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Executive Summary

The Tyne Esk LEADER Programme provides grants for projects that benefit the rural areas and communities of East Lothian and Midlothian.  The programme will run from 2008 – 2013.  Projects assisted will be innovative in nature and must demonstrate community support and involvement.
The programme has the overall aim of revitalising communities in our rural areas and by so doing assisting a progressive rural economy

This document has been developed to assist organisations in their application to LEADER and to understand what the programme expects from them.
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General Rules

When can I start my project?

· Projects cannot commence before approval of funding

· Funding cannot be awarded retrospectively i.e. expenditure incurred prior to a project receiving approval.

· Projects must start within three months of LEADER approval.

How long can I receive funding for?

All grant assistance must be claimed within two years of the Approval start date issued by the LAG

What areas are excluded from the grant?

East Lothian: Musselburgh

Midlothian: Dalkeith, Lasswade, Penicuik, section of Newtongrange and Mayfield 

For confirmation on eligibility please contact the LEADER Project Officer

Do I need to comply with statutory requirements?

It is an applicant’s responsibility to comply with any statutory requirements, which apply, to any works or services carried out, including local bye-laws, and the appropriate standards.  Failure to do so may mean that financial assistance will not be paid.

What responsibilities does an applicant have?

All applicants are responsible for ensuring:

· The projects sound financial management.

· The implementation, reporting, monitoring and control of the project, and specifically for ensuring no double funding for the approved activity.

· The availability and retention of all project documentation with a clear audit trail through to bank statements.

Projects were there is more than one Organisation involved in the delivery:

Additional Responsibilities of Lead Applicant 

Where there is a partnership project a lead applicant will be appointed by the group.  The lead applicant is responsible for ensuring:

· A clear relationship between partners in the project including arrangements for payments and monitoring

· That all expenditure presented by and declared on behalf of the partners in the project has been incurred and defrayed for the purpose of implementing the project, and that it has met all the other rules with regard to LEADER

· Provision by other partners in the event of any request for information etc. by the Scottish Government as Managing Authority or its agents.

How will my project be monitored and how long do I have to keep relevant documentation for?

The project will be monitored via quarterly claims and monitoring visits. To comply with EU legislation, the applicant must retain all original documentation relating to the implementation of the project and it’s financing, following the final payment made under the Programme and until 31st December 2019. Failure to do so will result in the closure of the project and full repayment of LEADER grant.
If there are any changes to be made to the project, what should I do?

· Beneficiaries must inform the LAG if there are any material changes in a project.  The information supplied will be assessed and considered by the LAG, and depending on the circumstances the beneficiary may be asked to repay in part, or in full, any financial assistance paid.

· Failure to meet project conditions: If for any reason a beneficiary finds they cannot meet the project conditions of grant or agreed expected outcomes they must inform the LAG in writing immediately, submitting a full explanation of the position together with any relevant documentation.  The LAG may find it is possible to agree revised outcomes and amend the conditions of grant, depending on circumstances.

Grant

Funding restrictions
· projects with grant eligible costs of less than £1000 will not be funded. 

· existing core staff costs will be prohibited, must be project specific

· the following expenditure is not eligible for grant funding:  general running and overhead costs of an organisation which are not directly related to the project

· no funding will be granted for activities which are statutory obligations of regional corporate bodies (Council, SEPA, SNH etc) 

· prize money/ prizes is not eligible for funding 

· professional fees for architectural, landscape design and engineering services can only be funded up to a maximum level of 10% of the total building costs.  Up to an additional 5% may be granted for projects with a particularly intensive planning element, eg work on protected buildings or technically complex projects.  Project management costs for a project should be accepted at the discretion of the LAG but should not exceed 10% of the total eligible project costs.

· within the context of collaboration, the costs of land and buildings which are to be used as part of a inter-territorial or transnational joint venture can only be funded with Scottish LEADER resources if they are situated within Scotland.  Scottish funds can be used for the co-financing of inter-territorial or transnational projects situated outside Scotland, provided the Scottish Government can determine their use.

· Sports facilities should not be funded unless there is a wider community benefit.  Funding for sports is generally available elsewhere.

· Play parks and equipment can be supported where this is part of a larger community project and not just the provision of a few swings and play equipment.

· Post Offices are funded directly from the UK Government, are reserved to the UK government under the Devolution (Scotland) Act and thus LEADER support cannot be given to Post Offices.  

Other provisions

· there is no statutory right to receive funding.  Funding is at the discretion of the LAG and the support of the EU must be explicitly acknowledged in awards of grant
· where LEADER support involves grant-funding for building projects and land purchase it is expected that the project will deliver the originally funded intention for 10 years after its completion, and for 5 years after completion or delivery for all other types of tangible items 

Project Income 

Projects are intended to be sustainable and this will inevitably mean that some “profit” is generated and retained for the future running of the project.  This is acceptable where the “profits” will be spent on community benefits – either through the continuing project itself or on some other project that benefits the same community.  

What is not acceptable would be the situation where the profit is retained and used to offset the beneficiary contribution/match funding element of the project.  If this were to happen then the income generated and retained during a project’s life from, for example, sales, rentals, services, or other equivalent receipts representing income, which might reduce the net cost of projects and thereby the amount of LEADER funding required for the project in question, would be deducted from the project’s eligible expenditure and no later than at the final claim stage.  There are powers to recover money with interest if necessary.

Winding Up

In the event of an applicant community proving insolvent (or prospect of) the LEADER Project Officer should be advised as soon as possible.  Filed copies of project documents should be retained.  On no account should documents be destroyed without the prior consent of the Managing Authority.

Application

Applications should always be completed on a PC then printed and signed and returned to the address below no later than 5pm on the deadline date.  You should also email a copy of your completed application to leader@eastlothian.gov.uk 

It is not obligatory that statutory consents be obtained before an application is submitted.  It is recommended that applicants undertake an initial consultation with their local Planning Department prior to submission of an Application Form.

Match Funding

How much match funding is needed?

Up to 50% can be from LEADER (or max £50,000)

45% from Public/ Private/ In-kind contribution 

5% from the Applicant 

Does the applicant have to contribute to the project?

The applicant must contribute a minimum of 5% towards the project. This can be in the form of cash or inkind support

Can other European grants be used as match funding?

Other European grants cannot be used as match funding

What evidence of match funding must be provided?

