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Please go to the Special European Union Programmes Body website (www.eugrants.org) to complete Part A of the application process before completing Part B of the application: 
County Cavan Peace & Reconciliation Partnership

Guidance Notes for Small Grant Scheme
Peace III 
Priority 1: Reconciling Communities

Theme 1.1: Building Positive Relations at the Local Level
For further information contact: 

County Cavan Peace & Reconciliation Partnership,

Cavan County Council, 
Farnham Centre, 
Farnham Street, 
Cavan, 
Co. Cavan
Phone: 049 4378577
Alternatively, if available electronically, you may email them along with your completed application to btierney@cavancoco.ie
The closing date for receipt of completed applications is 5.00pm on Friday 27th March 2009.
County Cavan Peace & Reconciliation Action Plan 

Peace III programme

The PEACE III Programme is a European Union Structural Funds Programme aimed at reinforcing progress towards a peaceful and stable society and promoting reconciliation.

Priority 1.1

This priority seeks to challenge attitudes towards sectarianism and racism and to support conflict resolution and mediation at the local community level.  
The Aim of the County Cavan Peace and Reconciliation Action Plan 
The County Cavan Peace and Reconciliation Action Plan aims to support the achievement of this vision through the implementation of a number of aims and objectives.  The overall aim of the Plan is to ‘Build positive relations at a local and indeed a cross border level through challenging attitudes to sectarianism and racism; to increase levels of interaction and engagement between different communities, groups and areas; to support conflict resolution and mediation work at a local level within the county and ultimately to promote reconciliation within the county and in the wider region’

The Objectives

The Plan has two key objectives 

· To acknowledge and deal with the past

· To develop shared visions at a local, county and cross border level

These key objectives will be achieved though the identification and implementation of four strategic priorities detailed in the section below.

The County Cavan Peace and Reconciliation Action Plan has four strategic priorities as follows:

Strategic Priority 1. To build the capacity and confidence of minority and excluded groups and communities within the county and in West Cavan in particular and equip them with the skills to be able to organise themselves, and participate in wider community activities

Strategic Priority 2. To provide increased levels of access to conflict resolution and mediation support services at a local level

Strategic Priority 3. To promote mutual understanding and respect within the local community of the county by encouraging cross community and cross border networking and by building positive relations

Strategic Priority 4. To facilitate access to the resources necessary to enable groups and communities within the county to undertake purpose specific training and support programmes that are focused on building positive relationships.   

The small grant scheme has been introduced to enable strategic priority 4 to be undertaken.   The scheme enables groups working together to build positive relations with access to dedicated resources to facilitate a programme of work.  To be eligible to avail of this additional support the joint applicants must agree to link with the wider work being undertaken as part of either the Building Integrated Communities and supporting minority communities; or the Building Good Relations Among Our Young People activities, whichever is most relevant.

The aim of the Peace III Small Grants Scheme
The purpose of the Fund is to support community engagement in the context of building positive relations at a local level.  This is the active process of making connections and developing quality contact between individuals and communities at a local level. Through this engagement individuals and groups will become involved in challenging stereotypes, developing respect and mutual understanding and building sustainable relationships, which transcend current cultural, ideological, religious, ethnic or racial divisions.  The Small Grants Fund places a priority on promoting cross border interventions or cross community interventions which will involve bringing people together around common areas of interest.   
The Objectives of the Small Grants Fund

The objectives of the Fund are to facilitate groups through quality contact to:

· Deepen their understanding of sectarianism, racism, and its impact locally

· Promote greater understanding of different cultures and perspectives

· Create opportunities for social interaction between groups and individuals

· Promote and Develop Shared Space

· Develop sustainable relationships between diverse individuals, groups, and communities

· Strengthen Cross border social infrastructure 

· Strengthen Cross community social infrastructure 

Who can apply?
The Peace III Small Grants Fund has been set up to help formally constituted organisations within the Cavan County Council area such as 

· community development groups; 
· women’s groups;
· cultural organisations; 

· minority ethnic groups; 

· intercommunity networks;

· projects for young adults;

· youth groups;

· Older People Groups; 

· faith-based groups; and 

· other organisations involved in community relations, reconciliation and cultural diversity, including state and public agencies.
In order to be eligible to apply for a small grant a partnership of at least two organisations must be formed.  
Under the Peace III Programme, we would like to support initiatives which particularly benefit the following groups:
· people who have been excluded or marginalised from economic, social and civil networks as a result of problems related to sectarianism, racism and the conflict

· young people, women and older people

· displaced people, who have moved because of violence or from interface areas

· projects that have a good relations cross border component  

· victims and survivors of the conflict

· former members of the security and ancillary services

· ex-prisoners and their families

· public and voluntary sector organisations and their staff who have a contribution to make towards developing a shared society.

