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1. Introduction

i.
CAN Project Details
	Project Title: 
	Communities and Nature (CAN)

	
	

	WEFO Reference Number:   
	80088

European Regional Development Fund (ERDF)

	
	

	Priority and Measure: 
	Priority 4 
(Creating An Attractive Business Environment)

	
	Theme 3 
(Environment for Growth)

	
	

	ERDF Intervention Rate: 
	45%

	
	

	Project Start & Finish Date:
	24th April 2009 to 31st December 2013

	
	

	Project Sponsor and Co-ordinator: 
	Countryside Council for Wales

	
	Maes Y Ffynnon, Penrhosgarnedd 

	
	Bangor, LL57 2DW

	
	

	Project Personnel: 
	

	Project Manager:
	Emyr Thomas

	Project Officer:
	Helga Dixon

	Assistant Project Officer:
	Charlotte Barnet

	Assistant Project Officer: 
	Susan Roberts

	Community Officer South:
	Aled Davies

	Community Officer North
	Jenny Crouch

	EU Team Leader:
	Catrin Gwyn

	EU Team Support:
	Wayne Watkins

	CAN Procurement Officer
	Christina Allen


	CAN Accountancy Officer:
	Carwyn Edwards

	CAN Accountancy Officer:
	Steven Paden

	
	

	Contact Details: 
	

	CAN telephone: 
	01248 387 185 and 01248 385 422

	CAN email
	can@ccw.gov.uk

	CAN Finance/Procurement email
	can.finance@ccw.gov.uk

	CAN Finance telephone:
	01248 387325 and 01248 387167

	CAN Procurement telephone:
	01248 385480


ii.
Introduction to CAN

Communities and Nature (CAN) is one of a suite of strategic projects being developed to deliver ‘Environment for Growth’ (Priority 4, Theme 3) of the Convergence Programme. CAN will be delivered by the Countryside Council for Wales (CCW) with Environment Agency Wales (EAW) acting as co-sponsor responsible for one component element, namely ‘Wild Fishing Wales’ (WFW). CAN will also operate as a strategic project, enabling a wide range of other bodies to access EU funding. The funds for CAN are issued by the Welsh European Funding Office (WEFO) from European Regional Development Funds (ERDF).

1.1
CAN Aims and Objectives

The underlying ambition of CAN is:

To generate increased economic growth and sustainable jobs by capitalising on Wales’ environmental qualities, particularly its landscape and wildlife. CAN will also develop and use innovative ways of enabling a wider range of Wales’ residents to benefit from these new opportunities.

CAN will realise its central ambition through the identification of a suite of three broad aims and consequent objectives: 

A. To maximise the environmentally-sustainable economic value of natural capital through increasing the volume, length and value of visits to the countryside. 

Objective 1a: To increase the volume, length and value of leisure visits by enhancing and improving current and new natural sites and reserves.

Objective 1b: to create permanent jobs through the development of infrastructure to or in these nature reserves and green sites. 

Objective 1c: to create enterprises through the development of infrastructure to or in these nature reserves and green sites. 

Objective 2: To develop and launch a methodology to assess, and operational strategies to reduce, the negative environmental impact per unit of visitor economic value added.  

B. To ensure that the benefits of CAN activities are shared with disadvantaged groups through employment, training and volunteering opportunities.

Objective 3: To use activities involved with improving the natural environment to provide employment, work experience or volunteering opportunities for those economically inactive due to health problems. 

Objective 4: To use activities involved with improving the natural environment to provide employment, work experience or volunteering opportunities for those who need to improve their skills.

Objective 5: To use activities involved with improving the natural environment to provide employment, work experience or volunteering opportunities for those who are unemployed.

C. To enhance sustainable development in Wales by providing high quality local leisure opportunities and improving the attractiveness of each spatial plan area.

Objective 6: To better connect natural heritage sites and reserves to local communities and tourist or visitor ‘honey-pots’ by physical or intellectual linkages and/or the removal of cultural, psychological or other barriers.  

Objective 7: To develop a methodology to assess, and operational strategies to reduce, the level of CO2 emissions associated with the leisure activity of Welsh residents. This work will be linked to CAN under Objective 2 above.

Total Project costs are anticipated at approximately £14.5 million. 

	EU funds
	£6.52 million (45% of project costs)

	CCW funds
	£3.16 million

	Other funds Public Sector
	£3.8 million

	Other funds Private sector.