Evidence of match funding must be provided prior to the issue of the final approval letter offering LEADER grant.  Examples of this are committee minutes, budgets, offers of grant from funders, bank statements, etc. If match funding has not been finalised approval can be given subject to confirmation but no work can be started until the LAG is satisfied that all funding is in place

What is in-kind contribution?

In-kind contributions consist in the provision of land or buildings, equipment or raw materials, research or professional work or unpaid voluntary work. 

How much in-kind can a project apply for?

In kind contribution may not exceed 20% of the overall cost of the project 

Applications involving in-kind contributions will be dealt with on a case-by-case basis.  Please contact the Project Officer for further information.

Property In-kind contribution

In the case of provision of land or buildings, the value shall be certified by an independent qualified valuer or duly authorised official body.  

In-kind Unpaid Voluntary Work

In the case of unpaid voluntary work, the value of that work shall be determined taking into account the time spent and the hourly and daily rate of remuneration for equivalent work, where relevant on the basis of an ex-ante established system of standard costing, provided that the control system provides reasonable assurance that the work has been carried out.

Suggested notional salary levels in relation to different roles or tasks, expressed both in terms of annual salary and hourly rates, are provided below.  These figures are based on average salaries (including national insurance contributions) for these roles or tasks within Scottish public sector organisations, particularly Local Enterprise Companies and Councils.  

In-kind contribution suggested notional salary levels

	Role
	Suggested notional 

full-time salary
	Suggested notional 

hourly rate

	Project Manager
	£30,000
	£16.00

	Project 

co-ordinator/animateur
	£22,000
	£14.00

	Project researcher
	£22,000
	£14.00

	Project administrator
	£15,000
	£8.50

	Manual worker (skilled)
	£22,000
	£14.00

	Manual worker (unskilled)
	£12,000
	£6.00


These notional job types should cover the majority of roles involved in LEADER projects.  If, however, new roles and notional salary rates are involved, these should be agreed with the Project Officer in advance of project approval.

Can I claim in-kind time for attending committee meetings?

Only the notional costs of individuals directly involved in the project in question should be costed.  The time of all committee members spent discussing a project or committee meeting would not be considered eligible.

Eligibility rules preclude the value of EC financial assistance exceeding the actual cash component of projects.  In other words, the proportion of the LEADER contribution is limited to the proportion of the cash match funding contributions.  

It is essential that in-kind contributions can be accurately verified and stands up to audit scrutiny.  These auditable records should accurately demonstrate the actual time or costs involved and will involve keeping signed time sheets and signed valuations. Timesheets are available from the Project Officer.

What happens if at the final claim the in-kind contribution is higher than the cash contribution?

Applicants cannot receive a LEADER contribution greater than the value of the actual costs incurred.

	Total Project cost 
£2,000

In kind contribution
£200

LEADER (50% TPC)
£1,000

Other Match funding
£800

Total cash costs 
£1,800

LEADER
£1,000

OK & inkind @ 10%


	Total Project Cost
   £2,000

In Kind contribution    £1,600

LEADER (50%TPC)   £1,000

Total Cash costs 
 £400

LEADER (50%)  
 £1,000

Not OK can only pay out on £400 and also in-kind 

is @ 80%. In-kind maximum is 20%


Expenditure

Eligible Expenditure

Projects fall into two categories: -

Capital
- Infrastructure such as Building works or material goods and 

Revenue
- Cultural, educational, historical, social enterprise staff costs

The above are given as examples and are not definitive. Further examples are given below.

CAPITAL PROJECTS

Given the objectives of LEADER and the level of financial resources available, projects encompassing substantial physical works are not generally common.  Many of the expenditures outlined below, therefore, are unlikely to feature in a LEADER project.  There may, however, be elements within each of the headings which could be part of an application.  The list of eligible expenditures is useful as a source of reference.

Feasibility Studies 
LEADER can also support feasibility studies relating to larger projects that may be looking to other funders eg mainstream EU, Lottery, Health, Historic Scotland etc for the main project funding. 

Site/building acquisition – expenditures relating to the purchase of an area of land or building as part of a larger scheme are eligible up to a maximum of 10% of other eligible costs.  Additional expenditures in excess of the 10% maximum should be classified as ineligible.

Example:

	
	£

	Total cost of project
	50,000

	Land acquisition costs
	10,000

	Other eligible costs (total costs – land costs)
	40,000

	Eligible land acquisition costs = (10% of 40,000)
	4,000

	Total eligible costs (other eligible costs + eligible land purchase costs)
	44,000

	Total ineligible costs
	6,000

	LEADER grant @ 50% * £44,000
	22,000


Professional fees – both pre-contract professional fees, e.g. design and post-contract professional fees, e.g. project management can be included as eligible expenditures.  As a rule, professional fees for architectural, landscape design and engineering services can only be funded up to a maximum level of 10% of the total building costs.  Up to an additional 5% may be granted for projects with a particularly intensive planning element, e.g. work on protected buildings or technically complex projects.  Exceptions to these rules may be permitted where the applicant can fully justify the level of fees sought in relation to the proposed physical works.

Site preparation – expenditures relating to the works necessary for the preparation of an area of land for further development are eligible, ie site investigation, decontamination, demolition works and other activities related to site clearance.

External services – the provision of external services to a building or area of land including gas, electricity and telecommunications are eligible, where the works are part of a larger development.  In addition, road improvements are permitted as eligible provided they are within the designated boundary of the site. Road improvements of a more general nature or where access is being provided to a site, rather than within it, are not normally regarded as eligible.

Internal services – the installation of utilities such as heating, lighting and telecommunications within a building are appropriate eligible costs.  Other internal physical works necessary to prepare a building for use in a LEADER project are eligible, for example, to provide access for individuals with disabilities or other special needs.

Physical building works – eligible expenditures comprise a range of costs associated with construction of new premises and/or refurbishment of existing premises, including internal sub-division of existing premises.

New provision and improvement of premises must relate to buildings which have an industrial, business or training use.  Investment in premises relating to statutory education, health, social work etc are not eligible – in the training field, for example, the new or improved facilities must relate to business or vocational training which contributes to the economic development of the rural area.

Fixtures and fittings – the purchase of items such as furniture and kitchen utilities are normally regarded as ineligible except in projects where such items are deemed as essential to the delivery of the LEADER project, for example, the purchase of a PC to be used to deliver a training course.  In such cases, the onus is on the applicant to fully justify the need for the proposed items of equipment.  Each project is treated on its own merits.