The following are criteria that may assist you in determining if your project may be eligible for funding under the small grant scheme. 

1. Does your project engage people on a cross community and/or cross border basis?

2. Does your project develop peoples understanding and awareness of sectarianism/racism?

3. Does your project contribute to peace and reconciliation? How?

4. Does your project engage one or more of the relevant Peace III target groups?

5. Does your project create opportunities for more social interaction and participation between minority and marginalised groups and the majority community?

6. Does your project provide an opportunity for socialising with people from other communities/ ethnic groups/ across the border?

7. Is there sustainability in the relationships formed around the project? i.e When your project finishes will participants continue to meet/ engage/ work together/ plan further projects together?

8. Is your project centred around a common interest? Tell us how this common interest was identified.

9. Does your project involve a partner organisation in Northern Ireland? Who are they? Have you worked with them before? Were they involved in developing this proposal?

The more “Yes” answers the more likely it is that your project could be eligible for funding under the Small Grants Scheme.

What type of activities will this Fund support?

Programmes and activities, including sports and culture, which: 

(a) promote anti sectarianism and anti racism through education, dialogue and cultural awareness training 

(b) facilitate the sharing of experiences and histories so as to promote a greater understanding of different cultures and perspectives, including intergenerational activities 

(c)  facilitate integration of communities by creating opportunities for more social interaction and participation  between minority and marginalised groups and the majority community.

The following list shows some examples of projects that may be eligible for funding: 

· Cross border learning exchanges

· Relevant training programmes (e.g. anti racism, anti sectarian, peace building, communications) in schools, community groups, or the workplace

· Education programmes in churches and community centres

· Communication initiatives relating to peace and reconciliation

· Cross community and cross border youth work

· Projects that will build positive community relations.

· Cultural heritage projects on an intra/inter community basis 

· A residential course with a group from another community to examine issues relating to history, shared space or sectarianism between communities.

· Cultural diversity projects looking at history, symbolism and so on, delivered through the medium of drama, music or the arts.

· Training events on building skills in mediation, anti-racism or anti-sectarianism.

· Storytelling/ Drama on an intra/inter community basis 

· Crossborder/ cross community sporting or outdoor activity events 

· Voluntary or community sector training which challenges sectarianism or racism 

· Capacity building programmes for organisations’ staff or volunteers

· Broadening existing programmes or events to include minority groups or cultures

· Cross community and cross border projects based on themes such as music, sports and social events, networking events and festivals
Assessment criteria

Applications will be scored on the following areas:

Relevance to the Peace Programme – Projects must demonstrate clearly how they will contribute to the overarching objective of the Peace Programme which is to ‘reinforce progress towards a peaceful and stable society and to promote reconciliation’.

Building Positive Relations – Projects must demonstrate clearly how they will contribute to ‘Building positive relations at the local level’.

Value for Money/Value Added – Projects must be realistically costed. The project must have the capacity to provide a lasting legacy to the Peace Programme. Project may build on work previously carried out under Peace I or Peace II.

General information on your application

The level of grant aid per project will be in the range of €5,000 to €20,000, however, in exceptional circumstances a maximum grant of €30,000 may be made available.   
Grant aid can be used for the following elements:

· programme costs – training, facilitation, venue hire, evaluation, publicity, dependent care, transport.

· equipment costs – small items necessary to deliver the project activity

· professional fees such as insurance

Eligible expenditure must be based on real costs, be proportionate, represent value for money and be directly related to project activity.

If you are applying for grant aid to work with other groups it is essential that you talk to your partner groups before you apply for funding. 

The Fund is limited and even if your application meets all the conditions, we cannot guarantee funding and may only be able to offer a percentage of the grant you request.  Please feel free to contact our Project Development Officers if you need more information or any help in putting together your application.