(NGO funding which is now classified as ‘private sector’ for ERDF purposes)
	£1 million

	Total
	£14.5 million


2. File Plan and document checklist

2.1
File Plan

Below is a suggested file plan that outlines the types of documents that should be collated in respect of your initiative.

Original initiative documents must be held in accordance with the document retention given in the Terms and Conditions, and abbreviated in section 2.3.
File A - Initiative file:

· Monthly reports

· Human resources:

· hierarchy for the initiative team

· recruitment process, including job descriptions/letter of appointment/secondment and adverts

· Legal and procurement:

· tenders and procurement contracts

· planning permissions

File B – Initiative finances

· Financial expenditure:

· invoices/ proof of payment (full audit trail)

· bank statement

· coding ledger (screen print)

· evidence of claims payment from CCW

· Claims submitted to CAN; please keep all documents together per claim

· Annual audit certificates

File C - Policy and regulations:

· Financial regulations:

· Written procedure of claim progress

· Finance delegations / separation of duties

· Cross Cutting themes:

· Equal opportunities

· ICT

· Environment policy

· Welsh Language

· Health and Safety

· Publicity policy

· Procurement manual

· Document retention policy

File D - Initiative Development 

· Initiative application

· Initiative plan 

· Offer letter / contract from CCW

· Financial profile 

· Initiative organisation chart

· Management plan

· Correspondence with CCW

· Publicity (measures and strategy used to publicise your initiative such as plaques, advertising, press releases)

Initiative file E - Work Programmes

· Detailed description for your initiative, including milestones and risks

· All legal orders relating to rights of way (where applicable)

· Initiative amendments

· identify issues that are escalated and authorisation to amend initiative plan

· change control to undertake charges within agreed “tolerance limits”

· Publicity (events, publications, press releases)

· Any correspondence relevant to the work programme

Initiative file F - Controlled closure

· Initiative closure report

· Confirmation of activities, expenditure and outputs

· Confirmation of “additionality” (evidence)

· Initiative evaluation

· Initiative sustainability

· Lessons learnt report

2.2
Documentation checklist

Below is a comprehensive checklist of documentation that should be accessible to anyone who comes to audit you – CAN, WEFO, EU Auditors etc.

You may not have all this documentation, e.g.: legal orders relating to Rights of Way, ICT policy, but where you do then please make it available. 

· Documentation retention policy

· Equal opportunities policy

· Environmental policy (also any details on Green Dragon Standard Award or similar awards or certificates) 

· Welsh language policy

· Sustainability policy

· Information and communications technology policy

· Marketing and publicity policy

· Examples of publicity activities 

· Procurement policy

· Data protection policy

· Organisation structure –sample signatures and authorisation limit, also showing line management  

· Health and safety policy

· All legal orders relating to Rights of Way (creations, diversions, modifications, extinguishments)

· People counter data

· Details of any good practice

· Structural funds report (Evidence of permanent acknowledgement - plaques)

· Evidence to support the implementation of cross cutting themes

· Evidence of monitoring and evaluation

· Work Programme

· Relevant insurance certificates 

· Recruitment policy 

· Travel and subsistence policy

· VAT registration details

Below is a checklist of the paperwork you should to maintain in respect of your initiative finances.  This should also be accessible to anyone who comes to carry out an audit.  

· Match funding letters 

· Public & Private Match Funding Summary: actual total match funding that       has been supplied by all funding providers

· Breakdown of how match funding applies to each claim

· Bank statements showing evidence of Match Funding received
· A full record of in-kind match funding
· Written procedure of claim process (desk instructions)

· Original invoices/full financial documentation in respect of all transactions

· Evidence of new accounting codes for all transactions relating to the initiative (ledger print)

· Authorisation level for cheques.

· Separation of duties, sample signatures and authorisation limits.

· Working papers supporting the amounts claimed (audit trail from the claim form to financial records e.g agreed hourly rate methodology, agreed apportionment methodology, timesheets.)

· Bank statements and transaction breakdowns of all expenditure incurred 

· Full BACS Summary linking to Bank Statement

· Buy4Wales / Sell2Wales – screen prints of registration and tender notices

· Contract tender documentation and evidence of selection of contractor

· Tenders / quotations from suppliers for every work request

· Regular photographic evidence of progress

· VAT status declaration

2.3
Statement of document retention

(taken from the WEFO offer letter to CCW of 18 March 2009 and included in the Terms and Conditions for all CAN initiatives)

The Contractor/Joint Sponsor must retain all original documents (or in versions certified to be in conformity with the originals on the commonly accepted data carriers listed in paragraph 4 of Article 19 of Regulation 1828/2006) relating to the implementation of the Project and its financing and audit for three years after the European Commission has made the final payment for the ERDF to WEFO.  This means at least until 2024, but the Contractor/Joint Sponsor must retain all documents until WEFO advises otherwise. 

