refurbishment expenditure
	
	
	
	
	
	

	(iii) capital grant** requested to support equipment/machinery expenditure
	
	
	
	
	
	

	(iv) Recurrent/Revenue grants requested (i.e.  non-capital grants–usually for marketing/ training )***
	
	
	
	
	
	

	(F) Net cash flow after grants and interest payments
	
	
	
	
	
	

	Other funds (e.g. promoter’s contribution or bank loan to cover capital expenditure on buildings, refurbishment & equipment/machinery etc.)
	
	
	
	
	
	

	(G) Net cash flow after grants, interest payments and other funds
	
	
	
	
	
	

	Repayment of loan and/or overdraft (i.e. the capital element of the loan as interest is included above)
	
	
	
	
	
	

	(H) Net cash flow after loan and/or overdraft repayment
	
	
	
	
	
	


b) Option 1:  The proposed option (this is the existing level of production/service provision after it has been amended to include the proposed new activity or proposed change in activity).

	
	CASH FLOW:  Project year
	Totals

	Costs (excluding interest payments)
	1
	2
	3
	4
	5
	years 1-5

	Land
	
	
	
	
	
	

	Buildings
	
	
	
	
	
	

	Refurbishment
	
	
	
	
	
	

	Equipment/Machinery
	
	
	
	
	
	

	Rent/Rates
	
	
	
	
	
	

	Salaries/drawings
	
	
	
	
	
	

	Other Costs
	
	
	
	
	
	

	(A) Total Costs
	
	
	
	
	
	

	(B) Total receipts/income (excluding grants)  

If appropriate, include income from fundraising, annual subscriptions etc
	
	
	
	
	
	

	(C) Net cash flow – before grants and interest payments
	
	
	
	
	
	

	Interest payments*
	
	
	
	
	
	

	(D) Net cash flow before grants, after deduction of interest payments
	
	
	
	
	
	

	Value of any existing ongoing revenue grants expected over the period 

(i.e. ongoing revenue grant approved prior to this application for funding)
	
	
	
	
	
	

	(E) Net cash flow after existing ongoing revenue grants and interest payments
	
	
	
	
	
	

	Total grants requested on this proforma (i.e. from all sources of public money = sum of i to iv below):
	
	
	
	
	
	

	(i) capital grant** requested to support buildings expenditure
	
	
	
	
	
	

	(ii) capital grant** requested to support refurbishment expenditure
	
	
	
	
	
	

	(iii) capital grant** requested to support equipment/machinery expenditure
	
	
	
	
	
	

	(iv) Recurrent/Revenue grants requested (i.e.  non-capital grants–usually for marketing/ training )***
	
	
	
	
	
	

	(F) Net cash flow after grants and interest payments
	
	
	
	
	
	

	Other funds (e.g. promoter’s contribution or bank loan to cover capital expenditure on buildings, refurbishment & equipment/machinery etc.)
	
	
	
	
	
	

	(G) Net cash flow after grants, interest payments and other funds
	
	
	
	
	
	

	Repayment of loan and/or overdraft (i.e. the capital element of the loan as interest is included above)
	
	
	
	
	
	

	(H) Net cash flow after loan and/or overdraft repayment
	
	
	
	
	
	


Annex B: Checklist for Projects with Total Non-Promoter Funding Of Less than £50,000 

This checklist is provided to ensure that the proforma has been completed to a satisfactory standard and supports the case to award grant assistance to the project.  The answer “Yes”, “No” or “Not applicable” must be given for each of the following questions:

i. Is the need for the project clearly demonstrated? (Q1)

ii. Has the proposed option been described in sufficient detail?  (Q1, Q5)

iii. Does the project provide an opportunity to better promote equality of opportunity and good relations? (Q6)
iv. If displacement occurs, is it at an acceptable level? (Q8a)

v. Does the provision of grant-aid mean that the project will go ahead to a different timescale, scale or at a different location than would be the case without grant-aid? (Q8b)

vi. Are the monitoring and post project evaluation arrangements satisfactory? (Q14, Q15)

vii. Is the project viable?  (I.e. is the project generating a stable net cash flow or an increase in the net cash flow contribution from year 3 onwards? See Annex A, row H, for Option 1: the proposed option)

If the answer “Yes” or “Not appropriate” is given to each of the 7 questions above, then the award of grant assistance can be justified.
Annex C

Statutory Equality Duties

Under Section 75 of the Northern Ireland Act, the Department is required to have due regard to the need to promote equality of opportunity between:

· Persons of different religious belief, political opinion, racial group, age, marital status or sexual orientation;


· Men and women generally;


· Persons with a disability and persons without; and


· Persons with dependants and persons without.

In addition and without prejudice to these obligations, the Department is also required to have regard to the desirability of promoting good relations between persons of different religious beliefs, political opinion or racial group. 

All policies therefore must, in the first instance, be subject to a screening exercise to determine if and to what extent there is potential to affect people in terms of equality of opportunity and to determine whether a full Equality Impact Assessment is required.











APPENDIX 16

ECONOMIC APPRAISAL PRO-FORMA

For Projects with Total Non-Promoter Funding
 (i.e. total public funding) of between £50,001 and £250,000 over the Whole Life of the Project

The aim of the pro-forma is to provide an adequate record of the economic and financial factors that are considered in deciding whether or not an investment is worthwhile. For this reason, the questions should be answered as comprehensively as possible, however, the principle of proportionate effort applies which means that the greater the amount of public funding to be allocated to the project, the more detail that should be provided (text boxes are expandable). Where the answer to a specific question is already held on file, an abbreviated response referring to the location of the information is adequate. However, the additional information must accompany those pro-formae forwarded to Resource Economics Branch (REB) of Policy and Economics Division (PED) for scrutiny. All pro-formae and relevant additional information must be retained for auditing purposes. A checklist is included at Annex B to ensure that the pro-forma has been completed to a satisfactory standard and supports the case to award public funding to the activity.

General Information

	i) Name of DARD Division, Agency, Intermediary Funding Body allocating funding
	

	
	

	ii) Address of DARD Division, Agency, Intermediary Funding Body allocating funding
	

	
	

	
	

	
	

	iii) Contact Name:
	

	
	

	iv) Contact Telephone:
	

	
	

	v) Name of project promoter/applicant 
	

	
	

	vi) Programme through which project is to be funded:
	

	
	

	vii) Proforma completed by:
	
	Date:
	

	viii) Checked by:
	
	Date:
	


1. Describe the current type and level of activity.  Explain the need for the project and how this need was established (e.g. market research; specific investment identified in an agreed strategic investment plan). 

	Background information on current situation/current level of service provision:

Evidence of deficiencies in current service provision/ opportunities for improvement:  

Proposed level of service provision, and how demand for it was established:

Physical/Resource Needs for proposed level of service provision:




2. What are the objectives of the project?  These should be Specific, 


Measurable, Achievable, Relevant and Time-bound.  Also please record projected project start and completion dates.

	


3. How will the project contribute to achieving the objectives of the funding programme?

	


4. Which measure/theme of the funding programme will the project be funded through?

	


Options

The single largest source of confusion in appraisal is the baseline from which costs and benefits are measured. For a commercial appraisal, the baseline or ‘Do nothing’ option is what the business is currently doing and is projected to do without grant. 

For a non-commercial project, i.e. one justified by the social benefits it brings, grant levels are often high, hence the appraisal should include more than one "do something" option. In these cases, the ‘do-nothing’ option is the current level of activity. If this cannot be costed then it is especially important that the baseline activity or service is described in detail.

5. Describe in detail the baseline and main options which have been identified as the alternative ways of meeting the objectives of the project:

5(a) Baseline or ‘do nothing’ option (i.e. describe what is currently happening, and include details of its location and scale).

	


5(b) Option 1:  Describe how the existing level of production/service provision will be amended to include the new activity or change in activity proposed in this option. List here, or in an attachment, the items to be purchased in order for the project to proceed, and their cost.  Indicate which of these items are deemed eligible for grant-aid.  Describe the benefits of this option, and give details of any direct jobs created (i.e. number of full-time, part-time, seasonal, skilled, manual etc.).

	


5(c) Option 2:   Describe how the existing level of production/service provision will be amended to include the new activity or change in activity proposed in this option.  List here, or in an attachment, the items to be purchased in order for the project to proceed, and their cost. Indicate which of these items are deemed eligible for grant-aid.  Describe the benefits of this option, and give details of any direct jobs created (i.e. number of full-time, part-time, seasonal, skilled, manual etc.).

	


5(d) If only one ‘Do Something’ option is identified please indicate which of the following reasons is relevant:

Please tick:

i. [   ] Commercial investment

ii. [   ] No realistic variations in scale exist

iii. [   ] No components of the project could be carried out separately

iv. [   ] No phasing options are available

v. [   ] Legal constraints (e.g. health and safety legislation)

vi. [   ] Financial constraints

vii. [   ] Other

5 (e) Please elaborate on the reasons for ticking boxes i to vii in question 5(d):

	


6. Provide a summary of the economic costs and benefits of each option excluding grants and interest costs.  (These figures should be taken from the electronic spreadsheets accompanying this pro-forma).

	
	Baseline
	Option 1
	Option 2

	(a) What are the total monetary costs for each of the options?

(i.e. Total costs in years 1-5, unless the life of the project is less than 5 years - see total of row A of cash flows in Annex A)


	
	
	

	(b) What are the monetary benefits of each option?

(Receipts/income before grants and interest payments for years 1-5, unless the life of the project is less than 5 years – see total of row B of cash flows in Annex A)


	
	
	

	(c) Net Benefit
 

(i.e. Net cash flow before grants and interest payments – see total of row C of cash flows in Annex A)


	
	
	


7. For each option, describe how the proposal promotes equality of opportunity and good relations
.


(a) Baseline

	


(b) Option 1

	


(c) Option 2

	


8. For each option, provide details of positive and negative non-monetary factors which should be taken into consideration, for example, the impact of the project on the local community, the environment, how it promotes the principles underpinning the Lifetime Opportunities Strategy
 etc. (e.g. The impact of the various options on the specific domains of deprivation targeted by the project should be considered).

(a) Baseline

	


(b) Option 1

	


(c) Option 2

	


9. Other considerations:

(a) Displacement - Would any of the ‘Do Something’ options impact on any existing project or business in Northern Ireland? If yes, please give details of the expected impact.

i) Option 1

	


ii) Option 2

	


(b) Additionality
 - In the absence of grant aid, would any of the ‘Do Something’ options go ahead? If yes, please give details regarding scale, timing and geographical area.

i) Option 1

	


ii) Option 2

	


10. Selection of preferred option

(a). Please state the preferred option, taking into consideration the information provided in the answers to questions 5 to 9 above.

	Option:
	


(b) Please give rationale for choice of preferred option:

	


11. For the preferred option, what is the total project cost?

 (i.e. provide the total cost of the capital items to be acquired for the project. In addition, give details of any other components of the project for which grant aid is requested, e.g. marketing or training costs)

	a) Capital Expenditure  
	

	 - Buildings
	

	 - Refurbishment
	

	 - Equipment/Machinery
	

	 - Other……..
	

	b) Other recurrent/revenue costs for which grant aid is requested (These are likely to refer only to marketing/promotion and training costs)
	

	  -
	

	  - 
	

	c) Contribution in kind
  - (only included for rural development type projects where this is an eligible expenditure for grant purposes)  
	_



	
	

	Total
	         


12. Indicate the sources of funding for the project.

 (i.e. explain how the items listed in the table above will be funded). 

	a) Capital Funding
	
	Total

	Capital grant requested from DARD
	
	

	Capital grants requested from other funding organisations
	
	    

	Own resources (i.e. own money used to fund capital items eligible for grant)
	    
	

	Bank
	
	    

	Other funds
	
	

	
	
	

	b) Recurrent/Revenue cost funding (i.e. normally for marketing/promotion & training costs)
	
	

	Recurrent/Revenue grants requested from DARD
	
	

	Recurrent/Revenue grants requested from other funding organisations
	
	

	Own resources (i.e. own money used to fund non-capital costs for which grant aid is requested) 
	
	

	
	
	

	c) Contribution in kind7  (only included for rural development type projects where this is an eligible expenditure for grant purposes)
	
	

	
	
	

	Total
	 
	


13. Which of the grants requested from other funding organisations have already been approved? If appropriate, what does the ‘contribution in kind’ relate to?

	


14.  What is the public grant cost per direct full-time equivalent job created
?  


(a)  Convert part-time and seasonal direct jobs created to full-time equivalents by multiplying the number created by 0.5 and 0.25 respectively, and add to the number of full-time direct jobs created.

Number of direct full-time equivalent jobs created as a result of the project _________
(b) Total amount of public grants (i.e. sum of all public grants towards the capital and revenue costs of the project over its lifetime)  £ ___________

(c)  Divide the total amount of public grants (as per (b) above) by the number of direct full-time equivalent jobs created (as per (a) above) £___________

15. Risks - Please identify the main risks associated with the project, and actions proposed to minimise these risks:

	


16. Management and Management Structure – describe the management 


structure and skills that are necessary to implement the preferred option. 


Does the promoter have these skills? If not, what budget has been allowed 


for training and when will it be completed?

	


17. Marketing – Describe the marketing steps required to implement the 

preferred option. Have the costs of these steps been included in the budget?  If not, how are they to be funded?

	


Monitoring

18. Please give details of the proposed arrangements for the monitoring of the project, if it is approved.

(i) What information will be monitored?

	


(ii) Who will be responsible for providing the monitoring information?

	


(iii) When will monitoring take place?

	


Post Project Evaluation

19. Please give details of the proposed arrangements for the Post Project Evaluation (PPE) of the project, if it is approved.

(i) What information will be evaluated?

	


(ii) Who will be responsible for providing the evaluation information?

	


(iii) When will the evaluation take place?

	


20. If you feel that there is further information which is relevant to this appraisal, and strengthens the case for providing grant assistance, which has not been expressed earlier, please include it here: 

	


21. Give details of all the assumptions used in the financial projections, i.e. the assumptions underlying receipts/income, costs and funding projections. For example, volume of sales, unit prices, number of tourists, occupancy levels, wages and salaries, rate of inflation, levels of funding received from each organisation, projected income from fundraising etc.



	 
	 
	Baseline option
	 
	Option 1
	Option 2

	Cost Assumptions
	 E.g. (Please amend the column below to incorporate the details of the baseline option.)
	Yrs 1-5
	 E.g. (Please amend the column below to incorporate the details of the proposed options.)
	Yr 1
	Yr 2
	Yr 3
	Yr 4
	Yr 5
	Yr 1
	Yr 2
	Yr 3
	Yr 4
	Yr 5

	Wages/ salaries 

for paid 

employees 

(i.e. not including drawings)
	1 employee in yrs 1 to 5
	
	1 employee in 

yr 1, 1.5 new employees in yrs 2-5@ £X per yr
	
	
	
	
	
	
	
	
	
	

	Owners' Drawings/yr
	Current drawings
	
	Projected level of drawings
	
	
	
	
	
	
	
	
	
	

	Purchases
	X units @ £X/unit
	
	E.g. £X/unit.  Increases with no. units sold.
	
	
	
	
	
	
	
	
	
	

	Marketing / promotion
	Current cost/yr
	
	Increase to £X in yr 1, £X yr 2, £X yr 3, etc.
	
	
	
	
	
	
	
	
	
	

	Training
	No formal training costs
	
	No formal training costs
	
	
	
	
	
	
	
	
	
	

	Stationery
	Current cost/yr
	
	Increases with sales
	
	
	
	
	
	
	
	
	
	

	Tele/fax


	Current cost/yr




	
	Increases with sales


	


	
	
	
	
	
	
	
	
	


	
	Please amend as necessary
	Baseline
	Please amend as necessary
	Option 1 
	Option 2 

	
	
	Yrs 1-5 
	
	Yr 1
	Yr 2
	Yr 3
	Yr 4
	Yr 5
	Yr 1
	Yr 2
	Yr 3
	Yr 4
	Yr 5

	Heat & light
	Current cost/yr
	
	Increases with sales
	
	
	
	
	
	
	
	
	
	

	Motor expenses
	Current cost/yr
	
	Increases with sales
	
	
	
	
	
	
	
	
	
	

	Accountancy
	Current cost/yr
	
	Same as baseline
	
	
	
	
	
	
	
	
	
	

	Repairs
	Current cost/yr
	
	Increases with sales
	
	
	
	
	
	
	
	
	
	

	Insurance
	Current cost/yr
	
	Increases no. of premises & stock
	
	
	
	
	
	
	
	
	
	

	Sundries
	Current cost/yr
	
	Increases
	
	
	
	
	
	
	
	
	
	

	Haulage & packaging
	Current cost/yr
	
	Cost/yr
	
	
	
	
	
	
	
	
	
	

	 
	Subtotal "Other Costs"
	
	Subtotal "Other Costs"
	
	
	
	
	
	
	
	
	
	

	Interest Payments
	Currently zero
	
	Loan of £X @ X% over X yrs
	
	
	
	
	
	
	
	
	
	

	Rent/rates
	Owns premises => no rent; rates=£500/yr
	
	Same as baseline
	
	
	
	
	
	
	
	
	
	

	Sales assumptions
 
	
	 
	
	
	
	
	
	
	
	
	
	

	No of units sold/yr
	Current no. sold
	
	yr1; X/yr 2; X/yr 3; X/yr 4; X/yr 5
	 
	 
	 
	 
	 
	
	
	
	
	

	Av selling price/unit
	Current selling price/unit
	
	Selling price/unit
	 
	 
	 
	 
	 
	
	
	
	
	

	Current sales
	
	
	Projected sales
	
	
	
	
	
	
	
	
	
	

	List other assumptions below

 
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	


The following sections should only be completed for projects involving commercial/trading activity.  

NB:  Commercial/Trading projects should only be funded if they are likely to be viable
, and sustainable
 without further Government funding beyond what is justified in this proforma:

22.  For existing businesses, profit and loss accounts and balance sheets for the previous 2 years should be provided. (It should be borne in mind that grant assistance should not be provided to an organisation/company that is likely to fail prematurely. Therefore, this information is useful in assessing the financial position of the organisation/company and it also provides valuable context for the assumptions underpinning the new project.) 