Please supply us with as much information on your idea as possible, we can only base our scoring on the information in front of us, if its not there we can’t take it into account.
Conditions 
Grant aid will not be available for: 
· Core costs

· room hire, where the organisation has its own meeting space

· covering loans or debts

· projects that could be carried out on a commercial basis

· schemes that generate money

· contributions to charity fundraising events

· alcohol

· individuals

· One-off events, not part of an ongoing programme of activity

· activities which are party-political in intention, use or presentation

· projects that have already started (‘retrospective’ grant aid) ; and

· projects that are not primarily focussed on the objectives of the Peace Plan
· Rent, running costs
Capped rates

As part of your letter of offer, you will be required to ensure that the most competitive rates are sought for the events (for example, venue hire, residential and catering costs, facilitator/consultant fees) that you will organise as part of your project.  

· Facilitator and consultant fees are capped at €300 per facilitator per day

Equipment costs

We will only give grant aid towards resources and equipment costs if they are proportionate to the overall cost of your project and essential for delivering it. 

Decisions

The Cavan Peace III Executive will process all applications.  An evaluation report will be attached to your application, your application will get an initial score, and it will be forwarded to the Evaluation Sub Committee of the Peace Partnership. 

All completed applications will be scored and considered by the Evaluation Sub-Committee of the County Cavan Peace and Reconciliation Partnership. This Evaluation Sub-Committee will make recommendations on whether applications fulfil the funding criteria and the level of funding to be awarded. 

The County Cavan Peace and Reconciliation Partnership will then consider these recommendations and decide which applications are to be funded and what the level of funding will be.    
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INTRODUCTION

The Peace III Operational Programme and the project selection criteria should form the basis of your project planning. 

These application guidelines have been prepared to help potential project applicants in making the necessary project preparations and in completing the application form. It is designed to be practical information that can be used at project level to help you submit the best application possible. The guidelines are designed to assist you in completing the application form and in steering you towards providing responses that will give you an opportunity to present your project as comprehensively as possible. Always remember to present the detail on your application simply and precisely. 

This document should be used in conjunction with a range of specific guidance notes which are available on the website www.seupb.eu/programmes.htm.   For both the INTERREG IVA and PEACE III Programmes a standard application form has been designed, this form has been condensed for a Small Grants Application Form and these guidelines only relate to the Small Grants Application Form under Priority 1.1 for the County Cavan Peace & Reconciliation Partnership.

Your Unique Reference Number

Applications can only be made by visiting the official EU grants website www.eugrants.org. The application forms (Part A and Part B) cannot be obtained without first registering on the www.eugrants.org website. This site provides information on all Structural Funds including Peace III and INTERREG IVA. 

For each individual project application the applicant must complete and submit an on line Part A application form. Once saved this will generate a unique application reference number on the database that must be included on the Part B downloadable application form (available as a word document). 

Any application that does not complete and submit a Part A form with the Part B form will not be seen as a full application and will thus be deemed ineligible. 

How to apply

The way to go about is through a three-step process: 

1. 
Registration of the project applicant 


A new applicant must complete a 
simple on line registration process in 
order to make an application. Once completed, this will allocate you with a 
username and a password, which you can use again for future 
applications. 

2. 
Save your project application 

The Part A online application form consists of all the information you have to fill in on line (such as the programme, priority, theme you are applying to; applicant organization, project details, additional information). It is not possible to move forward through the form until all the mandatory fields are completed. 


Once your basic details have been filled in, the system will automatically 
save the information online. At this stage a unique application reference 
number will also be automatically allocated. 


Continue filling in the mandatory fields and download the Part B 
application form (available as a word document). Do not forget to include 
the unique application reference number onto the word application form. 


You can edit an application that has not yet been submitted. Whenever 
you make changes, you need to save the application. 
3. 
Submit your project application 


Once you have completed your online project application, you must not 
forget to submit your application by hitting the submit button. Do not forget 
to include the Unique Application Reference Number onto the Part B 
application form when you submit your application in hard copy, via e-mail 
or when uploading it onto the database. 

Note: Make sure you submit your completed Part B application form on time when you send it in as a hard copy, via e-mail or as an upload. 