In short:

Keep ALL documentation relating to your initiative until CCW confirms in writing that you can destroy them.
3.
Claims

You will have your own financial systems so the information that follows is guidance on how to collate a claim.  You will of course have to adapt it to your own systems.

In order to claim your WEFO funds via CCW, you will need to submit the claim and supporting documentation to CCW on agreed dates.  Failure to do so will mean the claim will not be accepted and it will need to wait until the next claim period.

IF IN DOUBT LEAVE IT OUT – It’s much better to leave out an item of expenditure from the transaction list if there is an unresolved query on it.  The item can be included in the next claim if not resolved before the current claim deadline.

Before your first claim to CCW you should submit sample signatures on the Signature Sample Form in annex 2.  Any changes to the details on this form will require a resubmission.
3.1 Claims timetable
Claims are quarterly.  Below is a table detailing the claiming schedule:
	Claims Submission Date
	Payment Date on or after

	23rd March, 2010
	21st May, 2010

	23rd June, 2010
	21st August, 2010

	23rd September, 2010
	21st November, 2010

	23rd December, 2010
	21st February, 2011

	23rd March, 2011
	21st May, 2011

	23rd June, 2011
	21st August, 2011

	23rd September, 2011
	21st November, 2011

	23rd December, 2011
	21st February, 2012

	23rd March, 2012
	21st May, 2012

	23rd June, 2012
	21st August, 2012

	23rd September, 2012
	21st November, 2012

	23rd December, 2012
	21st February, 2013

	23rd March, 2013
	21st May, 2013

	23rd June, 2013
	21st August, 2013

	23rd September, 2013
	21st November, 2013


Please note that these dates are not flexible.

3.2 How to submit your claim

The following sections detail what paperwork you need to collate and submit as part of the claiming process.

3.2.1 The completed quarterly transaction list
This spreadsheet is to be completed by the end of each quarter as detailed in the claiming schedule.

A claim transaction list spreadsheet, claim declaration and quarterly report will be provided by the CAN Accounting Officer in advance of each claim.  The guidance document for completing the transaction list can be found in annex 5.  Please note that these up to date version should be used rather than the examples given for information in the annexes.
3.2.2 Claim declaration

Your claim should be sent with the Claim Declaration form provided to you with your transaction list (examples in annex 1).
Please note that there are two types of Claim Declaration form, one for local authorities only, and one for all other delivery agents.

3.2.3 Supporting documentation
Certified copies of supporting documents should be sent with your claim and originals should be retained in line with your document retention policy (please see chapter 2)
· Clear and legible copies of invoices relating to expenditure 

· Signed and certified copies of volunteer time sheets – see chapter 9 for details on recording volunteer tims and Annex 3 for an example timesheet.  
· Signed and certified timesheets from all staff working part-time on the CAN initiative.  NB CAN and non-CAN hours must be specified, i.e. the full working week.  An example timesheet is given in annex 4.
· Supporting documentation for expenses e.g. receipts, public transport tickets etc. 

· Copies of any CAN publicity items e.g. visitor pamphlets, newspaper cuttings, newsletters etc should be included with your quarterly report.
Please note that any incomplete timesheets will be removed from your claim.  
Invoices

· Has the invoice been paid during the period in question? (Go by a ‘paid’ date on your bank statement and not an invoice date) 

· Is the invoice relevant to your CAN initiative?  

· If you are claiming only a portion of an invoice, is the amount you have calculated correct?

· For mobile phone bills, please be clear to whom is the mobile phone allocated and to which period the bill relates.
· Does the invoice show the site / location where work was done?  (For capital items on large sites a grid reference / map should be supplied)

Expenses/mileage

· If you are claiming expenses, have you submitted sufficient supporting documentation.

· Have you identified to which initiative activity the expenses relate.
· For mileage, please state the rate and number of miles being claimed, journey details, date, person travelling and to which initiative activity the mileage relates.
Full-time employee timesheets

· For employees working full-time on a CAN initiative you do not need to provide timesheets.