23.  For the preferred option, what are the net cash flows in the first 5 years of the project life, before and after grants? (Rows E, G and H in Annex A cash flows)

	
	Before grants        

requested 

Row (E)
	After grants requested 

& after other funds -  Row (G)
	After grants & after other funds & repayments of loans / overdrafts -  Row (H)

	Year 1
	
	
	

	Year 2
	
	
	

	Year 3
	
	
	

	Year 4
	
	
	

	Year 5
	
	
	


24. Is the project viable? 

(I.e. is the project generating a stable net cash flow or an increase in the net cash flow contribution from year 3 onwards? See Row H of the preferred option in Annex A)

	


25. Why is grant assistance being considered for this project?
	


Viability Sensitivity Analysis

NB: These calculations are carried out automatically when the Spreadsheet accompanying this pro-forma is used to record the financial data.  

26.  For the preferred option only - what is the effect on net cash flow (including grant) after repayment of the loan and/or overdraft of a:

	
	Year 1
	Year 2
	Year 3

	a) 10% increase in costs*
	
	
	

	b) 30% increase in costs*
	
	
	

	c) 10% reduction in receipts/income**
	
	
	

	d) 30% reduction in receipts/income**
	
	
	


*does not apply to an increase in capital costs or interest payments

** does not apply to a reduction to existing or requested recurrent/revenue grant income

Annex A: Cash Flows

For each option, please complete the attached cash flow for the first 5 years of the project’s life.

a) Baseline option – Continuation of the current level of production/service provision for existing businesses.
	
	CASH FLOW:  Project Year
	Totals

	Costs (excluding interest payments)
	1
	2
	3
	4
	5
	Years 1-5

  

	Land
	
	
	
	
	
	

	Buildings
	
	
	
	
	
	

	Refurbishment
	
	
	
	
	
	

	Equipment/Machinery
	
	
	
	
	
	

	Rent/Rates
	
	
	
	
	
	

	Salaries/drawings
	
	
	
	
	
	

	Other Costs
	
	
	
	
	
	

	(A) Total costs
	
	
	
	
	
	

	(B) Total receipts/income (excluding grants)  

If appropriate, include income from fundraising, annual subscriptions etc
	
	
	
	
	
	

	(C) Net cash flow – before grants and interest payments
	
	
	
	
	
	

	Interest payments*
	
	
	
	
	
	

	(D) Net cash flow before grants, after deduction of interest payments
	
	
	
	
	
	

	Value of any existing ongoing revenue grants expected over the period 

(i.e. ongoing revenue grant approved prior to this application for funding)
	
	
	
	
	
	

	(E) Net cash flow after existing ongoing revenue grants and interest payments
	
	
	
	
	
	

	Total grants requested on this proforma (i.e. from all sources of public money = sum of i to iv below):  This section is not usually relevant for the baseline option.
	
	
	
	
	
	

	(i) capital grant** requested to support buildings expenditure
	
	
	
	
	
	

	(ii) capital grant** requested to support refurbishment expenditure
	
	
	
	
	
	

	(iii) capital grant** requested to support equipment/machinery expenditure
	
	
	
	
	
	

	(iv) Recurrent/Revenue grants requested (i.e.  non-capital grants–usually for marketing/ training )***
	
	
	
	
	
	

	(F) Net cash flow after grants and interest payments
	
	
	
	
	
	

	Other funds (e.g. promoter’s contribution or bank loan to cover capital expenditure on buildings, refurbishment & equipment/machinery etc.)
	
	
	
	
	
	

	(G) Net cash flow after grants, interest payments and other funds
	
	
	
	
	
	

	Repayment of loan and/or overdraft (i.e. the capital element of the loan as interest is included above)
	
	
	
	
	
	

	(H) Net cash flow after loan and/or overdraft repayment 
	
	
	
	
	
	


b) Option 1 (this is the existing level of production/service provision after it has been amended to include the proposed new activity, or proposed change in activity detailed in Option 1).

	
	CASH FLOW:  Project Year
	Totals

	Costs (excluding interest payments)
	1
	2
	3
	4
	5
	Years 1-5

	Land
	
	
	
	
	
	

	Buildings
	
	
	
	
	
	

	Refurbishment
	
	
	
	
	
	

	Equipment/Machinery
	
	
	
	
	
	

	Rent/Rates
	
	
	
	
	
	

	Salaries/drawings
	
	
	
	
	
	

	Other Costs
	
	
	
	
	
	

	(A) Total costs
	
	
	
	
	
	

	(B) Total receipts/income (excluding grants)  

If appropriate, include income from fundraising, annual subscriptions etc
	
	
	
	
	
	

	(C) Net cash flow – before grants and interest payments
	
	
	
	
	
	

	Interest payments*
	
	
	
	
	
	

	(D) Net cash flow before grants, after deduction of interest payments
	
	
	
	
	
	

	Value of any existing ongoing revenue grants expected over the period 

(ie ongoing revenue grant approved prior to this application for funding)
	
	
	
	
	
	

	(E) Net cash flow after existing ongoing revenue grants and interest payments
	
	
	
	
	
	

	Total grants requested on this proforma (i.e. from all sources of public money = sum of i to iv below):
	
	
	
	
	
	

	(i) capital grant** requested to support buildings expenditure
	
	
	
	
	
	

	(ii) capital grant** requested to support refurbishment expenditure
	
	
	
	
	
	

	(iii) capital grant** requested to support equipment/machinery expenditure
	
	
	
	
	
	

	(iv) Recurrent/Revenue grants requested (i.e.  non-capital grants–usually for marketing/ training )***
	
	
	
	
	
	

	(F) Net cash flow after grants and interest payments
	
	
	
	
	
	

	Other funds (e.g. promoter’s contribution or bank loan to cover capital expenditure on buildings, refurbishment & equipment/machinery etc.)
	
	
	
	
	
	

	(G) Net cash flow after grants, interest payments and other funds
	
	
	
	
	
	

	Repayment of loan and/or overdraft (i.e. the capital element of the loan as interest is included above)                                                


	
	
	
	
	
	

	(H) Net cash flow after loan and/or overdraft repayment 
	
	
	
	
	
	


c) Option 2 (this is the existing level of production/service provision after it has been amended to include the proposed new activity, or proposed change in activity detailed in Option 2).

	
	CASH FLOW:  Project year
	Totals

	Costs (excluding interest payments)
	1
	2
	3
	4
	5
	years 1-5

	Land
	
	
	
	
	
	

	Buildings
	
	
	
	
	
	

	Refurbishment
	
	
	
	
	
	

	Equipment/Machinery
	
	
	
	
	
	

	Rent/rates
	
	
	
	
	
	

	Salaries/drawings
	
	
	
	
	
	

	Other Costs
	
	
	
	
	
	

	(A) Total costs
	
	
	
	
	
	

	(B) Total receipts/income (excluding grants)  

If appropriate, include income from fundraising, annual subscriptions etc
	
	
	
	
	
	

	(C) Net cash flow – before grants and interest payments
	
	
	
	
	
	

	Interest payments*
	
	
	
	
	
	

	(D) Net cash flow before grants, after deduction of interest payments
	
	
	
	
	
	

	Value of any existing ongoing revenue grants expected over the period 

(i.e. ongoing revenue grant approved prior to this application for funding) 
	
	
	
	
	
	

	(E) Net cash flow after existing ongoing revenue grants and interest payments
	
	
	
	
	
	

	Total grants requested on this proforma (i.e. from all sources of public money = sum of i to iv below):
	
	
	
	
	
	

	(i) capital grant** requested to support buildings expenditure
	
	
	
	
	
	

	(ii) capital grant** requested to support refurbishment expenditure
	
	
	
	
	
	

	(iii) capital grant** requested to support equipment/machinery expenditure
	
	
	
	
	
	

	(iv) Recurrent/Revenue grants requested (i.e.  non-capital grants–usually for marketing/ training )***
	
	
	
	
	
	

	(F) Net cash flow after grants and interest payments
	
	
	
	
	
	

	Other funds (e.g. promoter’s contribution or bank loan to cover capital expenditure on buildings, refurbishment & equipment/machinery etc.)
	
	
	
	
	
	

	(G) Net cash flow after grants, interest payments and other funds
	
	
	
	
	
	

	Repayment of loan and/or overdraft (i.e. the capital element of the loan as interest is included above)
	
	
	
	
	
	

	(H) Net cash flow after loan and/or overdraft repayment 
	
	
	
	
	
	


Annex B: Checklist for Projects with Total Non-Promoter Funding Of Between £50,001 and £250,000

This checklist is provided to ensure that the proforma has been completed to a satisfactory standard and supports the case to award grant assistance to the project.  The answer “Yes”, “No” or “Not applicable” must be given for each of the following questions:

(i)
Is the need for the project clearly demonstrated? (Q1)

(ii)
Are the current (baseline) and proposed options described in sufficient detail?  (Q1, Q5)

(iii)
Does the preferred option generate the highest net monetary benefit or for projects with a single option is a net benefit generated? (Q6)

(N.B. If the applicants are promoting an option which does not have the highest net monetary benefit (or lowest monetary cost in the scenario where an option has a net cost), it should only be proceeded with if there are additional non-monetary impacts associated with the option, which justify it being the “preferred” option.)  

(iv) Does the project provide an opportunity to better promote equality of 

     
opportunity and good relations? (Q7)

(v)       Do the non-monetary benefits help to justify the need for the proposed 

project? (Q8)

(vi)
If displacement occurs, is it at an acceptable level? (Q9a)

(vii)
Will the provision of grant assistance



-
speed up the progress of the project





or



-
improve the scale of the project





or



-
affect the location of the project? (Q9b)

(viii)
Is the rate of grant to be provided at the standard rate for this type of project?  (If not, why not?) (Q12, Q13)

(ix) Can an award of grant assistance be justified for this project? (Q3, 20, 25)

(x) Are the projected cash flows based on sound information? (Q21)

(xi) Is the project viable? (Q24)
(xii) Will the project remain viable if there is a 10% increase in costs or a 10% decrease in receipts/income?  (Is such a scenario likely?  If yes, should the project parameters be reassessed or is close monitoring adequate?) (Q26)

(xiii) Will the project remain viable if costs are increased by 30% and/or receipts/income decreased by 30%?  (Is such a scenario likely?  If yes, should the project parameters be reassessed or is close monitoring adequate?) (Q26)

(xiv) Are the actions proposed to minimise risk acceptable? (Q15)

(xv) Are the monitoring and post-project evaluation arrangements satisfactory? (Q18, Q19)

As a general rule, grant assistance should only be provided to projects which provide the best value for money (best option), satisfy the additionality criterion and are viable.  If the answer “Yes” or “Not appropriate” is given to each of the 15 questions above then the award of grant assistance can be justified.

Annex C

Statutory Equality Duties

Under Section 75 of the Northern Ireland Act, the Department is required to have due regard to the need to promote equality of opportunity between:

· Persons of different religious belief, political opinion, racial group, age, marital status or sexual orientation;

· Men and women generally;

· Persons with a disability and persons without; and

· Persons with dependants and persons without.

In addition and without prejudice to these obligations, the Department is also required to have regard to the desirability of promoting good relations between persons of different religious beliefs, political opinion or racial group. 

All policies therefore must, in the first instance, be subject to a screening exercise to determine if and to what extent there is potential to affect people in terms of equality of opportunity and to determine whether a full Equality Impact Assessment is required.

PROCUREMENT PROCEDURES  





APPENDIX 17
Mandatory Requirements

1. The purpose of these procedures is to ensure value for money when procuring goods, services and works.

2. The JCC must, as a minimum, ensure compliance with these procurement procedures and ensure project promoters are made aware of the content of this appendix. Local Councils and NDPBs may follow their own procurement procedures providing they are equal to or more stringent than those detailed below. 

When Local Councils are procuring goods and services for the delivery of the programme, the JCC must ensure that panel members individually evaluate any tenders/quotations received and record their scores before finalising recommendations. Please refer to Procurement Guidance Note 02/09 issued by Central Procurement Directorate for further guidance.


Failure to comply with the procurement procedures could result in the disallowance of claims for financial assistance.

3. Calculation of Cost of the Goods, Services and Works to be Procured
3.1
If a project promoter is registered for VAT the cost of the procurement is the net cost, for example the cost excluding VAT.

3.2
If the promoter is not registered for VAT the cost of the procurement is the gross cost, for example the cost of the goods / services / works after VAT has been added.

3.3
The cost of the procurement may not be the same as the total project cost as the project may require the purchase of several items. In this case the procurement guidance should be applied to each individual item. 

3.4

A project promoter may choose to request quotations from suppliers for grouped or related items for example computers or printers. In this case the cost of the procurement is the total cost of the items quoted. An example of a single procurement might include the purchase of:

· 5 computers, monitors and a printer;

· a discrete piece of equipment; or

· building work where one contractor can provide all the work.

3.5
In line with best practice in public procurement the cost of procurement for construction projects or building works must be calculated as the total cost of the construction.
4. Preparing a Specification
4.1 The project promoter must prepare a written specification of the goods, services or works 
to be procured.  


4.2 The installers/suppliers of goods/equipment must be able to quality assure such items. 
Thus the specification and tender documentation should include an element to cover the 
quality of the product/service and the need for accreditation must be considered. Where 
accreditation is required, a reputable third party certification body must provide this.


4.3 Identical written specifications must be sent to all suppliers asked to quote or tender so that 
all suppliers provide quotations for the same goods, services and works. 


4.4 The specification should not refer to specific manufacturers or models of equipment.


4.5
The specification should include everything needed for the goods, service or works to be 
procured. For example for the purchase of computers the specification should include;-

· required hard drive capacity; operating system; processor; RAM; DVD drive; type of media storage,

· software requirements (Trade names must not be used to identify the hardware required however the type of operating system or software required for example Microsoft Windows Vista, Microsoft Office etc can be specified.)
4.6
The following are examples of information which should be included in the specification. 
This will help to decide which supplier can be selected based on value for money.

· Delivery and installation costs

· Guarantees and / or warranty,

· Delivery date (if it will affect project completion).

· After sales service.

· Training or instruction.

· Date for work to be started and completed (building or construction projects)
· A time limit on how long the price quoted lasts for
5. Quotations needed for Goods, Services and Works less than £30,000
5.1 
The number of quotations needed for the procurement is given in Annex A. If the promoter does not receive the necessary number of quotations, evidence must be provided to confirm that, as a minimum, the required number of quotations were sought from businesses appropriate to the nature of the item or service being grant aided.  Evidence of quotations sought is email issued to business email address, recorded delivery via post, returned email receipt from business email address or authorised receipt on company letter head acknowledging receipt and rejecting invitation to quote.  Evidence of quotations sought is a mandatory requirement and project promoters must be prepared to have their evidence tested.
5.2
Each supplier must be asked for a quotation based on the requirements of the written specification.

5.3
Quotations should be addressed to the company, business or individual for which the grant has been awarded.

5.4
Quotations should have; 

· the supplier’s name, address, telephone number, fax number, e-mail address, company registration number (if applicable).

· enough detail to decide how the specification is priced.  For example itemised costs should be provided if there is more than one item.

· the date 

· the supplier signature

·  the period for which the cost remains the same for example 30 days.

5.5
Quotations which are older than three months cannot be used in the procurement process unless there is written evidence from the supplier that the costs remain unchanged.

5.6
If quotations are being sought, or provided from any member of the promoter’s family or extended family, then the relationship must be advised to the JCC and declared in writing on the procurement documentation. In addition the promoter must sign a declaration to the effect that:-


a) competitors’ quotations will not be shared with the quoting family member; and 


b) the promoter will strictly adhere to the procurement requirements as set out in the 
    Letter of Offer.

5.7 
Internet Quotations 

The Project Promoter should complete the on-line ordering screen to the point where payment details are entered. The price quoted at this point should include delivery and for example any discounts. This page should be printed along with the specification details of the equipment to prove that each quote is for the same equipment specification. 



5.8
Faxed and E-Mailed Quotations

Faxed or e-mailed quotations may be accepted where the value of the procurement is up to £30,000. The number of quotations required at Table 1 of Annex 17 will apply subject to paragraph 5.1 above.

 Faxed quotes/tenders must be on headed paper and must be signed by a company employee. 20% of all faxed quotes received as part of a claim must be verified with a phone call to the named employee with confirmation and date recorded on the fax by admin unit staff.
E-mailed quotes must be as an attached scanned image on headed paper signed by a company employee. 20% of all emailed quotes received as part of a claim must be verified with a phone call to the named employee with confirmation and date recorded on a printed copy of the attached emailed quote by admin unit staff. They should also verify that the date the email and tender attachment was created and modified falls between the dates of the letter of offer and work first commencing i.e. before the date of any invoice. 

5.9 
Sole Supplier
In some cases it may not be possible to obtain the required number of quotations or tenders for example where there is only one or a limited number of suppliers. 

The project promoter must provide evidence that a limited number of suppliers are available, for example printouts from Internet searches from at least two Internet search engines / sites showing the number of suppliers for a specific item. This information must be provided in writing to the JCC in advance of any purchase being made and written approval to proceed granted by the JCC.

Failure to notify the JCC as above will deem the purchase ineligible for grant aid.

A note from the intended supplier stating they are the sole supplier is insufficient evidence.
6
Acceptance of a Quotation

6.1
The quotation accepted must be the lowest which represents the best value for money.

6.2
To decide the best value for money the project promoter should compare 

· the price quoted,

· delivery date,

· quality, 

· technical merit,

· running costs,

· after sales service and technical assistance, 

provided these were asked for in the specification. 

6.3 If the lowest quotation is not accepted the reason(s) for the decision must be communicated in writing by the project promoter to the JCC along with the procurement documentation prior to any purchase taking place. The JCC will decide if value for money is being obtained and will communicate its decision to the promoter in writing. If that decision is to refuse permission, the applicant should be advised to only submit a claim for the lowest amount.

6.4 If, however, the project promoter still decides to choose a quotation based on personal preference the amount of grant claimed must be equal to the amount of the lowest quotation received to avoid an irregularity and possible penalty. The project promoter will be responsible for the additional costs.

6.5 In some cases a project promoter may choose to advertise publically regardless of the value of the procurement. The correct number of quotations needed in table 1 will still apply regardless of the number of responses to the advertisement (see also 8.8).



7
Purchase of Second Hand Equipment 

7.1 
The second hand equipment must satisfy the needs of the specification and comply with applicable standards for the equipment.
7.2
The project promoter must obtain from the seller of the equipment a declaration stating the origin of the equipment, and confirm that at no point during the previous seven years was it purchased with the aid of government or European Community grants.

7.3
The price of the equipment must be less than the cost of similar new equipment. This can be proved by supplying a quotation for a new piece of equipment with the same specification.