Environmental improvements and enhancements – this category comprises a range of physical works which may be related either to the development of a specific building or area of land, or as part of a more general programme of improvements.

Eligible expenditures include the following:

· hard and soft landscaping where the works contribute to a larger cultural/tourism/community project or scheme

· other landscaping and environmental improvements where it can be shown that the improvements improve the economic position of the area, eg, reduce areas of derelict land;

· enhancements to building facades and business premises, particularly in tourism, conservation or community regeneration areas;

· improvements to footpaths, walkways, cycle paths, piers, jetties and pontoons including related signage, waymarking and visitor/user information;

· street furniture and lighting;

traffic calming measures and related works to improve flows of pedestrians and traffic;

As a rule, expenditures on works of sculpture and other forms of civic art are not eligible for LEADER support.  Projects comprising improvements to general security and safety of towns and villages such as Closed Circuit Television (CCTV) are also ineligible.

Provision/improvement of community/visitor/cultural facilities – a range of capital costs associated with improving visitor attractions and community facilities are eligible for LEADER grant.  Works which comprise largely expenditures on necessary repairs are not eligible for support.

The types of works normally classified as eligible are as follows:

· new or extended heritage centre, gallery, museum or theatre infrastructure which enhances the experience for visitors; 

· new or extended community facilities

· visitor interpretation boards, signage and related tourist information facilities.

All projects should be designed to contribute to attracting visitors to the area or improving the quality of life for local community; sports and leisure facilities for predominantly local use are ineligible, although expenditure on sports facilities where the primary function is the training of people in the leisure and tourism industries may be considered eligible for support.

REVENUE PROJECTS

The majority of LEADER projects are accounted for by revenue projects. As a general principle, eligible costs are only those which directly relate to the delivery of the project or scheme.  It is not appropriate to offset existing costs or expenditures against LEADER funds.  The following guidance is provided on the specific elements of expenditure.

Staffing - staffing costs are eligible for personnel directly engaged in a project, whether full or part time.  This includes costs for direct activity essential to the delivery of the project.  On that basis, reasonable and justifiable costs defrayed in managing and delivering appropriate activities are eligible, provided that applicants can justify the involvement of staff in supported activity and evidence this, for example, in the form of timesheets.  We will not pay grant in respect of the running costs of an organisation.  Only the real costs defrayed by the organisation in delivering eligible activity as set out in the approved application will be accepted for funding.  That said it is recognised that often central administration and financial work is involved in the delivery of a project and these central costs are eligible if identified at the application stage, are approved by the LAG, and are clearly identifiable eg from timesheets or Senior Manager certified note of hours involved on the project ie making payments, recording data, completing claim forms and monitoring reports.

If existing staff are taken from their normal work in an organisation and employed for a period of time on specifically delivering a project then provided they are not engaged in any of their former work for the duration of the project their costs can be considered as eligible for LEADER support.  There is not a requirement to back fill the core job vacated while staff are working on delivering the approved supported project.

Scope - essentially the focus is on the type of activity undertaken to implement the project.  Eligible expenditure should be for staff involved directly in project activity. This means activity explicitly set out in the approved application.

This includes:

· training to beneficiaries

· advisory/training services to business

· appraisal of grants/access to finance applications and management of successful applications

· research activities in funded research projects

· development of materials/courses for the project

· essential software programming for the project

· direct project management including financial management 

· cleaning, where directly associated with and duly justified by the project

· refurbishment of premises directly associated with the project [NB maintenance is ineligible]

· Project delivery – staff costs, materials, goods and services

and excludes:

· pre project development

· application for LEADER funding - however some projects supported may be the initial facilitation stages of a larger project where an application for RDC-RP/ERDF/ESF is integral to the implementation of the larger project

· human resources associated with the project 

· non project costs involved in the procurement of goods or services required 

· IT equipment administration/upkeep, unless there are special requirements associated with the project (eg dedicated IT or other equipment specially purchased for the project)

· costs associated with the project’s future after completion

· the management of the organisation running the project (see 6.2.1 above)

Applicant’s requirements - the job descriptions of all staff employed to deliver elements of the project should accurately summarise their contributing activity.  Where staff are involved in the project for only part of their working time, they must complete timesheets (vouched by a line manager) throughout the project’s life, showing the division of time between project and other activity.

All staff costs included in a project should be in accordance with the following conditions:

· Staffing costs should include employer's National Insurance and Superannuation contributions (commissions and benefits in-kind – such as bonuses – are ineligible).

· Only actual costs can be included in claims.

· There should be a clear audit trail for staff costs from time sheets through payroll records, via BACS to the bank statement or equivalent.

· Where staff are also engaged in non-project related work, only the portion of staff costs directly attributable to the project should be shown and must be backed up by timesheets or other time recording systems, showing project activity where time spent on eligible activity can be clearly demonstrated.

· Where staff are costed at an hourly rate, the calculations must be acceptable, ie the total staff cost divided by the number of hours worked per year.  Hours worked are contracted hours and, if appropriate, include paid holidays – costed on the basis of the contract(s).

· Where staff are part-time or have joined / left the organisation during the year, a pro-rata rate should be calculated.

· Recruitment costs are eligible provided the staff are directly employed for the project.  

· Training – must be project specific

· Consultancy fees and sub-contractor fees should not be included in staff costs.

· Project management costs including some core costs associated with recording, monitoring and the financial transactions of the project which are encountered by an organisation are eligible provided they are foreseen at the application stage and can be shown to relate to the project.

Consultancy Fees and Contractors Charges - costs for work done by an independent consultant or sub-contractor will only be eligible if the work is essential to the project and the costs are reasonable: all consultancy fees and sub-contractors costs must be tendered.  At least 3 quotes will be required for audit purposes.

Where consultancy fees and contractors charges have been subject to an approved tender process, the market rate resulting from that exercise may be included for support, provided the original tender is no more than 3 years old.

Costs associated with payment of consultants that provide support in completion of application/claim forms and with management fees are not eligible.  However although management fees associated with the forms are not eligible, project management by the consultants is an eligible expense since this is directly associated with the project.

Project Evaluation Fees - costs for independent project evaluations will be eligible if the work is essential to the project and/or a condition of grant.  (See consultancy fees above).

Staff Travel - staff travel costs must be directly related to and essential for the effective delivery of the project.  Certified travel claims must be retained.  Actual costs up to a maximum of mileage at the public sector rate per mile (or comparable) or economy class travel on public transport must be claimed.

