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Guidance in completing the Full Application Form

Who is this Guidance For? 

This guidance is for anyone preparing a Full Application form with the intention of applying for funds from the Worcestershire Connections Programme. 

Our funds are allocated for activities set out in the Commissioning Brief so before you prepare your application, we would advise you familiarised yourself with the Programme Objectives and Outcomes as outlined in the Commissioning Brief. 

Worcestershire Connections Project Coordinator at Worcestershire County Council will help you throughout this process and will be your main contact during the development of your project.

The Full Application – A Brief Overview

The Worcestershire Economic Partnership (WEP) has a defined two-stage process for appraising and approving requests for project funding.  The full application form is the second stage of this process, following the Expression of Interest form.  
Your ‘Expression of Interest’ to the WEP has shown that your project idea is potentially eligible for funding under Worcestershire Connections Programme, and has the potential to meet and achieve the objectives of the programme. This form will provide the extra detail needed to take a final decision.

If your application is successful, the information which you give here will form the basis for the contract which the WEP will issue to you, so please make the information which you give us here as accurate and precise as possible. 
Please bear in mind that although funds provided are referred to as a ‘Grant’, you should not consider them as a ‘gift’ or ‘charitable donation’. The WEP will issue a contract to you to achieve the results which you say you will achieve, for the amount of money which you request, which must be spent on the items which you list in the financial tables. 

To reduce the need for renegotiation, please make your financial estimates as accurate as possible.  However, if an amendment to financial estimates is required after the contract has been signed than you would have to negotiate the contract variation with the WEP.
When your project is operating, you will be able to claim for your project costs monthly in arrears from the WEP. To do this you will need to sign and complete a claim form and submit with appropriate documentation that demonstrates a clear audit trail and defrayment of all project costs.

We will also visit you from time to time, by appointment, to see how your project is progressing, offer support to help you if necessary, and ensure your expected results are being achieved. 

Finally, it will be necessary for you to keep all your project records in a safe place for reference and inspection by the Regional Development Agency or the UK Government if requested, until a date which will be notified to you in due course.    

Completing the Full Application Form 

Where questions are the same as on the Expression of Interest Form, please answer them in the same way as before, but giving more detail or explanation as appropriate. If changes have occurred in your project idea or organisation since you sent us your EOI, this form allows you to give us the new information, and you should make it clear where and why these changes are being made. 

Please complete all boxes. If any are not relevant to your organisation or application, please enter ‘not applicable’ or ‘N/A’.  
1. Project Title

Project Name:
What will your project be called? Please try and avoid long and over-complicated names.
Project Sound Bite:
Tell us what your project will do and what it will achieve in one sentence. For example:-

· This project will help and support people with Mental Health issues ....etc.

Project Start Date:
The estimated start date assuming we approve funding. This date must be in the future to allow for the further development, appraisal, approval and any contracting processes. 

Project End Date:
The estimated physical completion date based on the start date given.
LEADER Funding:
The total revenue funding you need from Worcestershire Connections.

2. Project Applicant and Partners

2.1 Project Applicant 

· Main Applicant Organisation: The name of the organisation who is putting the proposal to us.

· Contact Name: The person who will work with us on the day-to-day management of your project.
· Address: Please include your postcode. If this is a co-operation project, this should be the address of the ‘lead’ organisation.
· E-Mail: For speed and simplicity we will normally use e-mail if writing to you, unless you specifically request otherwise. Please remember to tell us if you change your e-mail address.
· Telephone number: Please give both mobile and landline numbers if possible. It may help to speed up your application if we can contact you easily.
· Company/charity registration number: Please provide this if available. This should be for the lead partner if a co-operation project
· VAT registration number: Please provide this if applicable to show that the other organisations support the application.
· Will you work with other organisations?: If ‘Yes’, please provide letters of support to show that the other organisations support the application. If you have a written partnership agreement, please provide a copy. If the partnership is currently an informal association, please write this in.
· Organisation Type: Tell us whether you are a Private Sector, Public sector or Third Sector organisation. 

N.B. Third Sector Organisations are organisations established on a not-for-profit basis that are not directly controlled by the state (not part of the public sector). 