7.4
The price of the equipment must not be more than the market value which can be calculated as follows:
(a) Apply the depreciation factor in the project economic appraisal to the value of the new item and deduct the depreciation for the age of the second hand equipment.  If the age of the second hand equipment is more than 7 years this must be changed on the economic appraisal to ensure the cost of the equipment remains positive.

Example - where a new piece of equipment cost £70,000 over 7 years the annual     depreciation would be £10,000. The market value of a 1 year old piece of machinery would be £60,000, a two year old machine £50,000 and so on;

  (b)
If a project promoter disputes this market value they may obtain, at their own cost, an independent valuation from a competent engineer or plant auctioneer.
  8
Tendering Procedure for Goods, Services and Works greater than £30,000 and less than EU Thresholds
8.1
The project promoter must prepare a written specification of the goods, service or works as detailed in Section 4.

8.2
The project promoter must advertise the procurement requirement in a national daily newspaper or a trade journal if appropriate to the type of business. The newspaper selected should have a distribution which covers all of Northern Ireland.

NOTE:  Under Axis 3 a restricted procedure (2 stage procurement or PQQ) is not allowed.  If there is a need for qualification criteria this must be published in the advertisement seeking interested contractors.  Any other alternative must have prior agreement from the Department.  
8.3
The advertisement must state the closing date for either the expression of interest or receipt of the tender.

8.4 
Exceptions to Publicly Advertising


If a supplier is not available in Northern Ireland the requirement to publicly advertise will not be enforced. The lack of suitable suppliers within Northern Ireland must be proved by way of written responses from potential suppliers approached by the applicant and should be documented on the project file. The project promoter must still obtain the correct number of quotations from suppliers outside of Northern Ireland to prove value for money. Failure to comply will result in disallowance of payment.

8.5 Tender Process

The project promoter must provide prospective suppliers with the following information:
· Contact details - name/business name, address, telephone, fax, email 

· Who the quotation/tender should be returned to.

· Date and time of when the quotations/tenders should be returned. 

8.6 A pre-addressed envelope labelled ‘quotation or tender’ in the bottom left corner but not identifying the sender/prospective supplier should be sent to each supplier.    

8.7 All suppliers must be given the same closing date and time.

8.8 When each tender envelope is received it should be signed, marked with the date and time of receipt and not opened until the appointed time. 

8.9 Any tender received after the closing date should not be opened and should be kept with the other tender papers.

8.10 Tenders submitted by telephone, Fax and e-mail must not be considered.

8.11 The tender envelopes should be opened at the specified time by two people.  The tender form (Annex C) should be signed and dated by both and the forms and envelopes numbered.

8.12 The date of opening, company name and amount quoted should be recorded on the tender form (Annex C). The unused portion of the schedule should be ruled through to prevent any additional tenders being added later.

8.13 The project promoter must not make changes or write comments on tenders or tender correspondence. These are original documents which will be needed in a Court of Law if there is a dispute.

8.14 All suppliers tendering should be notified as early as possible whether or not they are successful.

8.15 The forms in Annexes C - H are optional. They are an example of best practice and their use may help if there is a legal challenge to any successful supplier. Project Promoters are encouraged to use the forms provided.

8.16
If the promoter chooses to advertise for the procurement even if it is below the £30,000 limit, the correct number of tenders (Table 1, Annex A) will still be required. If only one response is received to an advert every attempt should be made to obtain the correct number of tenders to prove value for money. If the correct number cannot be obtained the promoter must ask the Council Cluster for advice before awarding the contract. Failure to comply will result in disallowance of payment.

9 
EU Thresholds for Goods, Services and Works.

9.1
Procurements of more than EU Threshold (€133,000) must be advertised in the EU Official Journal. This threshold which applies to the provision of goods and services only, does not apply to private promoters.  The limit for construction works is >€5,150,000. If a supply or service is more than €133,000 the promoter should ask the Council Cluster for advice before tendering. This includes co-operation projects where the Local Action Group is the Project Promoter.

Point of Clarification: The EU Thresholds affective from 1 January 2010 are:

Goods and Services : €125,000
Construction Works: €4,845,000

9.2 
When the procurement is advertised in the EU Official Journal promoters should have a 
time period between informing the successful supplier and finalising the contract. This 
allows unsuccessful suppliers an opportunity to challenge the decision legally.  This is 
known as the “Alcatel Mandatory Standstill period” and the Council Cluster must ask DARD 
for advice.

10
Assessment by Independent Expert
10.1
Where a project includes building work, refurbishment or renovation work and the grant amount awarded is more than £50,000, the JCC must, unless it has the expertise itself, obtain an independent assessment of the cost of the work carried out. Tenders/quotations must be sufficiently detailed to facilitate this. 

10.2
Where there is a sufficient difference between the value quoted/priced for the work and that assessed by the independent expert the case will be referred to the Central Investigation Service to investigate.
11
Payment of Grant and Letter of Offer
11.1 The project promoter must comply with these procurement procedures and send all original documents to the JCC for checking. If these procurement procedures are not applied and valid quotations/tenders for the project costs are not provided the grant will not be paid.
11.2 The project promoter and JCC must use the lowest cost between the invoiced amount and the quotation / or tender. 
11.3 The JCC must use the percentage amount of grant as stated in the Letter of Offer to the project promoter to calculate how much is be paid to the promoter.

11.4 The amount of grant money paid should not be more that the costs for the item as stated in the Letter of Offer schedule of costs.

12
Retention of Procurement / Purchasing Documentation Required for Claim Preparation

12.1
The project promoter must keep all the Information for each purchase / procurement until the date specified in the Letter of Offer.  Examples of this information include:

· A copy of the Specification;

· Quotations/Tenders received 

· Quotation/Tender paperwork including tender envelopes and unopened tenders received after the closing time/date;

· Quotation/Tender Receipt Record

· Invoices,

· Proof of payment

· Explanations or justifications for not following the procurement procedures.

12.2 The project promoter must send all the procurement information to the JCC with the claim for payment.

12.3
The JCC is responsible for deciding on the project promoter explanations for not following these procurement procedures

12.4
The information must be copied and kept in the project file for inspection by auditors. All original information should be returned to the project promoter.
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Table 1 – Summary of Procurement Thresholds

	Estimated Value of Individual Procurements 
	Action & Minimum Number
	Comments

	Less than £100 
	No quotations required
	Invoices are still required for vouching purposes

	£100 to £5,000
	 2 oral quotations 
	(fax or e-mail confirmation, evidence of internet searches, prices is required)

	£5,001 to £30,000
	2 written quotations
	The quotation process includes:

· Preparing a detailed specification



	Over £30,000 to EU Threshold
	Open tendering
	Open tendering secured by preparing a detailed specification and public advertising.

No restriction on the number of Tenders to be received



	Over EU Threshold

(does not apply to Private Promoters)
	Advertisement in the EU Official Journal
	Copy of Invitation to tender place in EU Official Journal required


Note: If the project promoter is registered for VAT the cost of procurement is the net cost, for example the cost of excluding VAT. If the promoter is not registered for VAT the cost of the procurement is the gross cost, for example the cost of the goods/services/works after has been added.
In certain circumstances, and only where there is documentary evidence in place, local councils and NDPBs seeking funding assistance from Axis 3 may avail of existing contracts for delivery of goods and services.

Clusters must ensure they have all the necessary evidence in place and must then seek local DARD approval to proceed.

In all cases the following will apply without exception:

· The contract must have been procured in accordance with Axis 3 rules on procurement – Operating Rules Appendix 17
· The contract must be for delivery of goods or services directly related to the items the applicant is seeking Axis 3 assistance for

· The contract award date must not be more than 12 months old at the date of purchase of the goods/services relating to the Axis 3 project.

· Where the original contract date is more than 12 months old and includes an option to extend that contract, documentary evidence must be sought to confirm that the applicant has considered awarding an extension and that any extension approved has been offered and accepted.

· No work may commence on the Axis 3 project under the contract until the applicant has accepted a Letter of Offer and the acceptance has been recorded on the database.  
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Summary of Procurement Procedures and Forms

The forms in Annexes C - H are optional and examples of best practice which could assist any legal challenge associated with procurement. The Cluster should encourage the project promoters to change and use these forms for their project. 

7. Quotation / tender receipt record – Annex C

This form should be used to record the procurement details from sending the specification to the suppliers through to supplier selection. The project promoter should write the details of each quotation / tender received onto the form.

8. Quotation / tender evaluation report – Annex D

This form should be used for the evaluation of a quotation / tender. 

· Evaluation criteria 

These are mostly the specification requirements.

· Weighting criteria
The total weighting of all the evaluation criteria should add up to 100. The weighting value should represent the importance of the requirement within the procurement.

· Score for quotation
The person evaluating the tender must decide how the tender scores against the weighting. For example scoring the speed of a printer against the desired speed of 20 pages per minute and 1 printer can do 20 and the other 30. The one at 30 would receive a higher score. The form should be signed and dated by the scorer.

9. Sample Letter of Invitation to Tender – Annex E

10. Sample Tender Form – Annex F

11. Sample Successful Tender Letter – Annex G

12. Sample Unsuccessful Tender Letter – Annex H







QUOTATION /TENDER RECEIPT AND ACTION RECORD


        Annex C









Quotation /Tender for:   _____________________________________________________________________________________

Closing Date:                  _______________________

	Quote /Tender Nos
	Name & Address of Prospective Suppliers sent the specification 
	Date Specification Issued
	Date Quotation /Tender Received
	Forms completed by potential supplier
	Signed quotation/pricing documents
	COMMENTS

	
	
	
	
	F.O.T*
	VAT
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


*F.O.T – Form of Tender i.e. please specify if quotation, tender, by post, fax, email etc.

I/We certify that __________ quotations/tenders were received on or before the due time and were opened by me/us on _____________ (Date)

                         (insert number)
There were ____________ late quotations/tenders.

                   (insert number)
Name(s) in CAPITALS: ___________________________________           _________________________________________

                        Signed: ___________________________________            _________________________________________    
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	EVALUATION CRITERIA

(Examples given below)
	WEIGHTING
	SCORE FOR QUOTATION /

TENDER 1
	SCORE FOR

QUOTATION /

TENDER 2
	SCORE FOR QUOTATION /

TENDER 3
	SCORE FOR QUOTATION /

TENDER 4

	Price


	35
	
	
	
	

	Ability to meet specification


	40
	
	
	
	

	Delivery / after sales 

service /maintenance


	5
	
	
	
	

	Experience / qualifications / track record


	10
	
	
	
	

	Completion schedule / completion date


	10
	
	
	
	

	TOTAL SCORE


	100
	
	
	
	

	COMMENTS


	
	
	
	
	

	Successful quotation / tender


	
	
	
	



Evaluation completed by Name(s):

__________________________________         __________________________________




     Signature:             __________________________________         __________________________________





  Date:
            __________________________________         __________________________________

Annex E

Sample Invitation to Tender Letter

<name>

<address>

                                                                                                                            <date>

Dear Sir

[I/We] invite you to tender for the supply (and delivery) of <List Goods, Services or Works required / as per attached specification>.
If you wish to take part in this contract competition, please complete the enclosed tender form and return it, using the pre-addressed envelope provided to arrive at the above address not later than <specify a time and date>.
The contract sum as specified in the tender should be a “fixed price”. The length of time the price is valid should be stated. Failure to quote a fixed price may result in your tender being excluded from the competition. The contract sum as quoted in the tender should include all delivery, installation, commissioning and handling charges.

[I/We] require <detail requirements, i.e. delivery on or before …., immediately, indication of when liability for the goods/service/work transfers to the purchaser, assurance that all Statutory Requirements are being met, etc.>.  Refer to Paragraph 5.4 of the Procurement Procedures which provide advice on the information required from prospective suppliers.

[I/We] reserve the right to:

(c) Accept part of any quotation unless it is clearly stated that the tender may only be considered as a whole and

(d) Not necessarily to accept the lowest or any quotation.

Yours faithfully



Annex F (1)

Sample Tender Form

PART 1











TENDER FOR                                                                              

I/We hereby offer to provide the above mentioned goods/services/works as detailed in the attached invitation to tender for the sum of £ __________________ (exclusive of VAT).

Amount in words __________________________________________________________pounds.

I/We have read and understand the Conditions of Contract and the Notes/Instruction to Tenderers and agree:

to the terms and conditions set in this Tender; to any additional terms and conditions set out in the invitation to tender; that having completed this form a binding contract shall be constituted by this Tender and our acceptance thereof.

I/We agree that this tender together with your written acceptance there of shall constitute a contract between us in relation to the whole of the Tender or any part as may be specified in your written acceptance.

Tenderer’s Signature

The Tender must be signed by a person authorised to sign on behalf of the contracting firm.

Signature
_______________________________________
Date
___________________ 
Print Name
_____________________________________________________

Address
______________________________________________________________________


______________________________________________________________________


______________________________________________________________________

Telephone Number 
___________________
VAT Registration Number ________________

Notes / Instructions to Tenderers

Tender prices must reflect all circumstances affecting, or likely to affect, the provision of the good/services. 

Tenders should be returned in the pre addressed envelope provided and must reach its destination not later than the time specified in the invitation to tender.

Tenders received after the specified time will not be considered.

We reserve the right to accept a part of any tender unless the tenderer clearly states that the tender may only be considered in its entirely.

Opened By ______________________________ and ______________________________ 

Date __________________
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PART 2







Schedule of Quantities and Prices

	Item No.
	Description of Goods
	Quantity
	Unit Cost

£
	Total Contract Price (excl. VAT)

£
	VAT Amount

£
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Successful Tender

<name of contractor / supplier>

<address>

<date>

Dear Sir 

Thank you for your tender dated <date tender form was dated by tenderer> for the supply and delivery of <details of goods / services / works > at your quotation price of <contract amount in figures>, <amount in words>.  

I have pleasure in confirming that you have been successful.

[I/We] require delivery <state requirements>.

Yours faithfully

Annex H

Unsuccessful Tender

<name of contractor / supplier>

<address>

<date>

Dear Sir 

Thank you for your tender dated <date tender form was dated by tenderer> for the supply and delivery of <details of goods / services /works > at your quotation price of <contract amount in figures>, <amount in words>.  

I regret to inform you that on this occasion you have been unsuccessful.

Please contact me if you require any further details.

Yours faithfully

References

Ensuring grant aided bodies deliver value for money on procurement involving public money - Office of Government Commerce.

The Use of Grant for Procurement - Procurement Guidance Note 01/07 - Central Procurement Directorate. 

ENVIRONMENTAL ASSESSMENT 
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Background

This paper includes guidance, in respect of the Northern Ireland Rural Development Programme 2007-2013 (NIRDP), on the implementation of Development Path Analysis (DPA) with focused examples of the various activities within each of the programmes that could be classified into each of the development paths.

The remainder of this guide is divided into the following sections.

	Overview of DPA:
	A brief statement of what DPA is, why it is being used and who is supposed to be using it


	The Development Paths:
	A description of each of the six development paths under DPA and general examples of projects within each


	When and How to Apply DPA:
	Instructions on how and when to apply DPA 


	Annex A:
	Project Categorisation Form for DPA 



OVERVIEW OF DPA


What it is


DPA is a tool that helps to transform patterns of economic and social development. In the past, it was often the case that development was pursued at the expense of the natural environment.  Many now realise that, if it is to be sustainable, development must go hand in hand with environmental protection.


During the 2000-2006 programming period the European Commission felt a need to offer regions various tools for helping to integrate the horizontal principle of environmental sustainability into their programmes. DPA is one of those tools.

It was initially used within Northern Ireland as part of the monitoring and evaluation of the 2000-2006 Structural Funds programmes to guide the region toward a more environmentally sustainable path of development and was the main tool for monitoring the extent to which this transformation is taking place. It will continue to be used under the 2007-2013 Structural Fund programmes.

Who it’s for


The European Commission has a responsibility to make sure that every region in receipt of EU funding has a system in place to monitor environmental impacts of the funding and to promote more sustainable activities.  DPA results will sit alongside the Common Monitoring and Evaluation Framework. 


The Managing Authority and NIRDP Monitoring Committee have a responsibility to monitor outcomes of the funding, including environmental outcomes. They also have a responsibility to report on these outcomes to the European Commission. DPA results will, therefore, be reviewed regularly at detailed and programme levels.  

The Environment Sub-Group of the NIRDP Monitoring Committee will ensure that the systems for monitoring environmental impacts are in place and are working properly.  

Delivery Bodies have a responsibility to promote and monitor environmental sustainability at measure and project levels.  Therefore, Delivery Bodies will apply DPA to each project that is received under their measure/scheme, consider DPA results during project selection, and monitor DPA results at measure/scheme level. 

The Northern Ireland Statistics and Research Agency (NISRA) will monitor DPA results across Northern Ireland’s Structural Fund programmes and the NIRDP to get a better overview of sustainable development across the region.

THE DEVELOPMENT PATHS


DPA is based on an assumption that certain patterns of development, or “development paths,” are more environmentally sustainable than others and that regions have choices about which path to pursue.  The tool recognises six development paths.

Path A:
Actions that promote activities that simply meet environmental regulations.

Path B:
Actions that clean up the mess from past activities or actions that promote physical 

regeneration.


Path C:
Actions that put in place environmental infrastructure to reduce the negative 


environmental impact of development activities.

Path D:
Actions that help organisations to meet increasing environmental standards.

Path E:
Actions that improve the resource efficiency (“eco-efficiency”) of existing activities.

Path F:

Actions that support, as well as encourage, new types of activity or behaviour using 

fewer environmental resources, or producing less pollution, than existing activities in 

the area.

The objective of the tool is to help shift activity away from Path A and toward activity under Path F.  Path A is activity that simply meets minimum environmental regulations and, therefore, makes a minimal contribution to environmental sustainability.  Path F makes a significant contribution; it is activity that pursues environmental protection at the same time as it pursues economic and social development. The paths in between are paths that mitigate the impact of existing activity in some way.

Each project is allocated into one of the development paths. The budgets of the projects are then added together to give a profile of the amount of funding committed under each path.

The assessment and allocation process – when and how to assign projects to development paths, is described at a later stage in this guidance. Before turning to that, a fuller description of each of the paths is included below.



Path A: Simply Meeting Environmental Regulations

The simplest way to understand Path A is to think of it as “business as usual.”  Ask yourself, does this project do anything different or unusual that helps to protect the environment?  If the answer is no, then the project probably falls under Path A.

Path A includes projects that meet minimum environmental regulations.  While important, meeting these regulations is not enough to ensure environmentally sustainable development.

Path A also includes every day activities, such as delivering training or developing cross‑border networks, even if these activities are not subject to any kind of environmental regulation.  These activities should be included under Path A if they do not involve any special effort to minimise or improve the impact of the activities on the environment.