SECTION 1

ABOUT YOU

In this section we ask about the financial capacity and organisational capacity of the Applicant Organisation/Lead Partner who will bear responsibility for ensuring the project’s implementation. We need evidence of the ability of the Applicant Organisation/Lead Partner to take on the role of managing a project(s). 

1.1 
Organisational Structure 

It is important that your organisation is capable of managing any funding received. To support your application please provide details of your organisational structure, financial procedures, roles of management and staff, decision making process etc.  
1.2 
Experience of Managing Funding 

Tell us about any previous EU funding you have managed, or been involved in managing through a partnership, in the last five years. This will give us an indication of the experience that you have developed in managing projects with associated budgets and reporting on them. Please provide the same information for any grants you have received from public funds or other sources in the past five years.  Please see below for an example of how to fill in the table
	Has the Applicant Organisation/Lead Partner, or any other of the project partners, received previous EU support or any other funding sources, public or otherwise in the last five years? 
	Yes 

	(For example: PEACE II; INTERREG III; LEADER+; EQUAL Etc.  Please provide details)

	Organisation
	Funding source
	Amount of funding awarded
	Reference number (if applicable)
	Project

	
	
	
	
	

	
	
	
	
	


SECTION 2 

ABOUT YOUR PROJECT

In this section we want clear and concise information on your project proposal. Bare in mind your proposal must be clear also to non-technical experts. Make sure your project complies and links with the overall Programme objective and, more specifically, with your chosen priority and theme as outlined in the Operational Programme. Make sure you address the cross- cutting themes in a proper and coherent manner. 

2.1 
Project Name 

Title of the Project: state the official full title of the project. 
Acronym: Give a short name or acronym to which the project can be referred. The use of a short name or acronym is used for efficient communication and administration. 

2.2
Area of benefit

Please detail where the project is to be located and the geographical areas your project will benefit.  Please be specific about the areas where the project will be focussed.  
2.3 
Timeframe for Implementation 

You will be asked to report regularly to us on the progress of your project. Therefore, at the project planning stage be clear around the timeframe for the implementation of your project. 
Please note all activity must take place and costs incurred before December 2010.
2.4 
Project Description 

This is the first chance to tell us about your project.  Please give a brief summary of your project and how you have identified a need for it.  Please be specific and concise about what you want to do.  You will have an opportunity under question 2.7 to provide more detail.
2.5 
What options have you considered? 

What other options have you considered in trying to meet the identified needs, ie are there any other ways of meeting your outcomes. 

2.6
Risks
Having considered the options available you should also focus on any risks associated with the implementation of the project based and show how you will minimise them. Think of the possible loss of personnel, loss of premises, retention of records, environmental impact, etc.

2.7 Project Proposal
Please give a detailed description of your project setting out your aims, objectives, targets, outcomes and impacts.

Aims – A broad statement about what you want the project to achieve over the life time of the funding and beyond.  Your aims may be aspirational.  E.g. the aim of Peace III is to “Reinforce progress towards a peaceful and stable society and to promote reconciliation”.
Objectives – These are steps by which the aim will be achieved.  E.g. to Provide Peace and Reconciliation training to target groups within Peace III Programme.
Targets – These are the measurement against which the success of the project to meet the objectives is judged. E.g. No of participants attending courses within a particular timeframe.
Outcomes – what will the result of your project be? E.g. Changes in attitudes towards cross community and cross border activities.
Impact – What will the overall result of the project be in the long term.  E.g. Increase in the percentage of adults who think relations between Protestants and Catholics are better than they were five years ago.
What needs are being met by your project and how have these needs been identified e.g. through consultation, surveys, etc.

Describe the activities you propose to undertake, how will they be delivered, when will they take place, who will deliver them, who are the beneficiaries and what are your desired results. It may be useful to draw up a time line for the project.

Consider if there are similar projects in your area and if so how can your project compliment them.

Describe how the project is either innovative or builds on previous projects that you have carried out including those funded by previous Peace Programmes. Consider the focus on Peace and Reconciliation.

Refer closely to the Operational Programme (OP) when putting your project proposal together. Only by being very familiar with the OP will you be able to describe how your aim, objective(s) and impact(s) feed into the overall targets and indicators that have been set for the Programme. 