2.2 Development Partners: 

If you are delivering this project or have developed the application with partner organisations list them and their role in this section. You may have several delivery partners or you may have none. Leave this blank or add more boxes as required. 

2.3 Wider Consultation: 

If you have undertaken any formal or informal consultation in developing the project application with other individuals or organisations list them in this section. You may have asked an organisation to comment on your application, if there are any letters of support, attach them separately as well. 

3. Delivery Location

Please list the areas your project will concentrate or if this is county wide project please indicate as such.  

4. Project Definition

The Project Definition must tell us (in approximately 500 words/2 pages) why this project is needed and why it will not achieve its objectives without our help.

4.1 Need

To decide if your project meets our own goals, we must understand what problem or need the project intends to address or what the opportunity to make a positive impact is. Also, please tell us what you believe are the root causes of these problems.

4.2 Project Demand

You should include information relating to the interest in the project from partners/local communities and any involvement they have in developing it. 

4.3 Project Description

Paint a pen picture of your project – please make sure that you answer the following questions.

· What you are going to do

· Where you are going to do it

You must show where the project is to be delivered geographically and why it is limited to / focussed on this area. 

· When you are going to do it

You should explain why this project is needed at this particular time. Show how it may complement and existing, past or planned projects.

· Who will do it

Tell us if you are going to deliver the project or whether you plan to involve other organisations. We ask you to list any other organisations Section 2.2

· How you are going to do it

Explain the methods you propose to use to deliver the proposed project, 

· What do you plan to spend the money on

Identify briefly what you will spend the overall project funding on and how our funding will be spent. 

4.4 Recognising Success

When your project is finished, how many clients will have been engaged/supported through Worcestershire Connections?  Try to think of methods of measuring your success which will be easy to collect (possibly as your project progresses) and which will provide evidence.
4.5 Adding Value

We believe we will always get extra value if we are able to encourage links between related activities. Are you aware of any other similar activity being carried out in the area? If so, have you tried to create a link?
4.6 Innovation

‘Worcestershire Connections’ funding provides an opportunity to try out new approaches – this could be trying out an entirely new approach for the first time, or could be introducing an approach which has been used elsewhere into our area for the first time. The WEP particularly want to encourage innovation of this kind.

4.7 Sustaining the project

If you expect your project to continue after our funding has ended, please explain how you expect this to be achieved. If your project is intended to achieve a specific task (for example, if your project is for waymarking footpaths around your community, how do you expect the result to be continued - who will be responsible for ongoing maintenance and repair?)
4.8 Options
There is usually more than one way of meeting an opportunity or solving a problem. Please tell us what other options you’ve considered, (which may include doing nothing) and why you think the project you’re proposing here is the best option.
5. Strategic Fit

5.1 RDPE Measures

Please identify how this project will contribute towards achieving the objectives of the Worcestershire Connections 
5.2 Links

Links with local plans: Please tell us how your project will help to produce results or outcomes which support identified objectives either in your immediate locality, or the wider region.  Refer to your local Parish Plan if applicable.
6. Project Expenditure & Funding

6.1 Project Expenditure
The details required here are for the amounts you expect to pay, including expected inflation, for each calendar year.  Revenue costs are such things as project delivery, management or other staff time, consumable materials, publicity, etc.  Refer to Appendix 1 for detailed guidance. Volunteer time can be added here as can any in-kind contribution. Valuation of the ‘provision’ must be inline with Appendix 1 to these notes.
You cannot apply for grant aid from Worcestershire Connections to cover the cost of work already carried out, only for project activity taking place between the proposed start and end dates of the Offer Contract.

The Offer Contract that you will receive after a successful application will list the items of expenditure for which your grant has been approved.  It will be a very important condition of contract that original records, demonstrating a clear and transparent audit trail, are retained and available for inspection for the required period as notified to you.

Your grant will normally be paid in arrears in monthly instalments, after presenting accurate and eligible records to support the claim.  It is therefore advisable to complete a cash flow forecast during the application stage to ensure you will have sufficient funds available to carry out the project in the way it is described in the application.

Monthly grant payments can only be made against items of expenditure that have been defrayed by the project applicant.
TABLE 6.1

Breakdown all the intended items of project expenditure, including any voluntary or in-kind spend, into Revenue by financial year. 