It is important to recognise that activities under Path A are going to have varying degrees of impact on the environment.  Some of these impacts are going to be very small.  DPA is not about capturing the degree of impacts (though, of course, this factors into the selection of paths); rather, DPA is about capturing the degree to which new, less environmentally damaging behaviour is being encouraged.  Moreover, even small impacts can be significant when added together.

NIRDP Path A Examples:


· Management / Administrative / Marketing Training

· Focus Farm visits / Benchmarking

· Introduction of new products / techniques (no positive environmental impact)

· Creation of tourism businesses

· Various initiatives for rural community

Path B: Cleaning Up the Mess

The environment has suffered from human activity.  Industrial emissions, extensive vehicular travel, intensive farming, high household consumption, etc have all contributed to degrading air and water quality and to compromising the environments on which animal and plant life depends.  Path B covers projects that help to clean up this mess.

Path B also covers regeneration activities.  Regeneration activities directly improve the overall quality of the natural and built environment and indirectly encourage people to take pride in their environment and to keep it clean.

The scale of the effort under Path B will vary significantly.  Cleaning up an oil spill will have a huge impact on the wildlife living along the coast.  Cleaning up the premises of a community centre will have a small impact on the people and wildlife in the area.  It is the type of activity and not the scale of the effort that matters in selecting a path.


NIRDP Path B Examples:

· Training – Maintenance & enhancement of landscape / Protection of the 
environment

· Improving water quality / soil quality

· Conservation and upgrading of rural heritage

· Village renewal and development

· Maintaining forest environments

Path C: Environmental infrastructure

Path C covers projects that put in place infrastructure that allow people to carry on with their every-day activities but with less damage to the environment.  They might be projects that increase the capacity of current infrastructure or that introduce new infrastructure with a higher quality output.

An important question to ask under Path C, indeed under all of the paths, is not whether the project eliminates environmental damage altogether (although eliminating damage should be the goal ultimately).  Rather, the question is whether the project makes a significant improvement to the baseline situation.

NIRDP Path C Examples:

· Development of new processes

· Farmland birds

· First afforestation – prevention of floods

· Forest expansion

Path D: Helping Organisations

Path D addresses businesses or other organisations that have had a particularly hard time meeting environmental regulations.  Sometimes the cost of the initial investment in better technologies or processes can be high, which can put off a business even if the longer‑term payoff would make the investment financially worthwhile.  Or sometimes a business or industry simply does not know how to go about satisfying a particular regulation.  Activities under Path D are ones that help these businesses to understand and meet environmental regulations and standards.  Typically, these are small to medium‑sized businesses, which require extra help.

NIRDP Path D Examples:

· Development of new processes for small to medium‑sized businesses

· Agri-environment activities

· Mitigating climate change

Path E: Resource efficiency

One way of improving the impact of human activities on the environment is to improve the efficiency of the resources we use to support those activities.  Everything we do requires resources in some form or another: water, energy, air, wood, minerals, etc.  Often these resources are non‑renewable (i.e. in finite supply), and even where they are renewable, the resources are in a degraded state once we are finished with them.  Path E covers projects that try to improve the efficiency with which resources are used.

NIRDP Path E Examples:

· LFA Scheme

· Forests – Enhancing Bio-diversity

· Renewable energy production

Path F: New Behaviour

Path F is for activities that involve changing the way we behave so that our behaviour has a less damaging or a positive effect on the environment.  Thus, Path F is the flip side of Path A.  

Path F can also cover projects that involve environmental research, since the results from this research can support the rationale for new behaviour.

NIRDP Path F Examples:

· Short rotation Coppice Scheme

· Agri-environment schemes

· Renewable energy production

Handling Uncertainty

It may not always be clear which path is the most appropriate.  A project may be an activity that both puts in place environmental infrastructure and encourages new forms of behaviour, for instance.  Or a project may have various stages or components that could be associated with different paths.

Another complexity is knowing how much to expect from projects.  It may not be clear what degree of change in behaviour is needed to enable a project to be categorised as Path F rather than Path A, or how much clean up or efficiency is needed to merit being categorised as Path E or B.

What follows are a few pointers to help you.

· Decide what “business as usual” is and how much change is reasonable to expect at this stage for your particular sector, area or group.  


· Weigh up the different kinds of activities and impacts associated with a project, and use reasonable judgement to arrive at an overall DPA. Consider both direct and indirect impacts.  Direct impacts are those that are closely related to the activity in question.  Indirect impacts are the consequences of the activity further down the line.  An example is a training session, where the manner in which the training is delivered will have a direct impact and where the subject of the training, which will encourage a certain kind of behaviour after the training is completed, will have the indirect impact.

· Consult any sustainable development strategies for your organisation or sector, as well as environmental objectives for your measure as identified in the programme documentation.  

· Ensure consistency at least across your own measure/scheme, and record the reason for your decision. (Procedures for recording reasons are described in the next section).

· Focus on the type of the activity rather than the scale.


Queries in respect of DPA can be forwarded to the following contact point:

Gordon Browne

Regional Reporting and EU Programmes Branch (RREPB)

Northern Ireland Statistics and Research Agency (NISRA)

McAuley House

2-14 Castle Street

Belfast BT1 1SA

 

Tel. no. - 028 9034 8122 (x67122)

Fax no. - 028 9034 8126 (x67126)

E-mail: gordon.browne@dfpni.gov.uk
WHEN AND HOW TO APPLY DPA


This section of the guide explains how and when Delivery Bodies should be applying DPA.  It should be read in conjunction with Annex A, which is the project categorisation form that every Delivery Body should be using to record its DPA scores.  

During Project Selection [Axis 1 & 3/4 only]



Delivery Bodies must apply DPA to every project that is submitted under their measure/scheme. Projects must be assigned to the development path that most closely matches the type of activity the project represents.

During assignment, consider both the direct and indirect environmental impacts that are likely to result from the activity.  This will help you to arrive at a reasonable judgement about the most appropriate path.

Each project should be given only one path, and this path must reflect the balance of activities carried out under the project and their attendant environmental impacts.

The path should be recorded on the project categorisation form for DPA (Annex A) along with a statement of your rationale for selecting that particular path.  The statement of rationale is an important record, and it needs to be fulsome enough to make sense to anyone that might need to refer to it later.  

The DPA assignment should then form part of the information that is considered during project selection. 

Once selection decisions have been made, enter the DPA paths promptly into the central monitoring database.  The scoring sheet should be filed carefully with the rest of the documentation for that project.



For Monitoring

The budgets of the various projects can be added together at axis or measure level to show how much funding has been committed under each development path.  The profile that is created is your DPA result, and Delivery Bodies need to be thinking about whether or not the result is satisfactory.

If you are not satisfied with the DPA result, then you should be thinking about how the axis might be redesigned to attract more projects from a different path.  For instance, you might decide to increase the profile of environmental sustainability in promotional material or to offer ideas to prospective applicants for more environmentally sustainable projects.

In other words, you should be using the DPA result to monitor regularly the degree to which your priority, or the part for which you are responsible, is helping to shift economic development toward more environmentally sustainable development.  

Summary of steps for applying DPA


In summary, there are three main steps to applying DPA:

1. When applications are received, assign each project into path A, B, C, D, E or F using the project categorisation form.  Consider the DPA paths at the time of project selection.

2. Once selections have been made, enter the DPA paths for all projects into the central monitoring database and file the project categorisation forms with the rest of the project documentation.

3. Monitor your DPA results at priority level and consider whether the results are satisfactory.  If they are not, consider ways of adjusting the design of the priority to attract more applications that correspond to the desired path(s).


Project Categorisation Form







Annex A



Development Path Analysis – Project Categorisation Form

Project Applicant Name:
………………………………………….

Project Application Number:
………………………………………….

Using the project details supplied during the application process, please assess the likely impact of the project on the environment and assign the project according to the development path to which it most closely corresponds.

A.
(
B.
(
C.
(
D.
(
E.
(
F.
(

Reason for decision:

Completed by: __________________ (Project Officer)



Signed: ________________________ Date: _____________

Input to Database by:

Signed: ________________________ Date: _____________

PROJECT RISK ASSESSMENT FORM 




APPENDIX 19

Project Named in Application:…. …………………………………………………

Project Ref No: ………………………….………………………………………………

Project Risk Rating: ……………………….. 
Completed by: ………………………

	Risk area assessed
	Thresholds
	Risk Band
	Score

	*Level of funding: 

Private sector
	£0 - £10,000               

£10,001 - £30,000      

£30,001 - £55,000      
	1 - Low risk

2 – Medium risk

3 – High Risk
	

	*Level of funding:

Social Economy Enterprises/ Community Groups/NDPB and Councils
	£0 - £50,000               

£50,001 - £150,000    

£150,001 - £255,000  
	1 - Low risk

2 – Medium risk

3 – High Risk
	

	Reliability of the applicant
	· No irregularities from previous funding.

· No previous funding 

· Previous irregularity score 2. 

· Previous irregularity score 3.
	1 - Low risk

2 – Low/Med

3 – Med/High

4 - High Risk
	

	Project categorisation 
	· Capital purchase (equipment)
· Resource (running costs)
· Capital build (construction/refurbishment)
	1 – Low risk

2 – Medium risk

3 – High risk


	

	Assessment panel score
	             > 75%

        70 – 75%

        65 – 69%
	1 - Low risk

2 – Medium risk

3 – High Risk
	

	*Percentage of Match funding: 

Private sector 

% of total project costs
	Match Funding at >70% 

Match Funding at 51 - 70%

Match Funding at 50% 
	1 - Low risk

2 – Medium risk

3 – High Risk
	

	*Percentage of Match Funding :

Social Economy Enterprises/ Community Groups/NDPB and Councils: 

% of total project costs
	Match Funding at >40%

Match Funding at 26 - 40%

Match Funding at 25%
	1 - Low risk

2 – Medium risk

3 – High Risk
	

	Total Score
	


Maximum score – 16


*one or other to be scored 

Band A Low Risk


Score 5 to 9


Band B Medium Risk

Score 10 to 13

Band C High Risk


Score 14 to 16

ASSESSMENT PANELS GUIDANCE NOTE
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Introduction

Please find below guidelines for consideration. These practical suggestions should be read in conjunction with Operating Rules Chapter 4, and should help the Assessment Panel to operate smoothly. The JCC must document and put in place an open and transparent system for seeking and assessing applications and for reviewing decisions in the event of a complaint.

Preparatory Work

Each Application should be checked by the Administration Unit for completeness ensuring all questions are answered, The Application must be signed and relevant attachments and continuation sheets included. Only valid Applications should be presented to the Assessment Panel for consideration.

All Applications should have been entered on the EU database before the respective closing date. 

Assessment

An eligibility check (Appendix 5) should be undertaken by the Administration staff on the Application.
If the project does not satisfy the Eligibility Criteria, a recommendation should be submitted to the LAG recommending rejection. 

If the project satisfies the eligibility check, an acknowledgement letter (Appendix 1) should be issued and a site visit and associated Economic Appraisal etc should be completed. The expert views of other appropriate statutory bodies should also be sought.

1. The Assessment Panel should, as far as possible, be representative of Section 75 groupings, have 50% representation of social partners and have a range of expertise.

2. The Assessment Panel should consist of at least four members with appropriate experience, training and knowledge.

3. The Assessment Panel should have procedures in place for dealing with Conflicts Of Interest as detailed in Chapter 1 of these operating rules.

4. The Assessment Panel should agree in advance the time and duration of the meeting.  Members must commit themselves to attending the full session. It is important that when scheduling Assessment Panel meetings, ample time is allocated to ensure that all projects receive an appropriate amount of consideration.

5. At the beginning of each Assessment Panel meeting, members should elect a chairperson.

6. Minutes should be retained of all Assessment Panel Meetings. 

7. The Chairperson should establish the timetable for discussions to ensure efficiency.  .

8. Key sources of information when assessing projects are:

· Application Form

· Eligibility Check Appendix 5
· Site Visit Report Appendix 4
· Information from Key Informants

· Economic Appraisal

· Environmental Assessment, Appendix 18.

· Factual Local Knowledge

· Financial Records available e.g. Audited Accounts, Business Plan

· Any statutory approvals

· DARD guidance on reliability of applicant 

9. The LAG should decide which information the Assessment Panel will accept and apply this consistently under a competitive process.

10. Using Appendix 6, the Assessment Panel should proceed to allocate a score to the project. Only those projects which achieve an overall score of 65 or higher should be offered funding. 

11. A completed Appendix 6 form must be retained on each project file.  Records on the operation of EU Programmes should be retained until 31st December 2021.

12. The Assessment Panel makes its recommendation to the LAG using Appendix 21.

PROJECT DECISION RECORD






  APPENDIX 21

Partnership ______________________________

Application Number ______________________

Applicant Name _________________________

Project Title ____________________________

	MEASURE


	

	APPLICATION ELIGIBLE


	YES /NO*

	ASSESSMENT PANEL % SCORE

(if applicable)


	

	ASSESSMENT PANEL RECOMMENDATION

(if applicable)


	APPROVE/REJECT*

	AMOUNT OF FUNDING AWARDED


	         £

	% OF TOTAL ELIGIBLE COST TO            BE AWARDED


	%    

	LAG RECOMMENDATION


	APPROVE/REJECT*

	CHAIR AUTHORISATION SIGNATURE


	

	PRINT NAME


	

	DATE


	

	
	

	JCC  RATIFICATION


	YES/NO*

	CHAIR AUTHORISATION SIGNATURE 


	

	PRINT NAME


	

	DATE


	


* delete as appropriate

Project Administrative Checks






APPENDIX 22

Article 24 EU Regulation 65/2011
Article 24 paragraph (1) requires an administrative check to be carried out on all applications for support or payment claims for the European Agricultural Fund for Rural Development (EAFRD).

Project Details

	Axis:
	3

	Measure:
	

	Joint Committee:
	

	Project Reference Number:
	

	Business ID Number:
	

	Project Named in the Letter of Offer:
	

	Name of Contact:

Phone Number:
	

	Period of Grant Aid:

(*Letter of Offer issue date to final claim Provided A20 requirements complied with)
	

	Project Risk Rating (high/medium/low)
	


Project Funding

	
	Total Cost  of Project
	EU Grant
	National Funding
	Private Eligible

	Amount

£ / €
	
	
	
	


Project Inspection

	Article 24
Stage Checked
	Date of Completion
	Completed by
	Signature

	Stage 1
	
	
	

	Stage 2
	
	
	

	Stage 3
	
	
	


	Checklist Version No 4  - January 2011


Stage 1 - Application

	
	Application
	Yes
	No
	N/A
	Comments
	Action Required

	A1
	Does the file contain 

1. A full copy of the grant application form?

2. Is it signed and dated by the applicant?

3. Date stamped as received by JCC?

4. Has the application form been added to the EU database?

For electronic applications refer to Question A8.

(OR Para 4.7) 
	
	
	
	Date :

Date :
	

	A2
	Has an Appendix 5 eligibility check been completed for the grant application?

(OR Para 4.10)
	
	
	
	
	

	A3 
	If the project is not eligible has the LAG been informed and the decision ratified by the Joint Council Committee?

(OR Para 4.12)
	
	
	
	Date of JCC Ratification:
	

	A4
	A) Has a rejection letter been issued to the applicant with details of the reason for the decision and information of the review process?
                                               (OR Para 4.12)

B) If the applicant subsequently requested a review, has this been conducted in accordance with the operating rules?


                                          (OR Para 4.26 – 4.41)


	
	
	
	Date:
	

	Ref.
	Application
	Yes
	No
	N/A
	Comments
	Action Required

	A5
	If eligible has an acknowledgement letter (Appendix 1) been issued to the applicant?

(OR Para 4.13)
	
	
	
	Date :
	

	A6
	Has a reliability of the applicant check in relation to any previously funded projects since 2000 been carried out?

Is there a record of the decision taken?

(Appendix 19)

(OR Para 14.1-14.7)
	
	
	
	
	

	A7
	Has a Project Assessment site visit been carried out and an Appendix 4 completed?

(OR Para 4.13)
	
	
	
	Date of visit:
	

	A8
	For electronic applications has the applicant verified and signed a printed hard copy of the application? 

 (OR Para 4.13)
	
	
	
	
	

	A9
	Does the proposed project require planning permission?

If required has the planning permission been 

1. Applied for?

2. Approved?

3. If not approved, what is the estimated time scale for approval?

List any other Statutory approvals obtained.
 (OR Para 4.10)
	
	
	
	
	


	Ref.
	Application
	Yes
	No
	N/A
	Comments
	Action Required

	A10
	Has a check been carried out to ensure that the proposed project is compliant with de minimis and state aid rules?

(OR Para 3.18)
	
	
	
	
	

	A11
	Has an economic appraisal (Appendix 15 or 16) been carried out in line with the guidance in chapter 5 of the operating manual?

 (OR Chapter 5)
	
	
	
	Date Completed:

Date Checked:
	

	A12
	Has an environmental assessment been carried out on the proposed project?

(OR Appendix 18 Annex 1)
	
	
	
	DPA Category:
	

	A13
	Has consultation been carried out with any statutory agencies or bodies relevant to the grant application to determine that the project has not already been funded?

Have the details of the consultations been added to the project file?

(OR Para 4.18)
	
	
	
	
	

	A14
	Has the project been assessed and scored by the assessment panel and Appendix 6 (Project Assessment Form) completed?

(OR Para 4.15, 4.19 and 4.20)
	
	
	
	Assessment panel score:

Signed by all members of the assessment panel(OR Para 4.16).

Date of Assessment:
	


	Ref.
	Application
	Yes
	No
	N/A
	Comments
	Action Required

	A15
	Has the assessment panel score been discussed and approved by the LAG and the decision recorded in the board minutes?                                


        (OR Para 4.20 - 4.21)
	
	
	
	Date of LAG minutes:
	

	A16
	Has a project decision record (Appendix 21) been completed and the decision ratified by the Joint Council Committee? 

(OR Para 4.22)
	
	
	
	Date of JCC ratification:
	

	A17
	If the application is unsuccessful has a rejection letter and a copy of the scoring assessment (Appendix 6 Project Assessment Form) been sent to the applicant?

(OR Para 4.24) 
	
	
	
	Date :
	

	A18
	Has a project risk assessment (Appendix 19) been completed?

Has the risk rating been added to the database? 

(OR Para 14.8-14.10)
	
	
	
	Risk Rating:
	

	A19
	Has a Letter of Offer been issued in accordance with the guidance and a signed copy of the LoO retained on file?