· For employees working full-time on a CAN initiative you can claim their gross salary costs plus employer’s National Insurance and employers pension contributions

You must include payroll, BACS summary and bank statements to support the claim for salary costs, employer’s National Insurance and employer’s pension contributions. 

Part-time employee timesheets

· For employees working part-time on a CAN initiative you do need to submit timesheets.  These should outline hours worked on the CAN initiative and the hourly rate being charged.

· For employees working part-time on a CAN initiative you will need to provide calculations to evidence the hourly rate being charged.  This will need to be provided once, but should the hourly rate change, then you will need to resubmit the calculations.

You must included at each claim the method used to calculate the hourly rate (as previously agreed with the CAN Team), together with the payroll, BACS summary and bank statements.

Volunteer timesheets 

· Please use WEFO approved rates as outlined in chapter 9; the hourly rate applied must be the rate for the type of work done.  

· Your must  detail on the timesheet the tasks undertaken by the volunteer, their age range, their address and the initiative name.
· The timesheet must be signed by the volunteer.
· The timesheet must be counter-signed by the volunteer’s manager.
An example volunteer timesheet can be found in annex 3.

An example staff timesheet can be found in annex 4.

Publicity 

· Are the ERDF and CAN logos on all publicity items e.g. leaflets, posters, and interpretation boards.

· Has there been any publicity in the quarter.  If so, include the cutting / reference in your quarterly report. 

3.3
Written quarterly report
A written quarterly report should be submitted with your claim.  It must also be submitted even if you are not claiming. These reports should reflect milestones submitted in the application or on previous reports and serve as a useful tool for the CAN project management team to monitor the progress of the initiative but also to flag up any possible hurdles.  

Details of this report are given in Chapter 6.
N.B.  When writing your report, please be careful to draw a distinction between work that has been paid for by CAN, work that is complementing CAN and work that is a spin off from CAN.  
4.
VAT

It is your responsibility to ensure that any VAT submitted in your claims will not and has not been reclaimed from H.M.R.C. You will need to keep an auditable record of V.A.T. claimed from all sources.  This record must be kept with your initiative records in accordance with the WEFO guidance note on Document Management and Retention.  

It is your responsibility to ensure that V.A.T. is not reclaimed more than once.

You will need to keep an up to date VAT status declaration from HMRC, and this must be kept with your initiative records in accordance with the WEFO guidance note on Document Management and Retention.  

You can contact HMRC  http://search2.hmrc.gov.uk/kb5/hmrc/contactus/view.page?record=dMVkEC6liWE and request a statement confirming your VAT status.  Please see further advice on VAT from HMRC website http://www.hmrc.gov.uk/
5.
Procurement 

These guidelines, incorporating Value Wales Procurement Guidelines, should be used when you are making purchases.

The CAN Procurement Officer can support you and should be contacted in the first instance.
CAN Finance/Procurement 
Officer: Christina Allen

Telephone: 



01248 385 480

Email: 



can.finance@ccw.gov.uk
5.1
Competitive tendering (over £5,000)

The objective of any competition is to ensure that a contractual relationship is formed with the most suitable supplier/s in the market for the goods and services being purchased.  In order to create a contract: 

· an invitation to tender or quotation request letter must be issued to potential suppliers - this will include a specification which sets out what you want to purchase and when, and will include your terms and conditions. 

· prospective suppliers must respond to the request by submitting their quotation or tender – this is their offer in accordance with the specification that was issued and the terms and conditions. 

· quotes or tenders must be evaluated and the most economically advantageous tender accepted, rejecting those that do not offer value for money. It is best practice for the evaluation criteria & weighting to be included in the original specification and for those criteria to be the only ones used to evaluate bids received. 

· the most economically advantageous tender does not necessarily mean the lowest priced but the tender which provides best overall value for money taking into account the total cost over the contract term. 

5.1.1 Buy4wales / Sell2wales 

All procurement must be undertaken using the Buy4Wales and Sell2 Wales websites.  

Buy4Wales is the portal through which competition should be sourced for procurement above £25k as per point 5.1.3. 

CCW will assist all delivery agents who do not have access to Buy4Wales in undertaking formal tenders above £25k.  