Please note the following:

1. Funding for contingencies is not eligible.

2. Funding will be committed in financial years. 

3. Volunteer hours and any items identified as donated or ‘in kind’ must be equal in both Project Expenditure table (Table 6.1) and Project funding table (Table 6.2).  Volunteer time must relate to the actual activity carried out and be based on the recommended rates (see Appendix 1).  You will be asked to show how you have calculated volunteer hours and any in-kind contributions in the Full Application so please ensure your estimate is realistic.  
4. Please indicate estimated costs by marking with an (e), actual costs with an (a), and ‘In kind’ costs with (ik). 
5. Overhead costs are eligible but there are very strict rules on how these costs are claimed, so please seek advice before including them in your costs.  

Overheads must be calculated based on real costs which are directly attributable to the project and auditable.  

In practice this means the applicant must 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 (e.g. 15% central admin charges);

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

· use theoretical rent or rates instead of actual payment

6. VAT should not be included in these costs where it is recoverable by your group or organisation.

6.2 Funding Sources

This section provides you with the opportunity to identify the level of Worcestershire Connections funding that you are applying for as well as the matched funding that is available to deliver your project.
TABLE 6.2

This section provides you with the opportunity to identify the level of Worcestershire Connections funding that you are applying for as well as the matched funding that is available to deliver your project.  The total amount of funding must match exactly the total costs detailed in the previous section.  Please also state whether you have secured the funding or whether it is still going through the application process.

Please include details of volunteer hours and any ‘In kind’ contributions, the various rates for volunteers are enclosed.  Only include contributions that you intend to claim against which form part of your project funding package.  
Match funding – WEP will appreciate if the successful proposal can demonstrate to contribute some Match Funding (which may be cash or ‘in kind’) towards the delivery of the project. 

7. Project outputs and results

7.1 Outputs
This section provides you with the opportunity to identify the Worcestershire Connections "Core Outcomes" and "Other Comes" that may be achieved by your project. These outputs are prescribed by the agreed Funding Agreement with AWM. 
Outcomes should be specific and measurable. They also need to be achievable and realistic, so whilst you should not ‘sell your project short’, equally it will not benefit your application if you appear to be overstating what you will achieve. Please remember, if your application is successful your contract will require you to achieve these outcomes as part of the process of claiming the funding.

Number of clients benefiting from improved services: This should be the number of people directly benefiting, and you should be able to provide evidence at the end of your project to demonstrate the number.

Number of participants completing training: The number of individuals completing training. You will need to keep records to allow those individuals to be identified so that the number you claim can be checked.    

7.2 Milestones

The Milestones are the key points which will tell you whether or not your project is ‘on track’. The deadlines are the dates by which you have to achieve each of those key points in order to complete your project on time. These are useful to you in managing your project, and to us in monitoring your progress to a successful completion. 

8. Delivery arrangements

8.1 Project management

Please describe how you are going to control the operation of the project, including making sure activities happen as intended; taking remedial action if things happen which are not intended, or things which are intended to happen do not happen; who is going to keep track of expenditure, make the claims and look after the records. Give a brief description of the experience which the people involved in managing the project have of managing activities of a similar size or type.

We expect your arrangements to be appropriate to the size of the project - less complex for a £10,000 project than for a £50,000 project, but sufficient in either case.

8.2 Risks

We want to see a reasonable analysis of the potential risks faced by your project. Tell us what is likely to happen to your project if our funding were not available, or only available at a reduced level.

8.3 Publicity

You should consider how you will make people aware of your project so that they can participate if they wish, as well as publicising your project to a wider public. 
8.4 Procurement
When preparing your estimates of funding required, you must obtain quotations for planned activity to ensure realistic figures are used.  If your project is approved and you will be buying services from companies or other organisations, then there is a procurement process you must adhere to as detailed in Appendix 3.
9.0 Standards

9.1 Equal Opportunities
It is a requirement for the WEP that you tick this box and agree to abide by this equal opportunities statement. If your organisation has a separate equal opportunities policy you can provide this separately.  

9.2 State Aid

Worcestershire funding concerning Subsidised Employment activity is subject to ‘State Aid Rules’ (which can also affect voluntary and community organisations as well as businesses). Your answer in this section will help enable us to decide if this will affect your eligibility for grant, or the amount we can offer. We may need to ask you for more detail after you have sent us your application.