(OR Para 4.23 and Chapter 6)   
	
	
	
	Date :
	

	A20
	Does the file contain a copy of the Letter of Offer acceptance signed and dated by the promoter?

Has this been signed within 28 days of the issue of the letter of offer and countersigned on behalf of the JCC?

(OR Para 6.6)


	
	
	
	Date of Acceptance:
	

	Ref.
	Application
	Yes
	No
	N/A
	Comments
	Action Required

	A21
	Has the Project Promoter been advised of the key issues in the Letter of Offer & Terms & Conditions Booklet?

Does the project file contain a signed and dated report confirming Project Promoters understanding of the main issues in the LoO and the Terms & Condition Booklet?


                                                       (OR Para 6.5)
	
	
	
	Date of Meeting:
	

	A22
	For the issue of any additional Letter of Offer

1. Is there a written request from the promoter for the amendment(s)?

2. Is there JCC approval for the amendment(s)?

3. Was the request from the applicant received prior to the expiry of the original LoO?

4. Is there a signed acceptance from the promoter?

5. Have phased payments been agreed for this project – if so, are the various phases detailed in the LoO?

(Reference to Terms & Conditions to LoO)

(OR Para 2.38 & 6.25)
	
	
	
	
	

	A23


	Is there confirmation on the project file that any match funding required is in place?
	
	
	
	
	

	A24
	Have details of the Stage 1 (Administrative Check) been recorded on the database?
	
	
	
	(Recorded via “on the spot check” screen)
	


Completed by: _____________________ (Printed) 

Checked by: ________________________ (Printed)

Signature:  ________________________



Signature: __________________________

Date: _____________________________



Date: _____________________________

Stage 2 - Payment

Claim Checklist (Form C1)

Note:
The following section must be completed for each project claim and attached to the Article 24 checklist. 

Project reference number:







Letter of Offer Details

Claim Number:









Date of acceptance:

Checking Officer (Printed):







Date for receipt of final claims:

Checking Officer (Signature):

Date checklist completed:                                 

	Ref.
	Payment
	Yes
	No
	N/A
	Comments
	Action Required

	P1
	Has the claim form been stamped on receipt?


(OR Para 7.29) 
	
	
	
	
	

	P2
	Has the claim been received before the final claim date detailed in the letter of offer?


If staged payments have been approved has the Claim been received within the approved time period?
Have stage payments been approved in line with OR requirements?

	
	
	
	
	

	P3
	Has the claim been entered onto the EU Database exactly as it has been received from the promoter?

                                                    (OR Para 7.30)
	
	
	
	
	

	P4
	Are the invoices

· Original, 

· Itemised,

· Marked with the Project Promoter’s date of payment and cheque number?

                                                   (OR Para 7.31)
	
	
	
	
	

	P5
	Is the claim form fully completed by the Project Promoter?

Detail any errors or omissions on the claim form.
	
	
	
	
	

	P6
	If original invoices have been returned to the Project promoter is the copy 

1. Photocopied after stamped as ‘paid’?

2. Marked ‘this is a true copy of the original’

3. Amount of grant paid and Axis

4. Signed and dated?

 (OR Para 7.56 – 7.60)

                                             
	
	
	
	To be actioned by JCC after payment has been made to promoter. 
	

	P7
	(A) Is there evidence of payment by the promoter for the items claimed,  for example:

· Original bank statements

· Copy of online bank statement stamped and verified by the bank
· Copy of credit card statements and evidence of full payment 

· Certification of internet online payments

· Copy cheque, if paid by cheque


(B) If amount shown on Bank Statement differs from the amount shown on invoice, has the Promoter provided an explanation

(OR Para 7.31.2)
	
	
	
	
	

	P8
	Has at least one supplier been contacted by telephone to confirm payment of goods or services to the promoter?

Has this invoice been endorsed with details of the telephone call?

                                                 (OR Para 7.31.2)
	
	
	
	
	

	P9
	Have foreign exchange invoices been converted using correct exchange rate i.e. date it clears bank?

Does the file contain a copy of the website printout showing exchange rate for that day?
	
	
	
	
	

	P10
	Have discounts been apportioned across all the items on the invoice(s)?


	
	
	
	
	

	P11
	If VAT registered has only the ‘Net’ amount of the invoices been paid as eligible?

(OR Para 2.41)
	
	
	
	VAT No: 
	

	P12
	If not registered for VAT has the promoter signed the declaration on the claim form?

(OR Para 2.41)
	
	
	
	
	

	P13
	Are all invoices dated after the project start date?
Have all payments been made by the project promoter before the project end date?

Have all payments cleared the bank account prior to payment of the claim?
(OR Para 7.37)


	
	
	
	
	

	P14
	Are the items claimed eligible in accordance with the Letter of Offer and EU eligibility regulations and detailed on the schedule of eligible items?


(OR Para 7.37)


	
	
	
	
	

	P15
	Have any Pre-conditions within the LoO been met?
	
	
	
	
	

	P16
	Has a pre payment site visit been completed to confirm the existence and operation of the products / services funded?

Is form PPSV1 fully completed?

 (final prepayment site visit form)

                                                    (OR Para 7.34)


	
	
	
	
	

	P17
	Procurement

· Has item been advertised if required?

· Was a written specification prepared and sent to each supplier asked to quote?

· Number of quotations required

· Number of quotations received

· Is there a reason given by the project promoter for the incorrect number of quotations? 

· Is this reason accepted by the JCC? 

· If the project promoter has not been able to obtain the required number of quotations is there evidence on file confirming that the required number of quotations were sought from businesses appropriate to the nature of the item of service being funded?

· Are the quotations sought, dated within 3 months of date of purchase or date order placed and valid in all other aspects?

· Are the quotations valid?

· Are the quotations signed?         

· If the cheapest quote has not been accepted is there a documented explanation?

· Is this reason accepted?

· Has the promoter requested and been granted approval for any deviations to the procurement requirements before purchasing?      

                                           (OR Appendix 17)
	
	
	
	
	

	P18
	If any ineligible expenditure has been included in the claim have the necessary reductions and exclusions (Article 30 EC Regulation 65/2011 formerly Article 31 EC Regulation 1975/2006) been applied?                 (OR Para 7.38- 7.49)


Reductions or Exclusions

1. Has the Claim been entered on the database as submitted by the promoter?

2. For ineligible expenditure, has a reduction been applied?

3. Is the ineligible expenditure identified more than 3% of the grant payable?

4. If the promoter is at fault has a penalty been applied?

5. Have irregularity details been entered onto the spreadsheet?

6. If suspected fraud, has DARD Project Officer been informed so that a report can be made to Central Investigation Services?

If EAFRD amount of irregularity is above €10,000, has the local RDD office been informed?
	
	
	
	Name of RDD Officer informed : 

Date RDD Officer informed:


	

	P19
	Have any irregularities been found?

Has the irregularity been reported? 

 (OR Chapter 10)
	
	
	
	
	

	P20
	(A) Has the claim been vouched and checked by two different people neither of which is the manager?

(B) Has the manager authorised and dated the claim for payment?
(OR Para 7.36)
	
	
	
	
	

	P21
	Has the database been fully updated with all the claim information?

(OR Para 7.30)
	
	
	
	
	

	P22
	Have details of the Stage 2 (Administrative Check) been recorded on the database?
	
	
	
	(Recorded via “on the spot check screen)
	

	P23
	Have any amendments to the LOO been processed in accordance with the operating rules and in line with Question A22 of Stage 1 of the checklist.
	
	
	
	
	

	P24
	If second hand equipment has been purchased:

· The second equipment must satisfy the needs of the specification and comply with applicable standards for the equipment

· Is there a declaration from the seller confirming that the equipment was not purchased with the aid of National or Community Grants within the last seven years?

· Is there confirmation that the equipment coasts are less than that of similar equipment?

· Has the depreciation been calculated to show that the item does not exceed the market value? (Appendix 17 Paras 7-7.4) 
	
	
	
	
	


Stage 3 - Final Pre-Payment Site Visit Form (PPSV1)

                (Article 24 Administrative check)

Implementing Body / Delivery Agent .......................…………………………………..

Project Title………………………………………………………………………………..

Application Reference Number……………………..…………………………………  
	S
	SITE VISIT
	YES
	NO
	COMMENTS / EVIDENCE

	S1
	Is there evidence to confirm that the items claimed are on site and operational (as stated in the Letter of Offer)?


	
	
	

	S2
	Are the projects aims achieved or on target to be achieved?
	
	
	

	S3
	Is the Project promoter aware of his obligation to retain all documentation until 31st December 2021?

How & where will the documents be retained?                                                                                           

                                  
	
	
	

	S4
	Has the project promoter carried out any publicity for the project as required in the Letter of Offer? 

                                                                       
	
	
	

	S5
	Is the project promoter aware of the obligations in relation to European and National Statutory Requirements:

a)     Equal Opportunities

b)     Fair employment

c)     Health & Safety

                                                                              
	
	
	.

	S6
	Is there evidence that the project is fully insured with regard to:-

a) Employer’s liability?

b) Public liability?

c) Buildings and Contents Insurance?
      (Ensure that the insurance document is in the name of the project promoter)

	
	
	

	S7
	Are the equipment items purchased on the Company asset register?
(Alternatively list description of item(s), location of item(s) and serial numbers) 
	
	
	

	S8
	Have details of the Stage 3 (Administrative Check) been recorded on the database?
	
	
	(Recorded via “on the spot check” screen)


Additional Comments

I confirm that I have completed a final pre-payment project site visit and verified the existence and operation of the products / services co-financed as detailed in the Letter of Offer.

Name (Printed): ………………………….
Signature: …………………………….

Date: ……………………………………….

Article 28f Checklists (EU Regulation 65/2011)



APPENDIX 23

Implementing Body Monitoring Inspection

Article 28f paragraph (2) requires the Member State to implement an appropriate system of supervision (including regular controls and book-keeping checks) of the Local Action Groups / Implementing Bodies. 

CHECKLIST

	Axis:
	3

	Measure:
	

	Joint Council Committee named in Contract:
	

	Chair of Joint Council Committee:
	

	DARD Contract Manager:
	

	Contact Details:
	

	Database Reference Number:
	

	Period of Contract:
	

	Date of Acceptance:
	

	Monitoring Officer(s):

1)………………...……………………..

2)………………………………………..
	Signature(s):

1)……………………………………………...

2)………………………………………………

	Date of Visit:  
	


Approved Scheme Expenditure 

	Expenditure Type
	EU Grant (£)
	National Funding (£)
	Expenditure Declared

To Date (£)

	Administration
	
	
	

	Project 
	
	
	


Previous Article 33 Inspection Recommendations

	Date of Inspection:
	

	Date of final agreed report:
	

	Report Reference Number:
	

	Number of Recommendations:
	

	Number Implemented:
	

	Number Outstanding:
	


	Reference
	Recommendation 
	Evidence of Implementation 

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	A
	Establishment of LAG
	YES
	NO
	N/A
	COMMENTS



	A1
	Is there an open and transparent process used by the Joint Council Committee (JCC) for the selection of the Local Action Group (LAG) members?

Is this process documented? 


	
	
	
	

	A2
	Has the following been considered in the composition of the LAG:-

1. Locally based.

2. Different socio-economic partners.

3. Gender.

4. Section 75 groupings.

5. Representative of the population.

(OR Para 1.10)
	
	
	
	

	A3
	Has DARD been advised of any changes in the LAG membership? 

(OR Para 1.10)
	
	
	
	

	A4
	Are no more than half of the LAG board members drawn from the Public Sector?

(OR Para 1.11)
	
	
	
	

	A5
	Is there a Memorandum of Understanding between the Joint Council Committee and the Local Action Group setting out roles and responsibilities? 

(Contract 2.2 (ii) and 

Letter to clusters 28/8/08 )
	
	
	
	

	A6
	Is there a Service Level Agreement (SLA) between the Joint Council Committee and the Local Action Group?

(OR Para 1.36)
	
	
	
	

	A7
	Is the Chair of the LAG changed or re-elected every year?

(OR Para 1.12)
	
	
	
	

	A8
	Are the LAG office bearers rotated every three years?

(OR Para 1.12)
	
	
	
	

	A9
	Are all LAG Board minutes copied to DARD?

(OR Para 1.19)
	
	
	
	


	B
	Corporate Governance
	YES
	NO
	N/A
	                                        COMMENTS        

	B1
	Have members of the JCC, LAG, Assessment Panels and Administration Unit completed an Appendix 2 Conflict of Interest declaration and an Appendix 3 Register of Interests declaration?

(OR Para 1.41) 
	
	
	
	

	B2
	Has the JCC conducted an annual review of Conflict of Interest and Register of Interests?   

(OR Para 1.43 (iii)
	
	
	
	

	B3
	Is Conflict of Interest included on the agenda of both the JCC and LAG board meetings?

(OR Para 1.43 (ii)
	
	
	
	

	B4
	Is there evidence that any potential Conflicts of Interest have been managed correctly by both the JCC and the LAG?


	
	
	
	

	B5
	Have all JCC board members been trained in corporate governance and accountability?

(Dear Chairperson letter)


	
	
	
	


	C
	Equality
	YES
	NO
	N/A
	COMMENTS

	C1
	Does the JCC and LAG have a written Equal Opportunities policy statement for its programme?

(Contract 10.2)
	
	
	
	

	C2
	Has the Equality Officer of the lead council assessed the composition of the LAG board membership and provided written assurance that it is in compliance with Section 75?

Has the Section 75 representation of the LAG board been reviewed following any changes to the membership and the statement updated?

(OR Para 1.16)
	
	
	
	

	C3
	Have all members of the LAG received equality training?

(OR Para 1.17)
	
	
	
	

	C4
	How has the JCC and LAG promoted Equality of Opportunity in the call and submission of applications?

(OR Para 1.49)
	
	
	
	

	C5
	Is there evidence that the LAG has applied Section 75 to the appointment of selection panel members?

(OR Para 1.52)
	
	
	
	

	C6
	How have the equality considerations in section 1.53 of the operating rules been applied to the selection of projects for funding?

(OR Para 1.53)

 
	
	
	
	

	C7
	Is there evidence that Section 75 questionnaires have been issued to project beneficiaries?

(OR Para 1.47)
Has the number of questionnaires issued to each project been recorded?


(OR Para 9.66)   
	
	
	
	

	C8
	What steps has the JCC taken with its equality monitoring system to ensure a high rate of Section 75 returns?

 
	
	
	
	

	C9
	What actions have been taken following Section 75 monitoring to improve equality in programme delivery?
	
	
	
	


	D
	Staffing
	YES
	NO
	N/A
	COMMENTS

	D1
	What process is used by the Joint Council Committee to secure administration services?


	
	
	
	

	D2
	If JCC services have been publically advertised has all necessary publicity been included on the advertisement?


	
	
	
	

	D3
	Is there evidence that the JCC have included the skills, qualifications and experience required for the post in the job vacancy notice?


	
	
	
	

	D4
	Does the Service Level Agreement detail the organisational structure and define the roles and responsibilities of staff including the percentage time allocated to the programme?
	
	
	
	

	D5
	Has a time recording system been implemented for staff time spent on EAFRD activities?

(OR Para 2.17)
	
	
	
	


	E
	Insurance 
	YES
	NO
	N/A
	COMMENTS

	E1
	Is the JCC insured?

1. Employer’s liability.

2. Professional indemnity/Members and Officers/Fidelity Insurance.

3. Buildings and property contents.

4. Public liability.

(OR Para 2.32)
	
	
	
	

	E2
	Does the JCC have a legal expenses package to cover legal expenses in respect of litigation, settlements/court judgments and also indemnity up to a limited sum for cases involving employees?

(OR Para 2.33)
	
	
	
	


	F
	Application and Assessment Process 
	YES
	NO
	N/A
	COMMENTS

	F1
	Is there documented evidence that the JCC and LAG have discussed and agreed the rationale for opening a call for applications, the duration of the call and the publicity arrangements to be used?

(OR Para 4.2)
	
	
	
	

	F2
	Have applicants been informed of 

1. Administrative procedures to be followed.

2. Procedures for examining applications.

3. Eligibility conditions, criteria for selecting and evaluating projects.

4. Names or contacts.

(OR Para 11.20)
	
	
	
	

	F3
	Has all staff involved in the preparation of economic appraisals received training?

(OR Para 1.36 xii)
	
	
	
	

	F4
	What process has the JCC used to consult with stakeholders such as other implementing bodies, statutory agencies and representative organisations e.g. DETI, Invest NI, RDC, NI Tourist Board, EHS and other relevant organisations within the area?

Is there evidence that these processes have been implemented?

(OR Para 4.18)
	
	
	
	

	F5
	Have the assessment panels been conducted in compliance with the guidance at Section 4.19 of the Operating Rules?

(OR Para 4.19)
	
	
	
	

	F6
	Have rejection letters been issued to the project promoter including a copy of the Appendix 6 scoring framework?

(OR Para 4.24)
	
	
	
	

	F7
	Have the review procedures been followed for any promoters challenging an application rejection?

(OR Para 4.26 - 4.41)
	
	
	
	

	F8


	Has the JCC undertaken a review of the budget allocated to each Development Pathway?

What action has been taken?

(OR Appendix 18)
	
	
	
	


	G
	Financial and Asset Management
	YES
	NO
	N/A
	COMMENTS

	G1
	Does the JCC have a fully documented financial system in place?

Has the financial system been checked and approved by DARD?

(OR Para 2.3)
	
	
	
	

	G2
	Does the financial system detail authorisation levels and include specimen signatures?

 (OR Para 7.2)
	
	
	
	

	G3
	Does the JCC have a separate bank account or if an existing bank account is being used is there a clear accounting code for all programme transactions?

(OR Para 2.4)
	
	
	
	

	G4
	Does the JCC prepare a monthly financial report which is presented to the LAG board showing

1. Reconciled bank balance.

2. List of promoter payments.

3. Administration and publicity costs.

4. Income received.

(OR Para 2.7)
	
	
	
	

	G5
	Is there evidence that the JCC has responded to the Departments Local Contract Manager’s financial monitoring queries and advice?

Have any budget alterations or any remedial action been taken as a result of insufficient actual outturn?

(OR Para 2.8) 
	
	
	
	

	G6
	Has any interest earned been reimbursed to DARD on a monthly basis?

(OR Para 2.5)
	
	
	
	

	G7
	Does the JCC have an asset register for all purchases over £250?

(OR Para 2.9)
	
	
	
	

	G8
	Has the asset register been reviewed and updated annually or on the acquisition of any capital item? 