Section 3

3.1
Link with Peace III Programme Objectives (This section accounts for 30% of the final score )
All questions in this section are designed to help you demonstrate how your project links with the programme specific objectives. Projects must demonstrate adherence to the overall programme strategy. This is an important element of the application as it enables you to show us how your project is a best fit with the PEACE III Programme objectives. 

3.1.1
 How will your project reinforce progress towards a Peaceful society? Tell us clearly how the project will promote cohesion between communities and provide a meaningful focus on Peace and Reconciliation.

TARGET GROUPS AND AREAS must also be taken into consideration as follows: 

(A) Is the project targeted at a clearly identified area that has been affected by the conflict and has experienced particular problems of segregation, marginalisation and isolation?
· Sectarian interface areas where segregation, inter-community conflict and dispute are high and community relations are correspondingly poor;

· Disadvantaged areas suffering the effects of physical dereliction as a consequence of the conflict;

· Areas that have experienced high levels of sectarian and racial crimes, incidents and tensions;

· Areas isolated by border closures and limited economic and social cross-border

      linkages; and

· Areas where social and economic development has been inhibited by the conflict and problems of exclusion and marginalisation exist, illustrated by low levels of income, skills and qualification and consequently display high levels of multiple deprivation.

(B) Does the proposal intend to work with any of the target groups named in the Operational Programme (OP)? 

This Priority will also target communities and groups that have been affected as a result of the conflict or sectarian or racial tensions. Such groups include:

· Victims of the conflict, i.e., the surviving injured and/or disabled people (either

physically or psychologically) of violent, conflict related incidents, and those who care for or are related to them, including close relatives who mourn their dead;

· Displaced persons, i.e., those who have involuntarily moved from areas of violence or from interface areas, and communities in which there is a concentration of such displaced persons or who are isolated by border closures.

· People who have been excluded or marginalised from economic, social and civil networks as a result of problems related to sectarianism, racism and the conflict (this includes, inter alia, a focus on young people, women and older people and minority communities);

· Former members of the security and ancillary services; and

· Ex-prisoners and their families, i.e., qualifying prisoners who were or would have been released under the terms of the Good Friday Agreement.

It is not necessarily expected that applicants must target a specific area showing the effects of conflict and/or community polarization AND also target communities and groups that have been effected as a result of the conflict or sectarian or racial tensions, within the same project. Rather in any one project, an applicant may provide a cogent reason as to why they are targeting either target areas or target groups.

3.1.2
 In describing how this project will promote reconciliation ensure that the concepts of reconciliation, cultural diversity and equality ingrained into the objectives of the proposal. You must clearly demonstrate outcomes in terms of reconciliation/good relations and how the project can improve trust and tolerance. 

3.2
Link with Priority and Theme Objectives (This section accounts for 30% of the final score )

3.2.1
Describe how your proposed project meets the aims and objectives of the Peace III Strategic Priority that you are applying under:  Challenge Attitudes towards Sectarianism and Racism
3.2.2
 Describe how your project fits with the overall aims, objectives and priorities of the County Cavan Peace & Reconciliation Action Plan, A copy of the action plan is available online at www.cavancoco.ie. Please refer to relevant eligibility and selection criteria.

3.2.3
Describe how your project will help to achieve the aims of the Peace III Programme Priority 1. Reconciling Communities, Theme 1.1 Building Positive relations at a local level.  
3.3
Cross Cutting Themes.  (Please note this section accounts for 20% of the final score)
There are four cross-cutting themes that are common to each Programme. They are: Equality; Sustainable Development; Poverty; and Partnership. PEACE III projects are encouraged to adhere to the cross-border theme, but this is not a formal requirement. 

It is essential that you describe if and how your project has considered the cross-cutting themes during the planning and design stages of the project. You must tell us how your project contributes to the cross cutting themes of the Programme. Also, describe how you will continue to ensure these themes are ingrained in your project as it is implemented. 

3.3.1 
Equality 

Projects must show due regard for the need to promote equality of opportunity and adherence to the equality legislation in relevant jurisdictions. 

3.3.2 
Sustainable Development 

Projects must illustrate how they will promote sustainable development which is concerned with the integration of environmental, economic and social issue. Projects must not have a detrimental effect on any of these areas. 