Premises Costs - this should include actual cost of rent, rates, heat, light, cleaning and service charges associated with the premises where it can be clearly demonstrated that these are directly related to the delivery of the project and are additional, ie project expenditure over and above existing operating costs, eg if you have to rent additional premises.  

If only a part of the premises is used for the project then the amount charged should be apportioned accordingly based on, for example, floor space occupied.  In this case calculations should show the actual annual rental cost to the applicant, the period of project usage, the proportion of the building used for the delivery of the project and the resultant eligible rental cost.

Notional rental charges where the applicant owns the premises, or occupies premises rent-free, are ineligible.  An organisation providing accommodation to the beneficiary rent free for a project may be considered as providing “In Kind” benefit to the project.

Purchase/Leasing of Equipment – the purchase of small items of, either new or second hand equipment may be eligible for LEADER purposes, provided that the equipment is integral to the delivery of the project.  To be considered eligible, equipment should not be purchased prior to commencement of the project.  Hire purchase, extended credit agreements and finance leases for eligible capital purchases may be considered eligible.  Full details of all agreements should be provided.  The ownership of the goods being financed should fall to the beneficiary to be eligible for support

Financing of Capital Costs – hire purchase, extended credit agreements and finance leases for eligible capital purchases may be considered eligible.  Full details of all agreements should be provided.  The ownership of the goods being financed should fall to the beneficiary to be eligible for support.

Insurance - similar principles apply.  Insurance of buildings, contents and for public indemnity are eligible provided it can be clearly demonstrated that these directly relate to the delivery of the project and are additional eg where a lease of premises required for the project requires that the building and contents are covered by insurance.  If the building already exists and space was made available for the project then insurance cover is ineligible since it should already be in place.  Any project erecting a new building or extension works must have adequate insurance cover in place for the period of the project as a minimum requirement.

Marketing - this heading may include costs related to appropriate and proportionate aspects of marketing specific to the project on, for example, design and production of marketing materials, facilitation of appropriate conferences and seminars, and targeted advertising campaigns.

Other Eligible Project Costs - this should cover software, ‘consumables’ and other reasonable costs where it can be clearly demonstrated that these are directly related to the delivery of the project and should not exceed 20% of total approved eligible costs.  In the event of a project underspending, approved costs will remain the baseline for establishing the eligibility of other costs.

Consumables may include items such as the actual cost of teaching materials, telephone, postage, stationery, and other costs, which the applicant can demonstrate are essential to the effective delivery of the project and where an itemised audit trail can be provided.  Items that do, or would normally, feature on an organisation’s asset register or would be, or are later, capitalised in the organisations accounts are ineligible.  However, depreciation of these items is potentially eligible.

Childcare Costs – where participation at a seminar or training course is directly dependent on a contribution towards childcare expenses, then this expenditure may be considered eligible.  A detailed justification is required for such a contribution and individual proposals would be treated on a case-by-case basis.

Repairs and Maintenance - these costs must relate to equipment specifically included as eligible items of expenditure within the approved application and within the lifetime of the project (ie start and finish date).  Repairs and maintenance for a capital item are only eligible for support where the item has been supported through the project and the item is required for the execution of the project eg a community bus has been provided.

Non-Recoverable VAT – it is recognised that some applicant organisations are unable to recover VAT and are at a disadvantage to those who can.  To rectify this, VAT can now be claimed as an eligible cost, where the applicant is an exempt trader, the VAT is charged on an item which is otherwise non-deductible.  An exempt trader is defined as an organisation that is not required to charge VAT to customers for the goods or services which they provide, eg a small voluntary organisation.

Community Transport - the full cost of a minibus and associated maintenance during the project’s life is eligible.  Whatever value is left once the project finishes and does not continue should be discounted from the LEADER support.  This also applies to leasing i.e. the full lease cost plus the maintenance is eligible during the life of the project.

If the project is fully supported the minibus must be used for the project only.  If it is used for some other purpose the value pertaining to the other activity should be removed from the overall cost of the bus i.e. if the minibus is used 50% on the project and also used to transport school children for the other 50% then only half the value can be allocated towards eligible project costs.  If a minibus is not required full time it should be considered whether hiring/leasing a bus at certain times would be more appropriate.

Ineligible Expenditure

Applicants should include all project costs, including ineligible costs in applications and claims distinguishing clearly between the two!  This list is intended as a point of easy reference.  Definitive guidance is to be found in earlier sections of this guidance.

Financial and Other Charges and Legal Expenses 

· Bank charges on accounts.
· Costs of guarantees provided by a bank or other financial institution.
· Financial charges.

· Debit interest (other than expenditure on interest subsidies to reduce the cost of borrowing for businesses under an approved State Aid scheme), charges for financial transactions, foreign exchange commissions and losses, and other purely financial expenses are not eligible for co-financing. 

· Service charges – arising on leases and hire purchase arrangements.
· Costs resulting from the deferral of payments to creditors.

· Costs involved in winding up a company.

· Bad debts

· Fines, financial penalties and expenses of litigation

· Legal fees for advice, notary fees and the costs of technical or financial expertise.

Recoverable VAT

Recoverable VAT is not eligible whether or not the applicant elects to recover.

VAT does not constitute eligible expenditure except where it is genuinely and definitively borne by the final beneficiary.  VAT which is recoverable, by whatever means, cannot be considered eligible, even if it is not actually recovered by the final beneficiary or individual recipient.  The public or private status of the final beneficiary or the individual recipient is not taken into account for the determination whether VAT constitutes eligible expenditure in application of the provisions of this rule.

It is recognised that some final beneficiaries are unable to recover VAT.  Non‑recoverable VAT can be claimed as an eligible cost provided their claim is substantiated by appropriate evidence from the organisations auditors or accountants.  

Staff Related Costs
· Staff costs that are not directly attributable to project delivery (see 6.2.1 above)

· Training that is mandatory under statutory provision

· Redundancy payments

· Payments for unfunded pensions
· Maternity or sick pay
Other Ineligible Costs

· Expenditure defrayed outwith the eligible programme period, including site acquisition

· Related to research or studies carried out in respect of the project prior to the official project start date
· Volunteer costs – see eligible in-kind contribution costs
· Gifts and competition prizes

· Repairs and maintenance unless covered by the eligible cost description above.

· CCTV for town centres and / or as a stand-alone initiative

· Compensation for loss of office

· Costs of works being carried out as a statutory requirement.

