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Project Engagement – Visit Record

Section 1: Project Details
Project Summary

	Project Title
	Capacity Building Aligned Continuation

	PMS Reference Number
	NE004153A

	Proposer
	

	Project Description
	


Project Timeline

	
	Single Programme only
	ERDF/RDPE Funded Project

	Start Date (FAL)
	
	

	Actual Start Date
	
	

	Anticipated Completion Date (FAL) 
	
	

	End Date (FAL)
	
	


Project Funding

	Total Project Cost

*Total of A & E equates to total project cost.

	£




	
	A(=B+C+D) *
	B
	C
	D

	
	Total ERDF/RDPE Matched Expenditure (eligible)
	ERDF/RDPE Grant Approved            
	Single Programme Grant Approved (Eligible)
	Other Match Funding (Eligible)

	Capital
	
	
	
	

	Revenue
	
	
	
	

	Total
	
	
	
	


	
	E(=F+G) *
	F
	G

	
	Total Non-Matched Expenditure (ineligible)
	Single Programme Grant Approved

(Ineligible for ERDF)
	Other Match Funding

(Ineligible for ERDF)

	Capital
	
	
	

	Revenue
	
	
	

	Total
	
	
	


Section 2: The Funding Allocation Letter

This section refers to the conditions as set out in the relevant Funding Allocation letter. You should review all conditions, including any special conditions, listing in column 1 those conditions with issues, state the type of funding applicable to this project (i.e. Single Programme only, ERDF and Single Programme joint funded, ERDF and other funds or RDPE funding) and list any issues there is with regard to specific conditions in the comments box.

Type of funded project:

Stipulations of the FAL

	FAL condition (list)
	Comments 

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Business Support Simplification Programme

	FAL Clause
	What the item says
	Comments

	
	How is the project aligned to one of the BSSP themes as outlined in the FAL? Is these being addressed during the projects delivery?
	

	
	
	


Section 3: Project Proposer’s understanding of the project

Proposer’s planned delivery

	
	Question
	Comment

	3.1
	Who worked with the Agency Developer in production of the projects’ business case?

Are they a member of the Organisation?
	

	3.2
	Is the project based on an existing function of the organisation?
	

	3.3
	Has the project begun?

Yes- at what stage is the project i.e. has building began, have beneficiaries signed up?

No – Have administration systems been established?
	

	3.4
	Could you please run through

a) what the objectives of the project are?

b) who will it engage (beneficiaries)?

c) what the outputs will be?

d) what the general categories of associated cost will be – i.e. what will they be claiming for?

e) Who will be delivering the project – will there be partners/ sub-contractors? (if sub-contractors are to be used be sure to emphasise the requirements regarding tendering of services)
	


Section 4: A Guide to Running a [ERDF] Project (to be fully completed for all ERDF funded projects and the contents considered for all other funded projects)

	Page
	Content
	Comments 

	46
	Record keeping*

This details 

· what records to keep

· what the records should show

· who is responsible

· how long records should be kept for
	

	16
	Apportionment methods

· Ensure the project is aware of the need for apportionment e.g. staff, overheads etc.  Does the Proposer have a copy of their methodology to hand and do their systems adequately capture these?

· Ensure they understand the methods presented
	

	39
	Tendering and procurement

· Especially important if they are a public body 

· If a public body: need to comply with One NorthEast procurement workbook when tendering.  Depending on the value of the contract it may need to be advertised in the European journal.  The FAL also has guidelines regarding how many tenders are expected to be sought 

· These actions for tenders should be adhered to even if you need not adhere to the community procedures i.e. all projects
	

	22
	Depreciation – it is allowed on items not purchased using Structural Funds. It must be correctly calculated in line with the Proposer’s depreciation policy
	

	44
	Project Changes & Variations: As discussed changes need to be agreed by One NorthEast, formally in writing.  Details of what may constitute a change/variation are provided
	

	34
	Publicity requirements:  

· Is the Proposer aware of the publicity requirements?

· Does the Proposer have access to the relevant logos in electronic format?

· Does the Proposer have systems in place to relay public sector support to beneficiaries?
	

	25
	Definition of Outputs, Results, Impacts:

1. Return to the FAL pointing out the commentary of the projects purpose

2. Confirm the type of output the project is delivering

3. Find the definition of the output indicator in the Combined Technical Note and ensure that the Proposer is clear on the meaning of the outputs being delivered

4. Do the same for the result indicators

5. Do the same for the impact indicators
	

	50
	Monitoring:

1. Project monitoring by One NorthEast

· It is the responsibility of One NorthEast to monitor the project to ensure it is progressing as required.

· The Guide to Running an ERDF Project outlines some project management principles you should apply

2. Verification by One NorthEast’s contracted representatives

· The project must be prepared to receive verification visits by One NorthEast’s contracted representatives (Mazars)
	

	20
	Horizontal/Cross Cutting Themes

· Look at the project’s agreed horizontal/cross cutting themes

· Is the Proposer aware they must monitor these indicators

· How will the Proposer monitor these?
	

	54
	Managing Partnership projects

· Is this relevant to the current project?
· Are SLAs/contracts in place?
· If yes, ensure they have seen the Guide to Running an ERDF Project
	

	56 & 11
	Common mistakes and Ineligible Expenditure

· Advise the project to ensure they are familiar with the common mistakes and Ineligible Expenditure
	

	Annex 5
	Timesheets

· Recommend they use the format provided or a similar model – do they need an electronic version?