3.3.3 Poverty 

Projects must demonstrate adherence to the relevant anti-poverty strategies in Ireland, Northern Ireland and Scotland. 

3.3.4 Partnership 

Projects must demonstrate the development of an active partnership in the preparation, the implementation and mainstreaming of the project. 

3.3.5 Cross Border Cooperation 

Although cross border cooperation is not an essential criterion of the PEACE Programme, positive reference will be given to projects applying to the PEACE III Programme where they fulfil this criterion. (Please see SEUPB Guidance Note on Cross Border projects.

SECTION 4

MANAGING THE PROJECT

In this section, you are asked to describe your project partnership in detail. 
In order to reflect a fully functioning partnership, please ensure that an agreement has been negotiated between project partners and tailored to the project’s needs. 
A detailed Guidance Note on how to develop your partnership and how you might develop a formal agreement between the Lead Partner and other project partners is available on the SEUPB website www.seupb.eu/programmes.htm.

4.1 
Project Management Experience 

State why your organisation has been deemed to be the most suitable to act as Lead Partner for this project. We need to know if the lead partner has the relevant experience and ability to make the project work and to deliver on the outcomes. Tell us about the personnel you have and how they can make the project happen. You could tell us about the skills, ability and involvement of your Board and key expertise by staff. 

4.2 
Project Partners 

In order to be eligible to apply for the Small Grant Scheme it is mandatory that the lead partner has developed a partnership with a minimum of one other organisation.  It is necessary to provide details of this partnership.  

4.3 
Board / Steering Committee Composition 

It may be useful to establish a new Board or a specific Steering Committee to oversee the development and implementation of the project. Tell us about the composition of this Board / Committee and how it is going to make a positive contribution to the project implementation. Illustrate the way you are planning to set up the project management structure by enclosing an organisational chart. 

4.4 
Publicity and Information Requirements - Communication Plan 

SEUPB requires all projects to develop a Communications Plan. As this is a small grants scheme and not a multi-million Euro project, the minimum requirements as laid out in the ‘SEUPB Guidance Note on Information and Publicity G5/PIII’ shall apply. Please familiarise yourself with these guidelines which can be downloaded from www.seupb.eu.

4.5 Evaluations and Follow-up 

In this section please provide information on your project evaluation method. By 
evaluating your project you should be able to build on the experiences and lessons learned during its implementation. Core criteria that should be addressed in your evaluation are: relevance, efficiency, effectiveness, impact and sustainability. Other questions you should ask yourself at this stage are - What went well? What could have been done better? 

SECTION 5

YOUR PROJECT BUDGET

In this section you will show how the project budget demonstrates value for money. The project budget should be proportionate to the results aimed for. A clear and detailed budget plan that is fully in line with the work plan and communication plan is an essential requirement. 

5.1 
Funding Required 

Please indicate the total costs for the project and how much funding you are applying for. Projects can be funded up to 100% of total eligible costs. 
Please note that if you are registered for VAT you must exclude the VAT from the project cost. If not registered for VAT please ensure that you have included VAT in your costs.

5.2 
Sources of Funding 

In order to avoid double funding you must tell us if you have applied for funding from other sources for the same project. Indicate who this application has been submitted to and what stage the application is at. 

5.3 
The Project Budget 

The budget is divided into three main areas –Resource Costs, Capital Costs and Programme Costs. The application form will provide some suggested headings – this may not reflect your project budget so please amend and insert new headings as necessary.  Your budget must be well costed with a clear breakdown of costs.  
5.4 Please submit a detailed description/ rationale of each budget heading.

In support of the proposed budget you are also being asked to provide a detailed explanation of how you arrived at each cost, i.e how did you cost each activity, was a quantity surveyor consulted for capital costs.   f you are using an apportionment policy for overheads etc it must be shown to be justifiable. You must show efficiency in terms of prices quoted for goods and services i.e. we want to see quotes. Where the goods/services are over €1450 we need 3 written quotes, where it is under that level we need 2. See table below from ‘Guidance Note on Procurement and Tendering G4/PIII’.
Procurement Thresholds
	ESTIMATED VALUE OF ORDER (excluding VAT) 
	QUOTATIONS/ TENDERS REQUIRED
	MINIMUM DOCUMENTATION TO RETAIN 

	BELOW EU THRESHOLDS

	UP TO €1,450 (£1,000) 
	2 oral quotations 

(depending on the need to have a price comparison-fax or email confirmation should be obtained). 
	1. Evidence that 2 quotations were sought. 