Publicity

All publicity should be forwarded to the LEADER Project Officer for comment before going to press to ensure accuracy of information and appropriate acknowledgement

Publicity Requirements.

It is a compliance requirement and a condition of grant to ensure appropriate acknowledgement of LEADER (EU) funding in all projects.  Project sponsors should note that failure to comply with the publicity regulation could result in the freezing of grant payments and/or the repayment of monies already paid.  Listed below are the main methods of publicising a project;

· Prominent site signage during works

· Permanent plaque on premises

· Acknowledgement in all press and media releases

· Acknowledgement in all project documentation

· Website

This section provides partners with details of the specific publicity requirements appropriate to any funding administered through the LEADER Programme in Scotland.

It is a condition of grant that the Partnerships ensure that there is adequate public acknowledgement of the assistance from LEADER to increase awareness of their contribution to economic development.  The usual form of acknowledgement incorporates the LEADER logo, EU and Scottish Government logos, all of which are downloadable from the website (http://www.tyneesk.co.uk/successful-projects.asp) or from your LEADER Project Officer.
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How to Acknowledge LEADER Funds

When acknowledging the assistance of the LEADER money to a project and/or group of projects project promoters should use the European stars emblem and standard wording plus the LEADER and Scottish Government logos and LAG name.  There is also a distinction to be made between ongoing projects and/or those under construction and completed projects as follows:

For ongoing projects and/or those under construction, e.g. temporary site signs, recruitment advertising, scheme guidelines, posters etc.

THIS PROJECT IS BEING PART-FINANCED BY THE SCOTTISH GOVERNMENT AND THE EUROPEAN COMMUNITY [LAG Name] LEADER 2007-2013 Programme

For completed projects, e.g. permanent plaques, annual reports, long term publicity materials and brochures etc.

THIS PROJECT WAS PART-FINANCED BY THE SCOTTISH GOVERNMENT AND THE EUROPEAN COMMUNITY [LAG Name] LEADER 2007-2013 Programme

When to Acknowledge LEADER Funds

LEADER funding should be acknowledged both during the implementation of a project and as a permanent record.  The following are the most common forms of acknowledging LEADER involvement.

Site signs erected during the construction of a project should indicate LEADER assistance.  The section of the sign reserved for LEADER acknowledgement should meet the following criteria:

· take up at least 25% of the total area of billboard;

· indicate the European emblem, the LEADER logo, Scottish Government logo and LAG with appropriate text; and

· the lettering used must be at least the same size as the lettering used to indicate the participation of any other project partners

In cases where a general site sign is not being erected, a separate sign acknowledging LEADER assistance should be provided.

Site signs should be removed no later than 6 months after the completion of the project and replaced, wherever practicable, by a permanent plaque incorporating the European, Scottish Government and LEADER emblems and appropriate text.  Permanent plaques should be situated in a location accessible to the general public.

Annual reports, brochures, posters, application forms and other forms of printed publicity material about individual projects or programmes should include a clear acknowledgement of the assistance of LEADER in a prominent position.  When other agencies’ logos are used the European, Scottish Government and LEADER emblems should be at least the same size and proportion.

Press releases and/or editorial features should make explicit the involvement of LEADER.  These should be forwarded to LEADER co-ordinators for comment before going to press to ensure accuracy of information and appropriate acknowledgement.

Media advertising including recruitment and property availability should include the Scottish Government, European and LEADER emblems and appropriate wording.

Furthermore, the organisers of any openings or other events to publicise projects that have received assistance from LEADER should ensure that all the required acknowledgements are made and that appropriate representatives of the European Commission and the relevant Local Action Group are invited to attend.  Please contact the LEADER Project Officer for advice on the most appropriate persons for individual events.

Claims

Can I get an advance from LEADER?

Projects can request an advancement of up to 30% of their grant. This has to be approved by the LAG. 

How much of the grant can I claim?

Up to 75% of the total grant award can be claimed before project completion. 25% of the grant award will be withheld until all conditions of grant have been satisfied and the project completed/ final claim submitted

How often can I claim?

The grant will be payable in instalments on the submission by the applicant of a grant. A claim form must be completed 4 months after acceptance of the grant and conditions, and every 3 months thereafter. Forms should be submitted as directed by the LEADER Project Officer. Claims can be made more frequently, but the LEADER Project Officer must be advised of the applicant’s intention to do so.
How will the grant be paid to my organisation?

All payments made to projects will be via a BACS payment method

If my project relates to building works do I have to submit a Completion Certificate?

If your project relates to building works where Planning Approval is required, you are required to submit a copy of the Completion Certificate with the final claim.

What information is needed for a claim?

expenditure – All payments must be supported by a fully transparent audit trail including transaction lists traceable through bank statements or such other verifiable means. All expenditure must be incurred and defrayed (ie left the bank account) before it is included in a claim

invoices - Only correctly receipted invoices will be acceptable in support of a claim for grant assistance.  To be acceptable, the original invoice must show:

· The name and address of the supplier or contractor. 

· The name and address of the customer. 

· Details of goods and services purchased and supplied, separately costed in relation to approved measures, and including VAT where appropriate 

· The date of supplying the goods and/or services 

· The total amount of the invoice 

· The amount paid by the customer in figures or words (where this is different from the total amount of the invoice, information must be provided to explain the difference, for example: amount of any discount given, or credit or hire purchase charges levied) 

· The signature and stamp of the person receiving payment on behalf of the supplier or contractor 

· The date and method of payment (unless these are self-evident from an accompanying document, which may have been provided, for example a copy of the cleared cheque).  Where the cost of carrying out an approved measure is in excess of £5,000 (five thousand pounds), a properly receipted invoice and evidence of payment for example; a copy of the cleared cheque/bank statement/banker's letter of confirmation must be submitted.

Note: Banks may charge you for this service.

· Where an invoice over £500 (five hundred pounds) has been settled by cash additional evidence of paying, such as a separately numbered receipt from the supplier's accounts or accountant's statement must be submitted.

Note the LAG reserve the right to seek such additional information, as it considers necessary in support of a claim for payment.
· VAT 

If organisation/ group is VAT registered – cannot claim VAT

If organisation/ group is not VAT registered – can claim VAT

Time limit for claim

If Beneficiaries at any time become aware that they may not be able to meet the agreed time-scale, they must immediately inform the LEADER Project Officer.  Should a beneficiary fail to claim for financial assistance within the time-scale set out in the approval letter from the LAG this may result in a beneficiary’s claim being disallowed.  If a project is liable to run for more than 2 years it should be split into separate phases.  It would be permissible for the LAG to approve phased projects at the same time.  