· Advise that all staff not working 100% of their time on a particular project will need to complete time sheets.  Staff timesheets must evidence the agreed full time hours of the particular staff member for the total time period claimed.  This is to ensure no over-recovery/double counting of staff time as a result of staff working on multiple projects

· Advise it is used in conjunction with methods for apportioning costs i.e. the staff cost cards

· Are they confident they can complete timesheets?
	


Section 5: Project Management Systems

Project management capacity

	
	Question
	Comments

	5.1
	Do you have an Organisation chart for Staff working on the project? (Get copy)
	

	5.2
	Are these staff on a full time or part time allocation to the project?
	

	5.3
	How will staff time be recorded?
	

	5.4
	Who will be compiling the claims to One NorthEast?  How will costs be fed into the claim?

How will project related costs be identified and apportioned to each funding source? – e.g. separate cost code?
	

	5.5
	A) How will output information be collected?

B) If they rely on information being supplied by a partner/sub-contractor, how will they verify this information?
	

	5.6
	Who will be checking and signing the claim – what is their position in the organisation (is this in line with the signatory in the FAL?)
	

	5.7
	A) Have they issued any guidance or training on project compliance requirements to the staff working on the projects?

b) How will they inform staff of public funding requirements such as document retention?
	

	5.8
	For ERDF only: Have you received your MCIS login and password numbers?
	


Section 6: State Aids:

	
	Question
	Comments

	6.1
	Are you aware of State Aid rules?


	

	6.2
	Are you aware of the de-minimis rule?


	

	6.3
	Will State Aid be applicable to your project?  Will you be providing assistance to undertakings?


	

	6.4
	Are there any further questions on State Aid?


	


Section 7: Closing the meeting

Specific agreed action is:
	Agreed action/ recommendation (R)
	To be completed by:
	Completion date:

	
	
	

	
	
	

	
	
	

	
	
	


Declaration

I agree that the above actions will be implemented within the specified timescales above. 

	Proposer
	Deliverer
	Managing Authority

	Organisation:


	Directorate:
	Directorate:

	Print Name:


	Agency Team:
	Agency Team:

	Position in organisation:


	Print Name:
	Print Name:

	Signature:


	Position in organisation:
	Position in organisation:

	Date:


	Signature:
	Signature:

	
	Date:
	Date:


Section 8: Summary

THIS SHOULD BE COMPLETED FOLLOWING THE VISIT BY THE DELIVERER

This section should help you form an overall opinion of the proposers capacity to work to SP/ERDF/RDPE requirements.  The views expressed in this section are for One NorthEast reference only. 

1. This table is a subjective measurement intended to help you quantify the impressions you have taken away from the visit, it is based on your perceptions of the project.

2. You should look at the item and select the rating you think reflects your confidence in the project to satisfy the issue in question.

3. Each rating has a score, For example, on item 4, if you were not confident that the project has sufficient staff to deliver the project to SP/ERDF/RDPE requirements you may opt for the 0-29% rating which has a score of 1, therefore mark this score in the column against item 4.

4. Once you have completed all of the scores you will arrive at a total

Tick one of the boxes below for EVERY question, using 5 as very confident and 1 as uncertain

	Value
	5
	4
	3
	2
	1

	1) I am confident that the Proposer fully understand the terms and conditions of the FAL
	
	
	
	
	

	2) I am satisfied that the project which the Proposer intends to deliver is fully in line with the FAL and Business Case
	
	
	
	
	

	3) I am confident that the Proposer has read the Guide to Running an ERDF Project and is aware of it’s key points
	
	
	
	
	

	4) I am confident that the project is adequately resourced 
	
	
	
	
	

	5) I am confident the Proposer will have adequate administrative procedures to correctly allocate costs to the project
	
	
	
	
	

	6) I am confident that the project has suitable proposed systems to monitor and record outputs
	
	
	
	
	

	7) I am confident that an appropriate person within the Proposer organisation will be checking the claims.
	
	
	
	
	

	Total Score
	
	
	
	
	


Overall Score:

Project Risk
The total score should give an overview as to your confidence the Proposer has understood the FAL’s terms and conditions and SP/ERDF/RDPE requirements and has the capacity to implement them.  As a guideline the following table provides a key to interpret the score:

	Score
	Confidence / Assurance
	Project risk
	Risk Consideration

	30-35
	High
	Low
	It is likely to be a low risk project.  They fully understand the conditions of the grant and seem very able to adhere to them.  Caution- during the development stages of this project, it may have been identified as high risk. This assessment must not be reduced as a result of the findings of this engagement visit, i.e. the project remains high risk.

	20-29
	Medium-high
	Medium – low
	The Proposer seems to have a good understanding of the FAL and associated terms and conditions.  There are minor areas for improvement.  

	10-19
	Medium-low
	Medium-High
	There are some issues which the Proposer may fail to deliver on as a result of their understanding or willingness to adhere to SP/ERDF/RDPE requirements.  

	0-9
	Low
	High
	The project Proposer did not seem to understand the SP/ERDF/RDPE requirements in key areas or there is a risk they will not have the capacity to deliver to project in line with the FAL.  In this instance the Proposer must be given a maximum of 3 months to rectify and address any issues at which stage a follow up PEV must be undertaken. 


Visit Record

Reference Data

	Date of Visit
	

	Address of Premises Visited
	

	Duration of Visit
	


Names of Personnel present during visit

	Name
	Job Title
	Organisation
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