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ExDRA
Co-Financed activities – Guidance to completing the application form – Tender Round 3
Complete each question in the blank space provided. Full applications should be submitted by Friday 27th January 2006 no later than 5.00pm. Applicants will be advised of the outcome no later than 10th February 2006 (5.00pm).

When you have completed the application form print out four hard copies and submit them along with a saved version on floppy disk to:

ESF Round 3 Application

ESF Team

ExDRA
Aquila House
Waterloo Lane
Chelmsford

Essex, CM1 1BD
Preparation

Prepare a project plan before you complete the application form. It is most important that you set aims and objectives and then match them to the most appropriate source of funding. Projects must fit within the funding category specification under which you are applying.
Make sure that your project aligns itself to the Prospectus, meeting all basic criteria and specification details.
Read the guidance notes and application form before beginning to complete the application. Be sure that you have answers to each question. Make sure the relevant information goes into each section.

Involve the people who will be delivering the project in writing it. Don’t get one person to write it then when the funding is secured give it to someone else to deliver only to find it is not practical.

Remember it is important that whoever assesses your proposal understands exactly what the project aims to do; appraisers’ backgrounds will be diverse. Try to make your answers clear and concise. Don’t get hung up on jargon, it is more important that you get your message across on a first reading. Keep your language simple. 
Ensure partners are clear what their roles will be within the project and that it is clear to appraisers.
Include a breakdown of the costs making up your ‘unit cost’ figures and ensure you have made good provision for project management.
Presentation

When answering each question, present the information in a way that is easy for the reader to absorb. Break answers up into short easy to read paragraphs. Use sub-headings where appropriate.

General Guidance

If you require any further information regarding these specifications please contact Aimi MacCormac (Essex ESF Objective 3 Facilitator) on a.f.maccormac@apu.ac.uk . If you require further clarification on anything in this guidance, please contact Katy Chessell on 01245 702476 or katy.chessell@exdra.co.uk .
ESF Co-Financing Application Front Sheet:

Specification Applying For
Please refer to the prospectus and select the relevant box. Only one box should be selected per application as each separate specification requires a separate application form to be completed. 
ESF Co-Financing Application Form:
1. Activity Summary 

This should be a description of the project, giving the information requested. 
2. Key Milestones
This should be a description of key events occurring throughout the project and should include dates when the event will occur / be achieved.

3. Geographical Area of Delivery 
Please remember activities must be for Essex residents, excluding the residents of the unitary authorities of Southend and Thurrock.
4. Target Groups

You should state which of ExDRA’s identified groups you are targeting. 
5. Timescales
Please note the timescales stated in the prospectus.

6. Partnership Working

You will need to show evidence of partnership working and a multi-agency approach, each partner’s role must be clear.
7. Added Value
Projects can add value in the following ways:

· Increased value – increase the number of people receiving education and training.

· Enhancement – creating additional opportunities to enhance mainstream programmes.

· New audience – delivering existing provision to beneficiaries who are not eligible through core budgets.

· New provision – meeting identified gaps in provision.

8. Outcomes

Please express outcomes in the same terms as they are expressed in our prospectus. 

E.g. If you are applying for funding under Measure 2.2, the following information will be required (figures are for illustrative purposes only):
Total per Partnership Organisation:
	
	Org 1


	Org 2
Project 1
	Org 2
Project 2
	Total

	Number of programme members
	25

	15
	10
	50

	Number of programme members gaining a qualification
	15

	5
	0
	20

	Number of programme members gaining paid employment
	5
	5
	10
	20

	Number of disabled people supported on the project
	2
	1
	1
	4

	Number of people from an ethnic minority supported on the project
	2
	3
	2
	7

	Number of women supported on the project
	13
	7
	7
	27



Please provide as many tables as necessary to cover all partners and projects.
It is also important that you pay attention to soft outcomes and make it clear how you will measure and monitor them. It is also important to convince assessors that you are going to achieve the level of outcomes you promise.