(OR Para 2.10)
	
	
	
	

	G9
	Does the JCC have a procedure for petty cash which is in compliance with Appendix 7 of the operating rules?

Have the petty cash procedures been followed?

(OR Para 2.11)
	
	
	
	

	G10
	Does the JCC have a travel and subsistence policy?

(OR Para 2.19) 
	
	
	
	

	G11
	Has a travel and subsistence form (Appendix 8) been completed for all T&S claims?

If a council form has been used does this meet with DARD requirements?

(OR Para 2.20)
	
	
	
	

	G12
	Have any running costs been apportioned?

What method was used for the apportionment?

(OR Para 2.26)
	
	
	
	

	G13
	Have DARD approved the apportionment policy / methodology?

(OR Para 2.27)
	
	
	
	

	G14
	Are apportionment costs detailed in the SLA between the JCC and the LAG?
	
	
	
	

	G15
	Where hospitality has been claimed as part of the activities of the JCC and LAG has the process detailed in Appendix 9 of the operating rules been followed?

(OR Para 2.31)
	
	
	
	

	G16
	Have public procurement procedures been followed for any capital purchases?

(OR Appendix 17)
	
	
	
	


	H
	                     Letter of  Offer
	YES
	NO
	N/A
	                                                COMMENTS

	H1
	Are the letters of offer issued by the JCC in compliance with the operating manual?

(OR Chapter 6)


	
	
	
	

	H2
	What process does the JCC have in place to deal with requests from the project promoters for any changes to the terms and conditions in their letter of offer?

· Project extensions.

· Other changes.

 (OR Chapter 6)


	
	
	
	


	I
	Publicity
	YES
	NO
	N/A
	                                              COMMENTS

	I1
	Do all letters of offer issued by the JCC contain a clause that the Managing Authority is required to publish annually a list of beneficiaries receiving support from the NIRDP?

(OR Para 11.18)
	
	
	
	

	I2
	Has the JCC completed Annex 1 in relation to the monitoring and recording of publicity?

(OR Para 11.22)
	
	
	
	

	I3
	Is there evidence of publicity activities and the evaluation of them including, press releases, press cuttings, copies of publications, invitations and photographs?

(OR Para 11.30)
	
	
	
	


	J
	Management of Computer Systems and Information
	YES
	NO
	N/A
	COMMENTS

	J1
	Does the JCC comply with the number of staff recommended for the correct operation of System 2007?

(OR Para 13.13)
	
	
	
	

	J2
	Has a system administrator(s) been appointed and is there clear segregation of duties with other System 2007 users?

(OR Para 13.17-13.19)
	
	
	
	

	J3
	Has the system administrator(s) attended the course specific to the system admin duties?

(OR Para 13.20)
	
	
	
	

	J4
	Has a system authoriser(s) been appointed?

What is the position of the authoriser(s) within the organisation?

(OR Para 13.21-13.22)
	
	
	
	

	J5
	Has the system authoriser(s) attended the two day training course? 

(OR Para 13.24)
	
	
	
	

	J6
	Has at least one standard user been appointed and have they attended the two day training course?

(OR Para 13.25-13.28)
	
	
	
	

	J7
	Is there evidence of segregation of duties between the standard users processing the payments and staff who are checking the payments?

(OR Para 13.29-13.32)
	
	
	
	

	J8
	Does the JCC have a policy in place for the management of computer systems including laptops and hand held computers?

Has this policy been approved by DARD as in compliance with -The Data Handling Procedures in Government - Report June 2008?

Is there evidence that the JCC is complying with their policy?

(OR Para 13.46-13.50)
	
	
	
	

	J9
	Has all computer equipment purchased by the JCC been subject to a needs analysis/option appraisal and been correctly procured demonstrating value for money?
	
	
	
	


	K
	Monitoring
	YES
	NO
	N/A
	COMMENTS

	K1
	What process is in place to monitor Letters of Offer e.g. expiry of Letter Of Offer and receipt dates of claims?  

 
	
	
	
	

	K2
	Are the project objectives stated in the Letter of Offer in compliance with the operating rules?
                                (OR Para 9.36 - 9.43)
	
	
	
	

	K3
	What system does the JCC have in place to monitor the achievement of project objectives?

How often are projects monitored?

(OR Para 9.46)
	
	
	
	

	K4
	What steps are taken to validate the monitoring information?

(OR Para 9.47)
	
	
	
	

	K5
	What action is taken for projects which are failing to achieve project objectives?


	
	
	
	


Additional Comments

APPENDIX 24
Rural Development Division

Social Economy Enterprises Project Advance - AXES 3 & 4 

REQUEST FOR NON PROGRAMM FUNDED ADVANCE
Project Title:
…………………………………….

Project Ref: 
…………

Applicant Name: ………………………………….

Applicant Address: ………………………………………………………………….

Total Grant Amount:  £………………..

	Date
	Amount of Advance Requested (cannot exceed 20% of total grant amount)

	
	£




The advance is requested to enable the delivery of this project. I confirm that I have provided xxxx JCC with:

(i) Evidence of project match funding i.e. at least 5% cash equivalent of the total eligible project cost by way of bank statements; and 
(ii) A bank or equivalent (public body e.g. council) guarantee corresponding to 110% of the Advance amount sought above.

I understand that the advance is made outside of programme funds and is a debt to the Department of Agriculture and Rural Development. I confirm that the advance will only be used for expenditure on eligible items contained on the Letter of Offer. I also understand that any bank interest earned on the amount advanced is public money and must be declared by me and returned to the Department of Agriculture and Rural Development on completion of the project.
I understand that this Advance amount will be offset in full against subsequent claims I will submit in respect of this project and I accept that should my project not complete in full as per the Letter of Offer, I will repay to the Department the full amount of this Advance.

I will submit claims for actual expenditure incurred as required by my letter of offer following receipt of this advance.

Project Promoter Authorised Signatures:

(i)…………………………..

(ii): ………………………….

Date: ……………

Rural Development Division

Social Economy Enterprises Project Advance - AXES 3 & 4 


REQUEST FOR NON PROGRAMME FUNDED ADVANCE

I __________________confirm that:

(i) XXXX JCC has considered and endorses the request for a project advance from(insert applicants name);

(ii) All evidence as per paragraph 2.37 of the Axis 3 Operating Rules has been provided to the JCC; and

(iii) XXXX JCC will maintain an accurate record of this advance and ensure that it is fully recovered from the promoter; and 

(iv) I understand that DARD will seek repayment of any unrecovered balance or bank interest earned directly from this JCC.


JCC Chairperson Signature: ……………………..

Date: …………………
APPENDIX 25

GUIDANCE NOTE ON FUNDING RENEWABLE PROJECTS THROUGH RDP

Applications for stand alone renewable energy projects may be deemed as eligible in the following circumstances except Anaerobic Digestors :-

Measure 3.1 - Farm Diversification
A stand alone renewable project can be funded at up to 50% grant aid to a maximum grant level of £50,000 providing the diversification project is for the farm owner or farm family member to become an energy producer and 100% of the output is sold to a third party e.g. NIE (none of the energy produced is used to increase the profitability of a farm business or reduce any farm home domestic running costs). Under State Aid Rules the European Commission has determined that under Axis 3 energy cannot be used to reduce the running costs of a farm business and can only be used to supplement the income of the farm family.

Existing Farm diversification projects wishing to use renewable technology.

Renewable energy applications from farm owners or farm family members that are intended to increase the profitability and increase GVA of a farm diversification business new or existing i.e. a business free standing from the main farm business may be accepted under Measure 3.2 or, if appropriate, Measure 3.3. In these cases, the diversified business MUST be completely separate to the existing farm business (and farm home) with a separate NIE line and meter. In other words all energy generated must either be used by the diversified business and/or sold to a third party e.g. NIE.

NOTE:  At this point a separate meter cannot be legally installed, leaving the only option as being the installation of a separate line.

Measure 3.2 - 3.6 

Private Promoter -A renewable energy project can be funded at up to 50% grant aid to a maximum grant level of £50,000 to increase the profitability and increase GVA of the business.

Social Economy Enterprise - A renewable project can be funded at up to 75% grant aid to a maximum grant level of £170,000 to increase the profitability and increase GVA of the SEE business.

GENERAL RULES

Any Public Match-Funding must be non-EU funding e.g. Carbon Trust Funding is ineligible as match-funding

Stand alone renewable equipment (except Anaerobic Digestors) can be applied for under all six Axis 3 measures. 

Second hand equipment can be purchased as long as the conditions for same under the operating rules are followed.

Applications should be split into two categories :-

Technologies generating electricity

Technologies generating space heat and/or hot water
TECHNOLOGIES GENERATING ELECTRICITY

State aid rules apply to all grant aid under Axis 3 and are subject to the overall funding threshold of 200,000 euros. Therefore in calculating possible grant aid, all applications involving generation of electricity must take any potential renewable obligation certificates (ROC’s) earnings into account for a period of 3 years. This information MUST be included in the feasibility assessment and included with the application.

ROC’s calculation

A ‘ROC’s’ calculation must be carried out using the guidance and examples at annex 1.

The ‘earnings’ from ROC’s plus any other European grant aid previously funded within the last 3 years should be taken into account to assess if an application for grant aid is worth while.

Electricity Pre-requesites

All projects MUST provide at time of application:-
(a) An independent* (ie not produced by the installer) feasibility assessment which MUST include projected outputs and have been produced within the last 2 years.
*this should be by a Registered Company with Insurance: Public Liability £5m, Employer’s Liability £10m, Professional Indemnity commensurate with the maximum project costs the company deals with and not less than £500,000, and should not be the installer.
(b) Planning permission 

http://www.planningni.gov.uk/index/policy/policy_publications/planning_statements/planning_policy_statement_18_renewable_energy-2.htm
(c) NIE connection documentation as relevant to the capacity of the proposed project; 

G83 process for connections up to 20kW (three phase) or up to 6.5kW (single phase) provide;-

· Confirmation that the project has been registered with NIE and that a generator application pack has been received from NIE, (this will be an email from NIE following registration of the generator and will include the generator application pack)

G59 process for connections 21kW and over (three phase) or 6.6kW and over (single phase) provide;-

· NIE quotation for the connection, (this will contain the full terms and conditions for connection to the grid and on acceptance of the terms means that the customer reserves export capacity to the grid).
If any of the above are not included then the application cannot be accepted as eligible.

NOTE:  Evidence of NIE confirmation of D Code compliance must be provided prior to the payment of grant assistance.

Banding of output

Equipment will be processed under two bands, equipment rated up to 50kW and equipment rated over 50kW.

Up to 50KW(excluding hydro where 2 years track record will apply)

Only equipment and installers accredited under the ‘Micro generation Certification Scheme (MCS) will be eligible. 

To check if equipment MCS certified look up on link below 

http://www.microgenerationcertification.org/mcs-consumer/product-search.php
To check if installer is certified look up following link 

http://www.microgenerationcertification.org/mcs-consumer/installer-search.php
Over 50kW

Applicant will have to provide evidence of track record of equipment and installer (at least installing for 2 years and equipment on the market for two years) who must provide details of previous installations including contact details of purchaser and date of installation. Similarly reference sites for the equipment must be provided if different from installations, again contact details and date of installation

Successful applications

If an application is successful and a letter of offer is issued then there will be 3 mandatory requirements (to be included in Letter of offer) that will have to be put in place before any claims for payment can be accepted by the council administration unit as follows :-

Warranty 
All projects MUST have a minimum of a 2 year warranty agreement in place.

Maintenance  
All projects MUST have a minimum of a 5 year maintenance contract in place.

Insurance 
All projects MUST have a valid insurance certificate in place. This certificate MUST be renewed annually and be available for inspection for a period of at least 5 years from date of last payment. Over and above normal conditions the certificate must cover loss of earnings due to downtime and/or mechanical failure.
NOTE:  ALL of the energy produced via this project must be sold to a third party and none of the energy produced may be used to reduce the running costs of the farm or household. At this point only the installation of a separate line will satisfy this condition.
Energy produced may be used by an existing farm diversification under Measure 3.2 and 3.3 provided that the diversification business is completely separate from the existing farm business with a separate NIE line and meter.

At this point only the installation of a separate line will satisfy this condition
TECHNOLOGIES GENERATING SPACE HEAT AND/OR HOT WATER

No calculation is necessary for projects that are simply going to produce heat and/or hot water. 

Space heat and/or hot water pre-requesites

All projects MUST provide at time of application :-

(a) An independent* (ie not producer by the installer) feasibility assessment which MUST include projected outputs and have been produced within the last 2 years.

(b) Planning permission 

http://www.planningni.gov.uk/index/policy/policy_publications/planning_statements/planning_policy_statement_18_renewable_energy-2.htm
*this should be by a Registered Company with Insurance: Public Liability £5m, Employer’s Liability £10m, Professional Indemnity commensurate with the maximum project costs the company deals with and not less than £500,000, and should not be the installer.
Installers – all bands of equipment

Only installers accredited under the ‘Micro generation Certification Scheme (MCS) will be eligible. 

To check if installer is certified look up following link 

http://www.microgenerationcertification.org/mcs-consumer/installer-search.php
Equipment - Banding of output

Equipment will be processed under two bands, equipment rated up to 45kW and equipment rated over 45kW.

Up to 45KW

Only equipment accredited under the ‘Micro generation Certification Scheme (MCS) will be eligible. 

To check if equipment MCS certified look up on link below 

http://www.microgenerationcertification.org/mcs-consumer/product-search.php
Over 45kW

Only equipment accredited on the Energy Technology Product List (ETPL) on the ECA website will be eligible.

To check if equipment is eligible look up on link below

http://www.eca.gov.uk/etl/find/ 

Successful applications

If an application is successful and a letter of offer is issued, then there will be 3 mandatory requirements (to be included in Letter of offer) that will have to be put in place before any claims for payment can be accepted by the council administration unit as follows :-

Warranty  
All projects MUST have a minimum of a 2 year warranty agreement in place.

Maintenance  
All projects MUST have a minimum of a 5 year maintenance contract in place.

Insurance 
All projects MUST have a valid insurance certificate in place. This certificate MUST be renewed annually and be available for inspection for a period of at least 5 years from date of last payment.
Annex 1

Calculation for assessing the amount of grant aid available, if any. 

Output of equipment in KWh as per independent
A


feasibility assessment


Convert to MWh (divided box A by 1,000)

B 


Number of ROC’s issued (multiply box B by 4**)
C

Calculate value of ROC’s for one year   

(multiply box C by £43.00)




D

Calculate value of ROC’s over 3 years

(multiply box D by 3)




E
Balance available for grant (£170,000 minus box E)
F
Grant aid will be paid to a maximum of £50,000 (or £170,000 for SEE or box F whichever is lowest and on the normal basis of match funded pound for pound by the applicant. Normal deminimis rules must still be applied with regard to previous funding over the last 3 years.

** this should be the ROC’s figure appropriate to the type of output, in this example its 4 for electricity generation, this figure will be on the independent report. The ROC’s figure will be set in September of each year

EXAMPLES 1

Calculation for assessing the amount of grant aid available, if any.

Output of equipment in KWh as per independent
A


feasibility assessment


Convert to MWh (divided box A by 1,000)

B 


Number of ROC’s issued (multiply box B by 4**)
C

Calculate value of ROC’s for one year   

(multiply box C by £43.00)




D

Calculate value of ROC’s over 3 years

(multiply box D by 3)




E
Balance available for grant (£170,000 minus box E)
F
In this case the equipment is costing £205,000 so the applicant may be eligible to receive £50,000 or £53,900 – Note: private business in blue, SEE in green

EXAMPLES 2

Calculation for assessing the amount of grant aid available, if any. 

Output of equipment in KWh as per independent
A


feasibility assessment


Convert to MWh (divided box A by 1,000)

B 


Number of ROC’s issued (multiply box B by 4**)
C

Calculate value of ROC’s for one year   

(multiply box C by £43.00)




D

Calculate value of ROC’s over 3 years

(multiply box D by 3)




E
Balance available for grant (£170,000 minus box E)
F
In this case the equipment is costing £156,000 so the applicant may be eligible to receive £50,000 or £102,404 (75% = £117, 000 cap to £102,404) – Note: private business in blue, SEE in green.
APPENDIX 26 (A)
Community/Voluntary Groups – Letter from Parent Body

../AppData/Local/TOWER Software/TRIM5/TEMP/CONTEXT.6140/%01 - Appendix_26_Community_Voluntary_Groups
Dear Sir/Madam

I confirm that _________________ is a branch of ____________ and that I am authorised to sign this letter on its behalf. 

I am aware that (insert name of the organisation) has submitted an application for funding under the Northern Ireland Rural Development programme. We, ___________________, support this application and confirm that, to the best of our knowledge, the answers in the application form submitted by _________________ are true and accurate.  We also understand that ultimate legal and accounting responsibility for any grant awarded as a result of this application, will lie with us as the parent organisation.

I further confirm that this application is made on the basis that, if successful, in full or in part, both _____________________ and ___________________ will comply with the terms and conditions of the Letter of Offer dated -------in conjunction with the Northern Ireland Rural Development Programme 2007 to 2013. The standard terms and conditions are attached.

The monitoring form will need to be submitted by ___________________ as the body responsible and accountable for the funding awarded.

Yours sincerely

signature

name

role

Address Parent Organisation
APPENDIX 26 (B)

GAA Clubs – Letter from Parent Body
Date:  

Dear Sir/Madam

I confirm that << insert name of the Club >> is a GAA Club affiliated to the Ulster Council GAA and that I am authorised to sign this letter on its behalf. 

I am aware that <<insert name of the Club>> has submitted an application for funding under the Northern Ireland Rural Development programme. We, Ulster Council GAA support this application and confirm that, to the best of our knowledge, the answers in the application form submitted << insert name of the Club >>are true and accurate.  

The Ulster Council GAA has delegated a nominee to act as one of five trustees for the Clubs assets.  One Trustee also represents the County and the other three are elected by the Club.  All property held by the Club is held in trust by the five named Trustees on behalf of the Association and cannot be disposed of, sold or additional borrowings taken against the property unless the Club has approval from the Provincial and Central Councils. 

All Club borrowings are subject to approval from the County Committee, Provincial Council (Ulster GAA) and Central Council if required. 

As the governing body for Gaelic Games in Ulster, Ulster Council GAA acts a parent organisation of the Club.  

I further confirm that this application is made on the basis that, if successful, in full or in part, both <<insert name of the Club>> and Ulster Council GAA will comply with the terms and conditions of the Letter of Offer in conjunction with the Northern Ireland Rural Development Programme 2007 to 2013. 