2. Written confirmation of price (fax/email/letter) if applicable. 



	€1,450.01 to €14,500 (£1,000.01 to £10,000) 
	3 written quotations 
	1. Evidence that appropriate number of quotations were sought from prospective bidders/suppliers. 

2. Documentation and/or Terms of Reference sent to all potential bidders/suppliers. 

3. All tenders received and evidence they were received within the specified timeframe (date stamped). 

4. Notes of assessment of tenders including signed scoring matrix, minutes of discussion and names of assessment panel members. 

5. Correspondence with the successful and unsuccessful bidders/suppliers. 

6. Contract or equivalent awarded to winning tender. 

7. Documented changes or addendums to contract. 




5.5 
Income Generation 
Although your project may generate income, any revenue generated must be 
declared in order for us to calculate the co-funding contribution. 
SECTION 6

CHECKING IT’S ALL THERE

	Item Required
	Additional Notes

	On-line Part A form 
	One-line Part A application is to be submitted electronically prior to the closing date via www.eugrants.org.  Applicants who do not complete a Part A form with the Part B will not be deemed as a full application and thus deemed ineligible.

	Fully Completed Part B Application Form 
	All sections of the form must be completed in full including those relevant to the Programme, Priority and Theme to which you are applying. This part of the application should be submitted prior to the closing date 

- sending it as a hard copy 

- sending it via e-mail 

- or a combination of the three possibilities listed above 

Note: do not forget to fill out your unique project reference number on your Part B application form. 

	Audited Accounts 
	Copies of your organisation’s audited/certified accounts for the last three years should be supplied. 

	Recent Bank Statements 
	Six months of backdated bank statements. 

	Legal Status – Copy of Governing Document 
	Constitution or Memorandum and Articles of Association of the Lead Partner. 

	Job Descriptions 
	If you have a staffing budget line included in the operation please include the associated job descriptions. 

	Communications Plan 
	A detailed guidance note is available. This outlines what you should include in your Communication Plan. Visit www.seupb.eu/programmes.htm for more information. 

	Declaration of Participation / Agreement with Partner Organizations 
	This can be in the form of letters of support, minutes of the meeting at which the partnership arrangement was agreed, or a more formal documented agreement between the partners. 

	Supporting Documentation for Capital Proposals 
	A full Capital Checklist is available via www.seupb.eu/programmes.htm 


	Details on Tax Clearance / VAT information 
	Vat registration number

	Copies of Relevant Minutes. 
	Signed minutes of board meeting authorising submission of the application form. 

	Signed Equality Statement for Applicant/Lead Partner 
	Recipients of ERDF funding should have due regard to the need to promote equality of opportunity. Therefore, the Lead Partner should submit their organisation’s equality policy / action plan. A template Equal Opportunities Form can be found in annex A of the application form.


PLEASE NOTE: 

The documents on this checklist can be printed out and sent by post with your completed application form to:

​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​Alternatively, if available electronically, you may email them along with your completed application to btierney@cavancoco.ie.         

Appendix 1

Scoring Matrix

	Criterion 
	Maximum Score
	Weighting 
	Weighted Final Score 

	1. PROGRAMME, PRIORITY AND THEME SPECIFIC OBJECTIVES
	

	1.1 
	Programme Specific Objectives (including target groups and areas) 
	20 
	x3 
	60 

	1.2 
	Priority and Theme Specific Objectives 
	20 
	x3 
	60 

	2. EFFICIENCY AND EFFECTIVENESS
	

	2.1 
	Value for Money / Added Value 
	20 
	x1 
	20 

	2.2 
	Need 
	20 
	x1 
	20 

	3. CROSS CUTTING THEMES 
	

	3.1 
	Equality 
	20 
	x0.5 
	10 

	3.2 
	Sustainable Development 
	20 
	x0.5 
	10 

	3.3 
	Impact on Poverty 
	20 
	x0.5 
	10 

	3.4 
	Partnership 
	20 
	x0.5 
	10 

	TOTAL 
	           200 

	QUALITY THRESHOLD (65%) 
	           130 
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