Failure to meet project conditions

If for any reason a beneficiary finds they cannot meet the project conditions of grant or agreed expected outcomes they must inform the LAG in writing immediately, submitting a full explanation of the position together with any relevant documentation.  The LAG may find it is possible to agree revised outcomes and amend the conditions of grant, depending on circumstances.

condition of grant if any condition of LEADER is not complied with, or any statement made in connection with a claim for financial assistance is found to be false or misleading in a material respect, the LAG or Scottish Ministers may revoke the approval and recover any financial assistance paid.  

If the project work has been carried out to a poor standard, or has been, or is being, unreasonably delayed, or is unlikely to be completed; or has in any way destroyed or damaged the natural beauty and amenity of the countryside; or the amount of expenditure included in the claim is excessive, having regard to the work or facility carried out; or the carrying out of the works or provision of the facility appears to frustrate the purposes served by assistance previously given or received from any other source, consideration should be given by the LAG to revoking the approval and recovering any financial assistance already paid.

Where a LAG or Scottish Ministers intend to revoke the approval, or reduce or withhold financial assistance, or seek repayment of financial assistance, beneficiaries will be given written notification of the reasons for the action proposed to be taken.

Overpayment of Grant

Any over-payment of grant must be repaid to the Tyne Esk programme on first demand or upon the applicant becoming aware that grant has been over-paid.

Withheld Grant and Repayment Of Grant

The Tyne Esk programme reserves the right to withhold any or all of the payments and/or to require part or all of the grant to be repaid, if they consider that any of the following has

occurred:

• a substantial, or material change in the nature, scale, ownership, costs or timing of the project;

• if project activities funded by the grant occur, either wholly or in part, out with the eligible area of the Tyne/Esk LEADER Programme;

• the future of the project is in jeopardy;

• there is unsatisfactory progress towards completing the project;

• there is unsatisfactory progress towards meeting the forecast outputs specified in the application;

• when any of the information provided in the application for grant or in supporting or subsequent correspondence is found to be substantially incorrect or incomplete;

• if the applicant receives grant from other EU funding sources or public bodies towards project costs intended to be funded by this offer letter, unless this grant was taken into account in making this offer;

• if the assistance exceeds EC Aid limits to the extent that any grant paid should not have been paid;

• if the EC’s authorities judge that any grant paid should not have been paid;

• if a decision by the EC or by the European Court of Auditors requires payment to be withheld or recovered;

• if the applicant fails to comply with any condition of grant.

• if the grant is used for purposes other than those specified in the application during its economic life. The economic life of the project may be assumed to include:

• the depreciation period under standard accounting rules for capital assets;

• the duration of a revenue project. This may be the period over which support is offered, up to the last payment of grant and achievement of the forecast outputs. It may be longer, however, if the project is expected to continue without assistance after the last payment is made;

• the auditable lifetime of a project, i.e. to 31st December 2019 The Tyne Esk programme and the Scottish Executive accept no liability in respect of loss attributable to any delay in the payment of claims e.g. if the EC withholds the balance of the final year’s instalment pending the satisfactory closure of a Programme, or, to any suspension, reduction or cancellation of grant, including losses due to exchange rate fluctuations.
Monitoring

The Tyne Esk LEADER Programme, the Scottish Government, the EU, the European Court of Auditors or their representatives has the right to inspect the project at any time. They may require further information to be supplied and to be provided with copies of such documents or items, which may include information concerning the financial position of the applicant.

The timescales are designed to ensure the submission of detailed and accurate information about the progress of projects approved for support. The range of information to be provided for projects includes:

· Quarterly claims

· Project progress reports

· Achievement of interim or final targets

· Publicity requirements

· Regulatory integrity

· Financial probability

· Monitoring Visits

· Other monitoring information

At each stage of the process, the LEADER Project officer will take the necessary action to engage with the project sponsor as set out in this guidance note. Only where project sponsors fail to meet the timescales and produce satisfactory information and justification, will withdrawal of grant be required.

Significant changes to projects can also have an impact on the planned outcomes of projects; it is important that the LEADER Project officer understands at as early a stage as possible the nature of the significant changes. Changes to projects must be submitted in writing to the LEADER Project Officer for consideration and approval by the Local Action Group.

Target Groups/ Outputs and Outcomes

	Indicator
	Definition
	Example
	Audit Evidence

	No of new/innovative methods introduced which improve quality of life
	The development of new and innovative approaches for products or services previously unavailable in the local area
	Social enterprise like a ‘Time Bank’
	Details of the approach that has been developed, evidence that approach does not replicate existing methods, reviews.  Claim and monitoring forms.

	No of new/innovative methods of adding value to local products
	Support for new processes or approaches to selling, marketing or delivering existing local products which add value by improving the attractiveness of a product in the marketplace and were not previously adopted in the locality.
	Development of a local brand. Events promoting new combinations of local products.
	Evidence of activity increasing value of product.  Claim form.  Monitoring of project.

	No of new products developed
	The development of a new product not previously available
	New local food products or rural craft goods introduced.
	Details of approach that has been developed, evidence that the new product is being implemented/has been introduced. New product catalogue, photographs, samples, adverts.


	Indicator
	Definition
	Example
	Audit Evidence

	No of jobs created (gross)
	A permanent post created due to support given which did not exist prior to project activity
	New full time jobs (and FT parts thereof) created.
	Details of post holder.  Recruitment verification.  Claim form

	No of jobs safeguarded
	A post which was forecast to be lost within next year but which is now permanent.
	Full time jobs (and FT parts thereof) safeguarded. 
	Details of post.  Evidence showing how continuation of post is dependant on project support.  Claim form.

	No of training courses delivered
	A formally organised course being provided to a number of people or organisations for the acquisition of knowledge, skills and/or competencies
	Courses providing a specific qualification or knowledge based courses e.g. marketing, finance, diversification.
	Copies of promotional material for course, syllabus, attendance records and feedback forms.

	No of individuals trained, gaining new skills or re-skilled
	Number of people who attend and complete a training course, workshop or event which passes on new skills
	Number completed.
	Certificates of completion, course participants list, letter from training provider.  Claim form.