A soft outcome is one that doesn’t involve achieving an accredited qualification. For example an NVQ would be a hard outcome, but increased confidence would be a soft outcome.

9. Programme Members’ Involvement

It is vital that you complete this section and demonstrate your organisation’s commitment to putting programme members at the heart of programmes.

10. Activity Management

Please show how you will manage people and resources and achieve outcomes. 

You should show where accountability and decision making lies within the structure. Is there a project manager and if so to whom do they report and which partner will employ them?
What systems will be used to manage people, finance, data etc?

Show how the project will be monitored. How will you ensure that problems are identified and dealt with in time to ensure milestones are achieved? Who will be responsible for monitoring? How frequently? How will problems encountered be addressed?

11. Information & Communications Technology (ICT)
Please demonstrate how you will use ICT in your project, in terms of both the staff and the programme members.
12. Sustainable Development
Describe the extent to which your project will address the sustainable development issues (social, economic and environmental).
Applicants are strongly advised to utilise the European Social Fund Sustainable Development Toolkit in answering this question / developing projects. The toolkit can be found at:

http://www.esf.gov.uk/s_development/toolkit.asp
13. Financial Breakdown
Applicants are advised to use the following calculations when calculating unit costs:

Measure 2.2
Total project cost divided by number of programme members gaining paid employment:

e.g. Total project cost = £175,000

Number of programme members gaining paid employment = 25

Unit Cost = £175,000 divided by 25 = £7,000 per programme member.

Measure 3.1
Total project cost divided by number of programme members gaining a qualification.

Measure 4.3
Total project cost divided by number of technologically led enterprises supported.
The unit cost stated by successful applicant organisations within their tender will be used as the basis for payments (subject to post tender negotiations).
A breakdown of the costs making up your unit cost should be provided (i.e. for measure 2.2 unit cost would be £7,000 per programme member). This will enable the appraisers to evaluate whether the standard of provision can be provided at the costs identified.
14 & 15. Proposals to other Co-Financers / Contracts with Essex County Council

Please ensure that you complete this if appropriate, if not please write “not applicable”. Please note that if you do not currently hold a contract with Essex County Council your financial stability will need to be considered in any contracting process. All providers will need to contract with ExDRA.
Other Co-Financing Organisations in Essex are:

· Essex Learning and Skills Council

· JobCentre +

· East of England Development Agency

· East of England Regional Learning & Skills Council

16. The Contract

You should have received a copy of the draft ESF contract together with your ESF application form (if you have not received this please contact a member of the ESF team). It is essential that you read this contract and indicate if there are any reasons why you would not be willing to sign the contract if your tender is successful.
17. Other Information

Please provide any information you would like us to consider.
Application Appraisal criteria
The following criteria will be used in appraising applications:

· Does the project pass the Equal Opportunities gateway? (projects failing this criterion will automatically fail)
· Does the project offer sustainable development?
· Does the project cover the full geographical area of the specification?
· Does the project cover the full range of programme members and targets for the specification?
· Is there a clear focus on programme members in project design and delivery? Is there clear evidence of programme members’ involvement in project design? Is there clear evidence of programme members’ future meaningful input to the organisation and projects?
· Does the activity fit the need it is seeking to meet?
· Does the organisation have expertise and experience with the targeted programme members?
· Is there clear evidence of partnership working with clearly defined roles for each partner?
· Is it clear how programme members will be recruited? Is this achievable?
· Is it clear what this proposal is seeking to achieve? Is the activity appropriate in relation to the prospectus?
· Are there clear and achievable milestones?
· Is there a clear strategy for robust project management which will meet the data needs of ESF in a timely fashion?
· Is there evidence that targets in terms of volume of programme members, attendance and outcomes will be met?
· Is there a clear mechanism for accurately reporting on project activity and publicising projects?
· Does the project offer value for money?
· Can the standard of provision be provided at the costs identified within the tender?
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