9.3 State Aid Previously Received 

There are limits to the amount of state aid that can be provided to private organisations. By giving detail on previous notifications we can check that you do not exceed these limits. 

10. Application Checklist

A fully completed application can be completed more quickly. If there are any sections incomplete the application form is likely to be returned to you for further information. 
11. Declaration and submission

You must get the proposal signed by a senior person in your organisation who has the authority to make contractual commitments on its behalf.

Our Data Policy

The Accountable Body for the Worcestershire Connections, Worcestershire County Council and Advantage West Midlands,  undertakes to use its best endeavours to hold confidential any information provided in any proposal form submitted, subject to our contracting obligations under law, including the Freedom of Information Act 2000.

If you consider that any of the information submitted in the proposal form should not be disclosed because of its sensitivity then this should be stated with the reason for considering it sensitive. We will then consult with you in considering any request received under the Freedom of Information Act 2000 before replying to such a request.

Submission of Full Application Form 

Please submit one signed paper copy of the Full Application Form to Project Coordinator. If possible provide this electronically as well. 

Appendix 1 – Guidance on Costs 

2.1 EXAMPLES OF INELIGIBLE EXPENDITURE

For the avoidance of doubt the following items are not eligible for reimbursement:

· expenditure incurred before the date of this Grant Funding Agreement unless specifically agreed by the Agency
· overheads allocated or apportioned at rates materially in excess of those used for any similar work carried out by the applicant;

· costs incurred prior to the date of this grant Funding Agreement unless specifically agreed by the Agency;

· notional expenditure;

· payments for activity of a political nature;

· depreciation, amortisation and impairment of assets purchased with the help of the Grant;

· provisions;

· contingent liabilities;

· contingencies;

· profit made by the claimant;

· dividends;

· interest charges unless under an approved State aid scheme;

· service charges arising on finance leases, hire purchase and credit arrangements;

· costs resulting from the deferral of payments to creditors;

· costs involved in winding up a company;

· payments for unfair dismissal;

· payments into private pension schemes*;

· payments for un-funded pensions;

· compensation for loss of office;

· bad debts arising from loans to employees, proprietors, partners, directors, guarantors, shareholders or a person connected with any of these;

· payments for gifts and donations;

· entertainments;

· reclaimable VAT;

· statutory fines and penalties;

· criminal fines and damages;

· legal expenses in respect of litigation;

· expenditure on activities of a political or exclusively religious nature;

· expenditure supported from other government sources, local authority Grants, charges paid by leaseholders, or EC structural funds, to the extent that the combined Grants and other support total more than 100% of the Project or scheme costs;

· expenditure on works or activities which any person has a statutory duty to undertake, except where there is strong justification in terms of the regeneration outputs or impacts that will result, e.g. in the case of beneficial activity brought forward, or carried out in a way which best promotes sustainable regeneration as a result of Grant support;

· any liability arising out of negligence;

· payments made in advance of need;

· any cost relating to insurance policies.

*Please note that all employer contributions to pension schemes are eligible if pension contributions form part of a contractual obligation (i.e. contract of employment); however, employee contributions are not eligible in any case.

2.2 ‘IN-KIND’ CONTRIBUTIONS

Staff Costs 

Where possible all staff costs included in a project claim must be actual costs. Notional rates should only be used where there is no actual payment made to an individual in recognition of work carried out e.g. ‘bona fide’ volunteers. Notional rates cannot be used instead of actual costs for non-volunteers. 

The following notional rates can be applied to volunteers. However, they must reflect the work actually being done for the project, not the normal occupation of the volunteer. 

	Role
	Per Annum
	Hourly Rate

	Project Manager
	£24,000
	£13.85

	Project Co-ordinator
	£19,000
	£10.85

	Researcher
	£19,000
	£10.85

	Trainer
	£17,945
	£9.29

	Administrator
	£13,500
	£7.75

	Clerical
	£11,025
	£5.73

	
	
	


For volunteers who provide labour input to projects: £5.73 per hour worked 

The bandings are based on generic job descriptions and it is important that a volunteer job description is drawn up to establish a direct relationship with the above bands. 
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