The monitoring form will need to be submitted by <<insert name of the Club>> as the body responsible and accountable for the funding awarded.

Yours sincerely

signature

Danny Murphy

Provincial Director and Secretary- Ulster GAA 

Appendix 27

Contribution in Kind (CIK) Proforma
Record of Proposed Items for CIK







Annex A

Project Ref: ________________

PROJECT TITLE: __________________________________________

PROPOSED COMMENCEMENT DATE OF PROJECT: _________________

The details of the contribution in kind (CIK) element that we propose to claim are as follows:

	DESCRIPTION OF ITEM
	NATURE OF CIK 

(Land/property or equipment/materials or voluntary labour)
	ESTIMATED TIMING OF CIK
	ESTIMATED VALUE OF WORK (£)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	TOTAL
	


PLEASE NOTE

· The monetary value of the contribution in kind must be demonstrated according to the guidance provided.  Written confirmation of this must be submitted with the claim for grant aid.

· Claims for voluntary labour must be accompanied by a time/ activity sheet to demonstrate the time taken and work completed by each volunteer.

· At the discretion of (insert cluster name), the Department of Agriculture and Rural Development or the European Union costs claimed may be subject to further scrutiny by an appropriately qualified third party or parties.

	For official use only

Verified by: 





Date:
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Annex B
Rural Development Programme Timesheet 

Project Ref: ________________

PROJECT TITLE: __________________________________________

Name: 
__________________________
Week Ending: _______________________
	Day
	Start Time
	Finish Time
	Hours Worked 
	Task 

	Monday


	
	
	
	

	Tuesday


	
	
	
	

	Wednesday


	
	
	
	

	Thursday


	
	
	
	

	Friday


	
	
	
	

	Saturday


	
	
	
	

	Sunday


	
	
	
	

	Total Hours Worked
	
	


Volunteer Signature ____________________________

Date __________
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Annex C
CONTRIBUTION IN KIND: CLAIM

Project Ref: _______________

PROJECT TITLE: ___________________________________________

COMMENCEMENT DATE OF WORKS: _________________________

The details of the contribution in kind element are as follows:

LAND OR PROPERTY
	TYPE 

(Land or property)
	ADDRESS
	LINK TO PROJECT
	DETAILS OF HOW
IT WAS VALUED
	VALUE (£)

	
	
	
	
	

	
	
	
	
	


PROVISION OF EQUIPMENT OR RAW MATERIALS
	DESCRIPTION OF ITEM
	LENGTH OF USE (state time period if hired or state permanent)
	 QUOTATION SUPPLIED BY
	VALUE (£)


	
	
	
	


	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


VOLUNTARY LABOUR (to include research and professional work)
	NATURE/ TYPE OF WORK
	NAME OF VOLUNTEER
	QUALIFICATIONS OF VOULNTEER TO UNDERTAKE WORK
	RELATIONSHIP TO ORGANISATION
	QUOTATION SUPPLIED by*
	DURATION OF WORK 
	RATE (Per hour/ day/ week)
	VALUE (£)

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


TOTAL CLAIM

	ITEM
	VALUE

	Land / Property
	

	Raw Materials / Equipment
	

	Voluntary Labour
	

	TOTAL
	£


I/we have enclosed all original valuation certificates and/or quotations

I/ We have enclosed a time/ activity form for all volunteers contributing to voluntary labour contributions.

I / We understand that all contribution in kind costs may be subject to further scrutiny by an appropriately qualified third party or parties at the request of (insert Cluster name), the Department of Agriculture and Rural Development or the European Union.

I/ We, ..............................(Project Promoter) can confirm that the total value of contribution in kind which will be made as part of this project is £....................... 

I/ We can confirm that this amount does not exceed 20% of the total eligible project cost (and will be matched by a cash contribution equivalent to at least 5% of the total eligible project cost. 

Signed as agreed by project promoter: 
____________________________
Print name:





____________________________
Position within organisation: 

       
____________________________
Date: 





      
 ____________________________
Signed as agreed by JCC:

 
____________________________
Print name:





____________________________
Position within organisation: 

       
____________________________
Date: 





      
 ____________________________
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Appendix 28
State Aid Assessment  -  Aide Memoire
If the answer to any one of the questions below is No, the funding will not constitute State aid.  Refer to Chapter 3, State Aid Rules for guidance.

	Question
	Answer 

Y/N
	Notes

	Is the project an “undertaking” engaged in economic activity?
	Y/N
	 If the answer is “No” the aid is not State Aid and no further questions need be answered

	Is the aid granted by the State or through State resources. 
	Y/N
	Aid granted under Axis 3 NIRDP is always “Yes”. 

	Does the aid favour certain undertakings or production of certain goods?
	Y/N
	Aid granted under Axis 3 NIRDP is always “Yes”.

	Does the intervention distort or threaten to distort competition? 


	Y/N
	This will occur if the aid potentially or actually strengthens the position of the aid recipient in relation to competitors.  Almost all selective aid will have potential to distort competition - regardless of the scale of potential distortion or market share of the aid recipient.  The distortion of competition does not have to be substantial or significant.  
If the answer is “No” the aid is not State Aid and no further questions need be answered.

	Does the intervention affect Trade between member States
	Y/N
	This includes potential effects.  Most products and services are traded between Member States and therefore aid for almost any selected business or economic activity is capable of affecting trade between States even if the aided business itself does not directly trade with Member States. The only likely exceptions are single businesses with a purely local market not close to a Member State Border.

	Is the aid de minimis aid?  
	Y/N
	For Axis 3 delivery, public funding to a single undertaking of up to €200,000 (de minimis aid) over a 3 year fiscal period is considered as having a negligible impact on trade and competition, and is therefore compatible with State aid rules. However aid:- 

· Directly linked to exported –related activities (i.e. especially aids directly linked to the export amounts;
· Aids for the setting up and exploitation of the distribution networks; 
· Aids for other expenditures linked to the export activity);
or 

Aid which promotes the favouring of domestic goods over imports is prohibited.

	Conclusion:  
· Aid is State Aid.
· Aid is not State Aid.
· Aid is compatible with State Aid. (delete as appropriate)

Reasons for Decision:



	Signed:
Position on JCC



	Date:


Appendix 29

Contact Details for Community Development Contracts
	Lisburn, Castlereagh, North Down, Ards and Newry and Mourne 

DARGR-BT306PY
Contact: Nicholas McCrickard

Nick Moore

Chair

East Down Rural Community Network

Unit 2 Ballymote Centre

40 Killough Road

Downpatrick

BT30 6PY

Tel/Fax: 028 44612311

Email: nicholas@eastdownrcn.com 
	Armagh, Banbridge and Craigavon

DARGR-BT635WG

Contact: Ruth Cranston

Mr Jim Dickson

Chair

The Armagh Antrim & Down Rural Support Network

Unit 10a

Carn Business Park

Portadown

BT63 5WG

Tel: 028 38398888 Fax: 02838398883

Email: ruth@tadarsn.com


	Antrim and Newtownabbey

DARGR-BT413AB

Contact: Wendy Kerr

Shirley Orr

Chair

South Antrim Rural Network

Unit 6/7, Arches House 

38-40 Main St

Randalstown

Co. Antrim

BT41 3AB

Tel: 028 94478645 Fax: 028 94479748

Email: wendy@southantrimruralnetwork.org


	Mid Ulster District, Cookstown and Western Shores

DARGR-BT715HY

Contact: Conor Corr

May Devlin

Chair

Cookstown and Western Shores Area Network

The Crieve Centre

2 Hillhead

Stewartstown

BT71 5HY 

Tel/Fax 028 87738845

Email: cwsan@aol.com




	Causeway Coast and Glens

DARGR-BT440RR

Contact: Briege Conway

James McKay

Chair

North Antrim Community Network

Old School House, 
Mill St, Cushendall, 
Co. Antrim

BT44 0RR

Tel: 02821772100 Fax: 02821772129

Email: info@nacn.org


	Fermanagh and Omagh

DARGR-BT747BT

Contact: Barry Boyle

Louise McLaughlin

Chair

Fermanagh Rural Community Network (FRCN)

The Intec Centre

36 East Bridge Street

ENNISKILLEN

BT74 7BT

Tel: 028 66327006 Fax: 028 66323355

Email: fermanaghrcn@aol.com



	Derry and Strabane

DARGR-BT473TB

Contact: Philip O’Kane

Jim McColgan




Chair

Rural Area Partnership in Derry Ltd

The Old School House
2 Foreglen Road
Killaloo
Co Derry
BT47 3TP

Tel: 028 71337149 Fax: 028 71337146

Email: info@rapidni.com


	


APPENDIX 30
RURAL DEVELOPMENT (FINANCIAL ASSISTANCE)

REGULATIONS (NORTHERN IRELAND) 2008

CLAIM FORM FOR RUNNING COSTS
I hereby apply on behalf of ________________________________________ JCC for payment of grant towards actual expenditure on the implementation of the Axes 3 & 4 Development Strategy and Implementation Plan in accordance with the terms and conditions of the JCC’s contract with the Department of Agriculture and Rural Development for Northern Ireland.

I hereby declare that actual expenditure totalling £_____________________, supported by original, itemised receipted invoices and where appropriate, associated quotation/tendering documentation was incurred as actual expenditure on the implementation of the Axes 3 & 4 Strategy and Implementation Plan during the period from ___________________  to  _______________.

	Signature:
	


	Position:
	


	Date:
	


Details of the ACTUAL Administration Costs incurred for the period from

___________________________________ to ___________________________________

	1
	2
	3
	4
	5
	6
	7

	Method of payment

Cheque No. or BACS transfer
	Date cleared Bank Account
	Nature of Expenditure
	Name of Supplier (where appropriate)
	Net Cost (excl. VAT, discounts, etc.)
	VAT
	Total Cost

	
	
	
	
	(£)
	(£)
	(£)

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	TOTAL
	
	
	



For JCC only

	Scrutinised by:
	
	Date:
	

	Checked by:
	
	Date:
	



For RDD use only
	Irregularity Detected?
	YES  /   NO*

Delete as appropriate
	Irregularity Recorded ?

YES  /   NO

Delete as appropriate

	Scrutinised by:
	
	Date:
	

	Checked by:
	
	Date:
	

	
	
	
	


*NB All irregularities must be recorded on the TRIM work sheet provided.  There is no separate irregularity report form

Promoter Claim Form for Grant Payment




Appendix 31
	How to make a claim for payment of grant.

	2. Page 1 (Payment Authorisation Form)

The applicant reference number, DARD Business ID number, name of claimant (as it is written on your Letter of Offer), address, and telephone number have been printed on your claim form. You must confirm your VAT status and VAT registration number, and complete the number of pages used.

3. Page 2 and 3 (Details of Expenditure Incurred)

Column A – Enter a description of the expenditure item as stated on the schedule of eligible items in your Letter of Offer.

Column B – Enter the date of the invoice.

Column C – Enter the supplier’s invoice number.

Column D - Enter the date when you paid the invoice.

Column E – Enter the name and address of the supplier/contractor.

Column F – Enter the cost of the item(s) purchased excluding VAT.

Column G – Enter the amount of VAT charged on the item(s).

Column H – Enter the total cost of the item(s) including VAT.

Column I – Enter your cheque number or the BACS transfer number used to pay the invoice.
	4. Page 4 (Claim Summary and Declaration)
Complete the applicant reference number and the date of the claim.

Column K – Enter the total cost of all the invoices, excluding VAT which relate to each item on your schedule of eligible costs.  

Column L – Enter the total cost of the VAT of all the invoices from column K.

Column M – Enter the total cost including VAT of all the invoices from column K.

Column N - Enter the percentage grant rate applying to the item. This can be found on the schedule of eligible items in your letter of offer.

Column O – Calculate the amount of the claimed expenditure bearing in mind the maximum grant amount offered for each item on the Schedule of Eligible Costs – see note below.


VAT registered – multiply column K (cost excluding VAT) by the percentage grant rate in column N.


Not VAT registered – multiply column M (cost including VAT) by the percentage grant rate in column N.  

Important - you must not claim more than the grant which has been offered for each item on your schedule of eligible costs.

In the last row total the amount of grant expenditure which you are claiming. This must not be more than the amount of grant offered in your letter of offer. Finally please read, sign and date the declaration including your name in print and your position within the company.


	What documents do I need to send with my claim forms?

	5. Invoices.

These must

· be original and not photocopies,

· be addressed to the business / project or individual named in your letter of offer,

· show the supplier’s name, address, telephone number and VAT Reg. No.,

· have VAT charged separately,

· show details of the goods or services charged including quantities, unit costs, delivery costs and any discount.

· Have labour costs showing dates the work was carried out, number of hours worked and cost per hour.

6. Proof of payment
It is important that you prove that you have paid the invoices in one of the following ways,

· the original invoice with the bank statement showing the cheques number or direct debit and the amount clearing the bank. 

If payment is made by cheque, a copy of the cheque issued must be provided. 
	· The original credit card statement showing that the full amount of the item being funded has been paid and supporting bank statement showing payment.

Please note – You will need to supply a written explanation if the amount shown on the receipted invoice, receipt, copy cheque, or bank statement differs from the amount on the invoice. 

7. Procurement / proof of value for money

You will need to send the following original documents to prove that you have followed the requirements for procurement in your letter of offer.

· The written specification for the goods or service which you sent to each supplier asked to provide a quotation.

· The signed and dated quotations from each supplier. Your letter of offer will tell you how many quotations are needed for the value of the goods you want to buy.

· For any goods which require to be publically tendered you must include a copy of the advertisement. 

Please note – If you cannot follow the procurement requirements for any reason you must ask advice from the JCC before you purchase the item or the claim will be disallowed.




	Disallowance, reduction or recovery of grant

	The grant which you have claimed may be disallowed, reduced or recovered if:

· You have not returned a signed acceptance of the conditions in your letter of offer,

· The work for which you are claiming was carried out before your Project Start Date or after the Project End date

· You have failed to follow the terms of the scheme or the conditions in your letter of offer,

· The work being claimed has not been carried out to the correct standard,

· You have not sent the correct original documents to support the claim,

· You have claimed for items which were not agreed in your letter of offer. Please note the schedule of eligible expenditure in your Letter of Offer gives details of the items and activities for which you can claim grant aid.

· The item which you are claiming exceeds the expenditure limit in your letter of offer.

· You have not followed the procurement procedures.

· The item claimed is not in use or is not being used for the purpose intended in your grant application and economic appraisal.
	· The items which you are claiming have been applied for or claimed under other schemes or funding bodies.
· You knowingly make a false or misleading statement or withhold essential information.
· You do not allow access to your premises to authorised officers from the Department, Northern Ireland Audit Office or the European Commission to inspect the items funded.
Important Information

The amount of grant payable to you will be for those items which are eligible according to the scheme rules and conditions in your Letter of Offer.

If you knowingly include items in your claim which are ineligible for funding and the cost of these is over 3% of the grant amount you have claimed a penalty will be applied. 

You will not be paid for the ineligible items and your claim will be further reduced by the value of the ineligible items as a penalty. 

    


 Payment Authorisation Form

	Applicant Reference No: ________________________________

DARD Business No: : _________________________

Name and Address of Claimant: ___________________________

 _____________________________________________________

______________________________________________________

______________________________________________________

Telephone Number:_____________________________________

VAT Registered:  Yes (      )      No (        )

VAT Reg. Number: _____________________________________

Number of Pages Used : ____________________


	Section to be completed by the Joint Council Committee

Date of Vouching: ______________________________________

Vouching carried out by: ____________________ (Printed)

                                           _____________________ (Signature)

Claim checked by:  __________________________ (Printed)

                                 __________________________ (Signature)

Grant expenditure claimed
£
Ineligible expenditure deducted

£

Penalty deducted (If applicable)

£

Approved payment

£

Irregularity check completed for ineligible expenditure and any applied penalties?:  Yes  (     )     No   (       )

Database fully completed?   Yes  (     )     No   (       )

Approved for Payment:    ________________________ (Printed) 
                                             ________________________ (Signed)
                                             ​​________________________ (Date)
 


DETAILS OF ELIGIBLE EXPENDITURE WHICH HAS BEEN INCURRED


Applicant Reference Number: _________________

Date of Claim: __________ 

Page ____ of ____  



	A

Grant Aided Item/Activity

(State clearly the nature of product/service)
	B

Date of Invoice
	C

Invoice Number
	D

Date of payment
	E

Name and address of supplier/ contractor (Please give address of company’s registered office)
	F

Net cost (ex.VAT)
	G

Amount of VAT
	H

Total Payment
	I

Cheque No or BACS issued to supplier
	J

Office Use
Date Cashed through PP Bank Account

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	SUB TOTAL / TOTAL*

(*Delete as appropriate)
	
	
	


DETAILS OF ELIGIBLE EXPENDITURE WHICH HAS BEEN INCURRED

Applicant Reference Number: _________________

Date of Claim: __________ 

Page ____ of ____  



	A

 Grant Aided Item/Activity

 (State clearly the nature of product/service)
	B

Date of Invoice
	C

Invoice Number
	D

Date of payment
	E

Name and address of supplier/ contractor (Please give address of company’s registered office)
	F

Net cost (ex.VAT)
	G

Amount of VAT
	H

Total Payment
	I

Cheque No or BACS issued to supplier
	J

Office Use
Date Cashed through PP Bank Account

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	SUB TOTAL / TOTAL*

(*Delete as appropriate)


	
	
	
	
	


CLAIM SUMMARY AND DECLARATION TO BE SIGNED BY CLAIMANT

Application Reference No.  ____________
Date of Claim: ___________

	Item Detailed on Schedule
	K

Net cost ex VAT
	L

VAT Amount
	M

Total Payment
	N

LoO Grant Rate
	O

Grant Expenditure claimed

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	Total
	


I DECLARE THAT:
1. This claim complies with the terms and conditions in the Letter of Offer;

2. I have paid the sums stated which are supported by the enclosed original invoices;

3. No sum included in this claim has been included in any previous claim;

4. Any assets included in this claim are my property or those of the business, partnership, group, association or other as detailed in the application;

5. No asset included in this claim or any previous claim under the present offer of assistance has been sold or disposed of in any way;

6. I have followed the letter of offer procurement rules for the purchase of goods and services;

7. I enclose copies of the relevant statutory controls/permissions for this project (if applicable); and

8. I declare that the project named in the letter of offer is / is not* (*delete as appropriate) registered for VAT. VAT Registration number____________ 
Signed: ______________________   Date: ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________

Printed: ______________________   Position: __________________


Appendix 32
Article 30 of EC Regulation 65/2011
Reductions and Exclusions
The following form must be completed by the Cluster if the ineligible expenditure is more than 3% of the grant claimed.