	No of joint projects within the UK
	A project which is being undertaken with group(s) in another part of Scotland or the UK
	A number of communities from different LAGs create a joint structure to sell their products
	Copy of Cooperation Agreement.  Application and claim form

	No of transnational projects
	A project which is being undertaken with group(s) from EU or third country
	Joint project between Scottish LAG and at least one EU or 3rd country LAG to build community capacity and achieve a common aim – music festival, food project, training skills exchange.
	Copy of Cooperation Agreement.  Reports, outcomes achieved.  Application and claim form.


	Indicator
	Definition
	Example
	Audit Evidence

	No of community led projects
	A project led by a formal or informal group with a membership of residents from the targeted area or individuals from a community of interest carrying out activities for community benefit.
	Community groups given funds to develop an area of need, or public benefit.
	Written confirmation from beneficiary of support received.  Written record of financial support provided from claim form.

	No of jobs created in tourist sector
	A job directly created by providers of accommodation, tourist attractions and facilities and other entertainment activities.  (Not catering)
	Full time or part time equivalents


	Details of post holder. Recruitment verification.  Post project monitoring.

	No of jobs created in craft sector
	A job directly created in areas such as art, pottery, glass, jewellery, textiles and furniture and quality giftware.
	Full time or part time equivalents


	Details of post holder

Recruitment verification.  Post project monitoring.

	No of jobs created in retail sector
	A job directly created for retailing goods and services to consumers
	Full time or part time equivalents


	Details of post holder

Recruitment verification.  Post project monitoring.

	No of jobs created in renewable energy production sector
	A job directly created by providers of energy produced using renewable sources e.g. wind energy, solar power, hydro power, biomass
	Full time or part time equivalents


	Details of post holder

Recruitment verification.  Post project monitoring.


	Indicator
	Definition
	Example
	Audit Evidence

	No of jobs created in voluntary (third or non-profit) sector
	A job directly created by a independent organisation run on a not for profit basis e.g. a local community group
	Full time or part time equivalents


	Details of post holder

Recruitment verification.  Post project monitoring.

	Under employed
	People within the community who are under employed including individuals not in education, employment or training, people registered as disabled, people in receipt of incapacity benefits, people in early retirement.
	Qualified/skilled people not in job using skills/knowledge.  People not able to work through disability, or able to work but taken early retirement.
	Information provided in application form.

	Unemployed
	Jobless people who want to work, are available to work, and are actively seeking employment.
	People not in work for whatever reason
	Information provided in application form.  Participant data form.

	People on low income
	A household with an income before housing costs of below 60%of the UK average income before housing costs (e.g. mortgage, rent, insurance etc) (alternatively low income such as the SIMD income domain can be used)
	
	Information provided in application form.  


	Indicator
	Definition
	Example
	Audit Evidence

	People with disabilities
	The Disability Discrimination Act (DDA) defines a disabled person as someone who has a physical or mental impairment that has a substantial and long-term adverse effect on his or her ability to carry out normal day-to-day activities.
	
	Information provided in application form.  Participant data form.

	Micro businesses
	Support which is provided to encourage the development of new and established micro-enterprises (less than 10 FTE’s and a turnover of less than €2m).
	Farm business, social enterprise, rural hairdresser etc.
	Written confirmation from beneficiary of support received.  Written record of financial support provided.

	Social enterprises
	Support which is provided to a business with a mainly social objective which reinvests surpluses for that purpose in the business or community 
	Community project which produces an income greater than running costs e.g. recycling.
	Written confirmation from beneficiary of support received.  Written record of financial support provided.

	Ethnic minorities
	People of white, mixed, Asian, black etc origin.
	
	Information provided in application form.  Participant data form.

	Migrant workers
	Someone who has come from abroad to work in the UK.
	Fruit pickers, mushroom pickers, fish process workers etc
	Information provided in application form.  


	Indicator
	Definition
	Audit Evidence

	Improvement in rural community capacity
	Rural community capacity refers to an increase in skills, knowledge, confidence and support.
	Questionnaires, site visits, claims workshops, rural network events.

	No of projects that primarily address economic growth
	Projects that help establish a diverse economic base, generate employment and add value to rural goods and services.
	Reports, recruitment verification, budgets.

	No of projects that primarily address social cohesion
	Projects that increase the accessibility of information, support and services to sustain vibrant communities.
	Quality of life assessments, questionnaires, reports.

	No of projects that primarily address protection of the environment
	Projects which make a clear improvement to a specific element of the environment, enhance countryside access or promote sustainable resource management.
	Photo evidence, studies.

	No of communities participating
	A community for monitoring purposes is considered by post code area.
	Provision of printed material stating project locations e.g. event programme, training courses, questionnaires, booking forms.

	No of community facilities created
	A community facility established where none existed prior to the project.
	Physical evidence, photographs, brochures.

	No of community facilities improved
	An existing community facility enhanced/expanded/improved as a direct result of project activity.
	Physical evidence, photographs, brochures.


	Indicator
	Definition
	Audit Evidence

	No of promotions undertaken
	Any planned and targeted activity that promotes an idea, project or service.
	Record of exhibition, print produced, press releases, websites.

	Marketing activity undertaken
	Any planned and targeted activity that promotes a product or service to a customer/potential user of service.
	Record of attendance at events, literature produced, articles, press releases, websites, written summary. 

	New markets accessed
	Occurs where support from the project has led to a new market (geographical or customer based) for an existing product or service.
	Evidence of sales in new market area.

	Awareness raising event
	An event specifically designed by project to raise knowledge and awareness of a particular topic.
	Details collected via event register.

	Feasibility study
	Technical study or similar to establish if a particular project is feasible.
	Hard copy of final document.

	Development plan
	Activities would include community needs analysis, audits, appraisals, surveys, development strategies, delivery framework
	Hard copy of final document.

	Heritage sites with interpretation introduced
	Covers all activities that interpret natural and cultural heritage sites e.g. boards, brochures, events, staff, IT based activities.
	Hard copy of materials, photographs, website, written summary.

	Amenity access improved
	Covers all activities that contribute to improving amenity access.
	Before and after photographs, website.


ProcuremenT
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If you are unsure if you need to procure or would like advice on procurement please contact the LEADER Project Officer

Data Protection

The Scottish Government is bound by the terms of the Data Protection Act 1998, the Freedom of Information (Scotland) Act 2002 and the Environmental Information (Scotland) Regulations 2004 and a requirement under the Rural Development Regulation regarding the release of information.