	Project Reference Number:
	

	Business Identification Number:
	

	Applicant Name:
	

	Applicant Address and Post code:
	

	Amount claimed:
	

	Amount of ineligible expenditure:
	

	Percentage of ineligible expenditure:
	

	Body identifying ineligible expenditure:
	

	Description of ineligible expenditure:


	

	Is the applicant at fault?
	Yes / No

	Reason for decision:
	

	Decision taken by:
	Printed:    ______________

Signature: _____________

Date:        _____________

	Approved by:
	Printed:    ______________

Signature:______________

Date:        ______________


Applicant logs onto eugrants.org and completes Application Form electronically























Applicant requests


Hard copy Application Form





Applicant returns completed Application form





Eligibility Check Carried Out by Cluster Staff


(Appendix 5)





Application details entered onto eugrants.org. by Cluster staff 





Recommendation to LAG





Appendix 1 issued  





Recommendation to JCC





   NOT ELIGIBLE





         ELIGIBLE





Rejection Letter issued 





Applicant may instigate Review Process





Call for Applications





Site Visit carried out. Need for DARD business No. discussed & Appendix 4 completed.





The additional information gathered is scanned and uploaded to EU Database





Project Scored by Assessment Panel 


(Appendix 6) and recommendation forwarded to LAG 





JCC consider





Issue LoO





Rejection Letter issued and copy of Appendix 6





Applicant may instigate Review Process











Economic Appraisal,


Environmental Assessment & other checks completed





LAG consider & recommendation sent to JCC


(Appendix 21) 





              REJECTED





           ACCEPTED





     Annex 2





Part or all of the information you provide will be held on computer.  This information will be used for the administration of applications and producing monitoring returns. Local Action Groups may share information with each other and government departments / agencies to enable them to prevent fraudulent applications or for detecting crime and to co-ordinate processing of complementary applications.








GUIDANCE NOTES ARE PROVIDED FOR EACH QUESTION. YOU SHOULD READ THESE CAREFULLY BEFORE ANSWERING THE QUESTIONS











Northern Ireland Rural Development Programme 2007 - 2013





Axes 3 & 4





Application Form 








Part or all of the information you provide will be held on computer.  This information will be used for the administration of applications and producing monitoring returns. Local Action Groups may share information with each other and government departments / agencies to enable them to prevent fraudulent applications or for detecting crime and to co-ordinate processing of complementary applications.











GUIDANCE NOTES ARE PROVIDED FOR EACH QUESTION. YOU SHOULD READ THESE CAREFULLY BEFORE ANSWERING THE QUESTIONS





To Be Date Stamped on Receipt











For Official Use Only:








Application Number:





Measure: 




















WARNING


To knowingly or recklessly make a false statement to obtain aid for yourself or anyone else, will lead to disqualification, liability to refund any aid already paid and possible prosecution.


The information provided on this form may be made available to other Departments/Agencies for the purposes of preventing and detecting crime.








Northern Ireland Rural Development Programme 2007 - 2013








Axis 3














Guidance Notes are provided for each question to assist you to complete the application form. You should read these carefully before answering any questions.  For non on-line applications, questions should be answered in block capitals using black ink.





Application Form





The application form is designed to provide as much information as possible to assist with the processing and analysis of a project.  In some cases, additional information may be required and, if this is necessary, you will be contacted again as quickly as possible.  





APPLICATION FORM - GUIDANCE NOTES








Part or all of the information you provide on the application form will be held on computer. This information will be used for the administration of applications and producing monitoring returns. Local Action Groups may share information with each other and government departments/agencies to enable them to prevent fraudulent applications or for detecting crime and to co-ordinate processing of complementary applications.





Stage 1�Determine eligibility





Stage 2�Decide appropriate Economic Appraisal effort








Full Economic Appraisal �(See Checklist, column A)








Complex


Innovative


High risk


Expensive


(Most cases where Financial assistance* greater than £250,000)





Straightforward


Tried and tested Low risk


 (Most cases where Financial assistance* less than £250,000)











Condensed Economic Appraisal �(See Checklist, column B)





Warning





Any person who knowingly or recklessly makes a false statement for the purposes of obtaining grant under this Scheme or assisting another to obtain grant may be prosecuted. The information provided on this form may be made available to other Departments/Agencies for the purposes of preventing or detecting crime.





DARD FRAUD HOTLINE – Telephone 0808 1002716








Measure: 





EQUALITY MONITORING QUESTIONNAIRE





Name of the Lead Local Action Group (LAG):








Name of representative: 








Position:








Date:                                                               Place (address, including country):








Signature:                                                      








Name of Local Action Group/Other Local Action Group 1:








Name of representative: 








Position:








Date:                                                               Place (address, including country):











Signature:                                                      





Name of Local Action Group 2 /Other Local Action Group:


 





Name of representative: 


 


Position:�


Date:  					         Place (address, including country):





�Signature:





This co-operation Project is recommended by:








Name:				





Position in Joint Council Committee:	





_


XXXXXXX____Joint Council Committee. 			Date








Establish Sub Group in LAG for Partnership search / technical support in association with RNNI





Predevelopment work begins





            JCC issues LoO to LAG





Managing Authority approval / adjudication: Response within 2 weeks from receipt of valid/completed Annex 1 pro-forma





If content, JCC authorises Annex 1 pro-forma and issues to Managing Authority





JCC Considers Annex 1 recommendation from LAG 


 





Submit application via eugrants.org


LAG assesses application





JCC arranges for issue of LoO to LAG. Following acceptance of LoO, Joint implementation of the project begins





     JCC notified in writing of decision





Managing Authority approval / adjudication: Response within 2 weeks from receipt of valid/completed Annex 2 pro-forma


(Cross-Border Projects will be referred by DARD to the Interdepartmental Cross Border Steering Group for consideration and approval) These cases will take longer than 2 weeks to decide.





If JCC is content to proceed – Authorise Annex 2 and issue to Managing Authority





Project scored and recommendation (including completed Annex 2) from LAG to JCC 





Full assessment completed including Economic Appraisal





On-line application submitted by LAG to Cluster via eugrants.org





            Annex 1








RD 1





Official Use Only





You are advised to keep a copy of this form





Phase I and II





Application (Applicant) for either Phase I; Phase II; or Phase I & II 





LAG & JCC recommend / accept





LoO issues to applicant





Applicant  tenders for delivery of  an *appropriately structured Phase I; II; or I & II project based on objectives, outputs etc. agreed on LoO and contracts with successful competitor





Delivery of Phase I


(completed when villages for action have been identified and prioritised.)





Phase II


(Animation of villages)





*Contract must be Phased to ensure Phase II cannot be undertaken unless Phase I has been (i) satisfactorily completed; and (ii) a need has been proven for Phase II 








Outcomes – 


Village action groups formed 


Village actions identified


Village action plans completed 





Open call/s under Measure 3.5 (Linked to Village Plans)





Phase III








Applications from:


Private Individuals


Community/Voluntary Groups


Councils 





3.5.2	





3.5.3





3.5.6


	





3.5.5


	





3.5.4





LAG & JCC recommend / accept





LoO issues to applicant












































Warning





Any person who knowingly or recklessly makes a false statement for the purposes of obtaining grant under this Scheme or assisting another to obtain grant aid may be prosecuted. The information provided on this form may be made available to other Departments/Agencies for the purposes of preventing or detecting crime.





DARD FRAUD HOTLINE – Telephone 0808 1002716











£102,404





£67,596





£22,532





524





131





131,400





£53,900





£116,100





£38,700





900





For official use only





Verified by: 





Date:








Warning





Any person who knowingly or recklessly makes a false statement for the purposes of obtaining grant under this Scheme or assisting another to obtain grant aid may be prosecuted. The information provided on this form may be made available to other Departments/Agencies for the purposes of preventing or detecting crime.





DARD FRAUD HOTLINE – Telephone 0808 1002716





225,140





225





DARD PO reports debt to DRO (refer to Debt Recovery Procedures)





Glossary of Term


PO	Project Officer


DRO	Debt Recovery Officer


PCU	Programme Compliance Unit


CIS	Central Investigation Service


Irreg	Irregularity





Forward spreadsheet to DARD PO 








DARD





Delivery Agent





Irregularity Procedure





Was the irregularity discovered post- payment





No








Yes








No








No further action





Is fraud suspected?





Yes








DARD PO updates on TRIM & informs PCU





PCU will liaise with DARD PO to complete Reportable Irreg Form





DARD PO reports to CIS


(cc PCU)





Yes








DARD PO reports debt to DRO (refer to Debt Recovery Procedures)





Was the irregularity discovered post- payment





DARD PO updates on TRIM





Is irregularity above the reporting threshold?


 (i.e. > €10,000)





Add irregularity details to DARD spreadsheet & to Database








No 


Irregularity








Examine Claim & complete irregularity section on front of claim form











No further action








Yes








No








Include details/breakdown of calculations in a separate note for the project file.





Irregularity Identified








Forward spreadsheet to DARD PO and inform them that the irregularity is Reportable





Yes








No








No further action
















































































� A more comprehensive definition of “rural areas” is available on page 9 of the to the Northern Ireland Rural Development Programme document, which can be accessed via the link below ;





�HYPERLINK "http://www.dardni.gov.uk/nirdp-2007-13.doc"�http://www.dardni.gov.uk/nirdp-2007-13.doc�





� A capital asset is a tangible or intangible (e.g. software) resource, has a value of more than £250, is separately identifiable and will have a useful life of more than one year.


� �HYPERLINK "http://ec.europa.eu/community_law/state_aids/comp-2000/n546b-00.pdf"�http://ec.europa.eu/community_law/state_aids/comp-2000/n546b-00.pdf�





� Article 88, Council Regulation (EC) 1698/2005 


� Art 57, Commission Regulation (EC) 1974/2006


� �HYPERLINK "http://eur-lex.europa.eu/LexUriServ/LexUriServ.do?uri=OJ:L:2006:379:0005:0010:EN:PDF"�http://eur-lex.europa.eu/LexUriServ/LexUriServ.do?uri=OJ:L:2006:379:0005:0010:EN:PDF�


� The sterling equivalent is calculated using the official Commission �HYPERLINK "http://www.europa.eu.int/comm/budget/inforeuro/index.cfm?fuseaction=currency_historique&currency=GBP&Language=en"�exchange rate� applicable on the written date of offer of the de minimis funding.  The rate is updated daily and can be accessed from �HYPERLINK "http://www.gloglos.com/search_one.php?id=1078&sid=6fbf73290a94fae75049825b82d82caf" \o "http://www.gloglos.com/search_one.php?id=1078&sid=6fbf73290a94fae75049825b82d82caf"�http://www.ll.com/search_one.php?id=1078&sid=6fbf73290a94fae75049825b82d82caf�








� �HYPERLINK "http://eur-lex.europa.eu/LexUriServ/LexUriServ.do?uri=OJ:L:2008:214:0003:0047:EN:PDF"�http://eur-lex.europa.eu/LexUriServ/LexUriServ.do?uri=OJ:L:2008:214:0003:0047:EN:PDF�





� The term “non-promoter funding” means non-private sector funding, i.e. it is the sum of public funding from all sources (and therefore includes EU, Central Government, Local Government, IFI, and Lottery funding etc.).  It is the level of non-promoter funding which determines the level of effort that should be put into appraising projects.  





The decision as to whether a business case/economic appraisal should be forwarded to DFP for approval, or not, needs to be taken after reading the guidance in DAO 06/05.  Projects that exceed Departmental delegated limits need to be sent to DFP via Financial Planning Branch, DARD.  In determining whether a project exceeds “Departmental delegated limits”, it should be noted that delegated limits refer to only Central Government Funding (which includes any EU funds).  


� HM Treasury (2003),  The Green Book.  Appraisal and Evaluation in Central Government.


� DFP’s (2009) Northern Ireland Guide to Expenditure, Appraisal and Evaluation.


� Financial Policy Branch should be furnished with: the final EA along with any relevant appendices and annexes; the sign-off minute from the PED Economists; a completed DFP proforma; and a draft letter to the DFP Supply Officer, for finalisation and issue by Financial Planning Branch. The draft letter should incorporate comments in respect of regularity and propriety, vfm and budgetary cover.   





� Refreshments at business meetings require the approval of the Admin Manager. Working “Snack Type” Meal requires the approval of the Chair of the LAG or JCC as appropriate.


� The term “non-promoter funding” means non-private sector funding, i.e. it is the sum of public funding from all sources (and therefore includes EU, Central Government, Local Government, IFI, and Lottery funding, etc.).  It is the level of non-promoter funding which determines the level of effort that should be put into appraising projects.  





The decision as to whether a business case/economic appraisal should be forwarded to DFP for approval, or not, needs to be taken after reading the guidance in DAO 06/05.  Projects that exceed Departmental delegated limits need to be sent to DFP via Financial Planning Branch, DARD. In determining whether a project exceeds “Departmental delegated limits”, it should be noted that delegated limits refer to only Central Government Funding (which includes any EU funds).  





�For a summary of equality obligations, see Annex C.


� If an applicant confirms that a project would go ahead to the same scale, timescale and location in absence of grant-aid, then it would appear that there would be no additional impact as a result of allocating grant-aid, and therefore, the project should not be funded.


� Please note that the value of the contribution in kind, as an eligible expenditure for grant purposes, has to be independently assessed and audited and is only allowed for specific types of project. It should normally be assumed that contributions in kind are not allowable.  Contributions in kind are not carried forward into the financial cash flows. 





� Once this calculation has been completed, consideration should be given to whether the project is cost-effective in creating jobs, (if that is a strategic goal), compared to other projects being considered for funding.


� For the purposes of this economic appraisal proforma, a project is deemed to be viable if its net cash flow after the repayment of loan and/or overdraft is improving year on year from year 3 onwards. 





� For the purposes of this economic appraisal proforma, a project is deemed to be sustainable if viability continues to be achieved without further government grant-aid/funding, beyond what is justified in this proforma. 


� The term “non-promoter funding” means non-private sector funding, i.e. it is the sum of public funding from all sources (and therefore includes EU, Central Government, Local Government, IFI, and Lottery funding, etc.).  It is the level of non-promoter funding which determines the level of effort that should be put into appraising projects.  





The decision as to whether a business case/economic appraisal should be forwarded to DFP for approval, or not, needs to be taken after reading the guidance in DAO 06/05.  Projects that exceed Departmental delegated limits need to be sent to DFP via Financial Planning Branch, DARD. In determining whether a project exceeds “Departmental delegated limits”, it should be noted that delegated limits refer to only Central Government Funding (which includes any EU funds).  


� If benefits cannot be quantified, the preferred option may have a net cost. The project should only be proceeded with if the non-monetary impacts are sufficient to justify this cost.





� If the applicants are promoting an option which does not have the highest net monetary benefit (or lowest monetary cost in the scenario where an option has a net cost) when compared with the other options considered, it should only be proceeded with if there are additional non-monetary impacts associated with this option when compared with the others considered, which justify it being the “preferred” option.  





�For a summary of equality obligations, see Annex C.


� For information, see the Government’s Anti-Poverty and Social Inclusion Strategy for Northern Ireland, entitled “Lifetime Opportunities”.


� If an applicant confirms that a project would go ahead to the same scale, timescale and location in absence of grant-aid, then it would appear that there would be no additional impact as a result of allocating grant-aid, and therefore, the project should not be funded.


� Please note that the value of the contribution in kind, as an eligible expenditure for grant purposes, has to be independently assessed and audited and is only allowed for specific types of project. It should normally be assumed that contributions in kind are not allowable.  Contributions in kind are not carried forward into the financial cash flows. 


� Once this calculation has been completed, consideration should be given to whether the project is cost-effective in creating jobs, (if that is a strategic goal), compared to other projects being considered for funding.


� For the purposes of this economic appraisal proforma, a project is deemed to be viable if its net cash flow after the repayment of loan and/or overdraft is improving year on year from year 3 onwards. 





� For the purposes of this economic appraisal proforma, a project is deemed to be sustainable if viability continues to be achieved without further government grant-aid/funding, beyond what is justified in this proforma. 
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_1352121584.doc
		REQUEST FOR ACCESS TO SYSTEM 2007

		FORM EUS1



		



		To:  EU System 2007 Administrator



		From:

		     



		Address:

		     



		Email:

		     



		Telephone:

		     



		I require the following User profile to access to System 2007 (select one profile only)






		

		 FORMCHECKBOX 


		Standard 

		Reason for access:

     



		

		 FORMCHECKBOX 


		Authoriser  

		



		

		 FORMCHECKBOX 


		Administrator 

		



		

		 FORMCHECKBOX 


		Viewing

		



		



		Signed:      

		Date:      





		I agree to abide by the System Security Policy and Operational Procedures when accessing and using System 2007 (policies available from your System Administrator)






		Line Manager Approval:



		

		

		



		

		 FORMCHECKBOX 


		Approved 

		Comments (if applicable):


     



		

		 FORMCHECKBOX 


		Rejected

		



		



		Line Manager Signature:      

		Date:      





		System Administrator Approval:



		



		

		 FORMCHECKBOX 


		Access approved

		Comments (if applicable):






		

		 FORMCHECKBOX 


		Access denied

		



		User Name:

		



		User Group:

		



		Security question response 

		



		



		System Administrator Signature:




		Date









_1352121585.doc
		SYSTEM 2007:  TRAINING REQUEST

		FORM EUS2



		



		Name: (Block Capitals):

		     



		Email:


		     



		Organisation Name:

		     



		Organisation Address:

		     



		Axis & Measure:

		     



		Type of training course required:





		

		 FORMCHECKBOX 


		Standard User Training (Standard Users & Authorisers only)



		

		 FORMCHECKBOX 


		Administrator (Administrators only)



		

		 FORMCHECKBOX 


		Reporting Course (DARD Staff only)



		

		 FORMCHECKBOX 


		Other (will be used to asses future training needs)



		

		If Other has been selected please comment on type of course required:



		Reason for course:

     





		Signed:      

		Date:      





		Manager Approval



		

		 FORMCHECKBOX 


		Approved 



		

		 FORMCHECKBOX 


		Rejected



		Comments:


     





		Manager Signature:      



		Date:      





		Completed forms to be forwarded to Jim.Ard@dardni.gov.uk or Room 141, Dundonald House, Upper Newtownards Road, Belfast, BT4 3SB