It is the policy of the Scottish Government to release information about the amounts of grant and subsidy for the new Single Farm Payments Scheme and the Scotland Rural Development Programme 2007-2013.  LAGs and Scottish Government will process personal data we receive in line with the Data Protection Act 1998.

The data provided in the LEADER application will be used primarily for the purpose of processing and evaluating the application, which may involve the disclosure of personal data to a LAG.  However, personal data may also be used subject to the safeguards of the 1998 Act for purposes connected with:

· Monitoring and evaluation of LEADER and the Scottish Rural Development Plan (SRDP); 

· Administration of the Common Agricultural Policy; 

· The production and safety of food; 

· Management of land and other environmental controls; 

· Provision of services to businesses; 

· Animal health and welfare; and 

· Occupational health and welfare.

It may be necessary for data to be passed (when necessary for these purposes) to other bodies.  For example to HM Revenue and Customs for import or export purposes, or to local authorities. Data may also be used for statistical purposes, not identifying individuals, which may reduce the need for some statistical data collection.  It may also be used, where necessary, to comply with the Freedom of Information (Scotland) Act or the Environmental Information (Scotland) Regulations noted above.

Retention of Documentation

To comply with EC legislation, the applicant must retain all original documentation relating to the implementation of the project and its financing, following the final payment made under the Programme and until 31st December 2019. Failure to do so will result in the closure of the project and full repayment of LEADER grant.
Scoring System

How are the applications scored?

The Local Action Group (LAG) and the LEADER Project Officer assess applications under the following criteria:

	Assessed by LAG Members 
	
	
	Assessed by LPO
	

	Scoring criteria 
	Points
	
	Scoring criteria 
	Points

	Innovation
	15
	
	Strategic Integration
	10

	Community Involvement
	15
	
	Added Value
	10

	Environmental Impact
	5
	
	Economic Impact
	10

	Evidence of Demand
	15
	
	Environmental Impact
	5

	Equal Opportunities
	5
	
	Project Management/Risk
	5

	Sustainability/exit strategy /risk
	10
	
	Transferability
	5

	Project Management/Risk
	5
	
	Partnership Working
	5

	Target Groups
	10
	
	
	

	Social Impact
	10
	
	
	

	Total
	90
	
	Total
	50


Application Score

An average amount is taken from the LAG’s scores and is added to the LEADER Project Officer Score and this results in a total score for the project.

Example:

Average LAG Score: 56
LEADER Project Officer Score: 36

Application Score: 56 + 36 = 92

Scoring of Applications

There are 4 categories of decision:

	Scoring Decisions

	85 and above - approved

	80-84 - approved/deferred

	75-79 - deferred/declined

	under 75 declined 


Note: The LAG reserves the right to defer projects above 85 if additional information is required.

Timeline for projects

	Application Deadline
	Time Limit

	Applications should always be completed on a PC then printed and signed and returned to LEADER Project Officer no later than 5pm on the deadline date.  You should also email a copy of your completed application to leader@eastlothian.gov.uk 


	

	Local Action Group (LAG) Assessment Meeting
	

	The LAG has up to 25 days to send their scores to the Project Officer. During this period the Project Officer can ask the applicants for additional information regarding their project


	25 days

	The Assessment Meeting will take place a month after the application deadline.


	30 days

	Projects will be notified of the Programmes decision the day after the assessment meeting


	1 day

	Approval
	

	Following approval a letter of offer will be issued. Signed acceptance to be

returned to programme.


	20 days

	If signed letter of acceptance is not returned and no suitable justification for the delay is provided, a reminder letter will be issued by the programme


	10 days

	If letter is still not returned and no justification provided, the Project Officer will refer to the next meeting of the Local Action Group for decision on withdrawal of offer.


	

	First Grant Claim
	

	A first claim must be submitted within 4 months of the date of acceptance of letter of offer as a minimum. Applicant may submit a claim before this time.


	4 months

	If claim not submitted and no suitable justification for the delay provided, reminder letter issued by LEADER Project officer, further period for return.


	10 days

	If claim still not submitted and no justification provided, further 5 days.


	5 days

	If claim still not submitted, project reported to next meeting of Local

Action Group for appropriate action.


	

	Subsequent Grant Claims
	

	Claims must be submitted every three months thereafter until the project is completed. Applicants may submit claims on a more frequent basis with approval from the Project officer.


	

	
	

	Project Payments
	

	Up to 70% of the total grant award can be claimed before project completion.  

	

	30% of the grant award will be withheld until all conditions of grant have been satisfied and the project completed


	

	All payments will be processed via a BACS system. This can take up to 30 days to process


	

	Final Claim
	

	A final claim should be submitted within 4 months of the penultimate

claim. If this is not possible, the LEADER Project Officer must be provided with an explanation. All projects must provide a final claim in order to be valid. Failure to do so may lead to the holding of payment or withdrawal of grant

	

	Additional Conditions
	

	If any claim is declared invalid, the LEADER Project Officer will contact the applicant to request amendments. Period for re-submitted claim is 10 days. If non return suitable justification to be provided
	10 days


Glossary of Terms

EAFRD
European Agriculture Fund for Rural Development

ERDF

European Regional Development Fund

ESF

European Social Fund

EC

European Commission

EU

European Union

FCS

Forestry Commission Scotland

LAG

Local Action Group

LEADER
Liaison Entre Actions de Développement Economique Rurale
LEC

Local Enterprise Company

MA

Managing Authority

RDC

Rural Development Contract

RDR

Rural Development Regulation

RPAC

Regional Proposal Assessment Committee

SAF

Single Application Form

SCVO

Scottish Council of Voluntary Organisations

SE

Scottish Enterprise

SEPA

Scottish Environment Protection Agency

SGRIPD
Scottish Government Rural Inspections and Payments Directorate

SMEs

Small Medium Enterprises

SNH

Scottish Natural Heritage

SRDP

Scottish Rural Development Programme

Do I need to procure?





Is the Project commissioning work to other contractors e.g. building works, publicity?





You need to procure





No need for procurement





How many quotes do I need and do I have to advertise?





Goods & Services: Up to £50,000





Works: Up to £1.2m (Guide only)





Goods & Services: Up to £51,000 - £140,000





Works: Up to £1.2m - £3.59m (Guide only)





Contact LEADER Project Officer for details





Yes





No





No Advert necessary





Invite 3 written quotes


- There should be a written specification of work to be undertaken 





Evaluate and accept best value quotation
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