Sell2Wales is the portal through which all suppliers must be sourced, regardless of the tender or quotation value.  You can search for appropriate suppliers by using the ‘Search Suppliers’ tab on Sell2Wales.
5.1.2 Procurement - Best Practice 

Contracts should not be split artificially to avoid exceeding one of the following thresholds. 
5.1.3 Procurement Thresholds 

The weight of procedures should depend upon the size of the order or contract:

	Figures stated are excluding VAT
	Quotes/Tenders required
	Award Procedure

	£4,999.99 or below
	1 written Quote
	Purchase Order

	£5,000 to £24,999.99
	3 written Quotes
	Purchase Order

	£25,000 to £173,934
	Formal Tender Process. 
	Contract Award Letter

	£173,934 plus
	EU Procurement Process for goods and services
	Contract Award Letter

	£4,348,350
	EU Procurement Process for Works Contracts
	Contract Award Letter


Please note that these are the most up to date figures from Value Wales are differ from the figures given in the WEFO guidance below.

5.1.4 Detailed Procedures

Please review the instructions contained Appendix 1 in WEFO’s Sponsorship and Delivery Models Guidance.
6.
Reporting

6.1
Quarterly reporting

As part of the quarterly claims process you will need to submit a narrative report.  An example of the report template is given in annex 6.  A template, tailored to your initiative, will be sent to you together with the claim paperwork before the end of each quarter.
Your report can be supported with photographs, press releases, articles etc. 

When reporting on outputs, results and impacts please include your visitor counting figures, together with details of the time period over which these numbers were taken.
7.
Crosscutting themes

The cross-cutting themes for the 2007-2013 European Structural Funds programme in Wales are:

•
Equal Opportunities, and;

•
Environmental Sustainability

These are seen as an essential part of developing a well balanced, sustainable and innovative economy, and all activities receiving funds from the European Structural Funds programme must incorporate the cross-cutting themes.

The document  'Integrating The Cross-Cutting Themes Of Equal Opportunities And Environmental Sustainability Into Activities'  breaks down the cross-cutting themes and gives you an overview of how they fit within the context of CAN.  We want you to be aware of the aspects of the cross-cutting themes because, as a CAN activity, you will be contributing to their delivery.

Your organisation will have policies and procedures in place in respect of Equal Opportunities and possibly an Environmental Management System or ‘green’ policy.  You may also carry out many of the points covered, but they are not directly recorded.  As part of the monitoring of CAN we would like to identify the ways in which you work that already contribute to the cross-cutting themes, and we will work with you to maximise your involvement.

At the initiative initiation visit, and at regular intervals throughout the life of your initiative, we monitor how the cross-cutting themes are being integrated by your initiative.

 8.
Marketing and Publicity

Promoting the support from the ERDF is a condition of funding.  The support provided by the European Union has to be properly acknowledged on all publicity and information material, from leaflets to webpages.

CCW, as the lead sponsor, will manage the strategic and overarching publicity and marketing activities for CAN.  But, in order to maximise the impact of CAN, we ask delivery agents to publicise their individual initiatives.
Please bear in mind that ‘where possible, all publicity activity relating to your initiative should be bilingual.’
  
8.1
Publicity materials

8.1.1
Press releases

Press releases are an important way of engaging with the media and reaching out to the general public.  All press releases, features and advertorials relating to your initiative (e.g. announcing an initiative approval, a launch event, achievement of a milestone) must acknowledge the funding received from the EU, provided through the Welsh Government.  This should be done in the main body of the text as well as in the notes to editors. 

A standard paragraph to be included in the body of press releases is:

[your initiative name] is an initiative part-funded by the European Regional Development Fund through the Welsh Government and is a component element of the Countryside Council for Wales' Communities and Nature strategic project.

A standard note for editors is:

European Structural Funds in Wales: The EU’s European Regional Development Fund is part of the £3.4bn Structural Funds programmes 2007-2013 aimed at creating economic, social and environmental improvements for people, business and communities across Wales.  For more information visit www.wefo.wales.gov.uk

8.1.2
Publications


Publications can be an important marketing tool.  The ERDF logo must be clearly shown on all publications / leaflets / posters relating to the initiative in order to acknowledge EU support.


8.1.3
Electronic information – websites and audio visual

Websites are now a central tool for promoting initiatives and providing up to date information.  Delivery agents’ websites should clearly acknowledge the funding received from the EU by displaying the ERDF logo.  The minimum size of the logo on websites is 146px wide and 109px high.  

All visual presentations relating to European funded initiatives should display the logo. The minimum size of the logo is 39mm wide and 29mm high.

8.1.4
Billboards and plaques

Any initiatives carrying out capital works will need to display a billboard during the works to publicise the use of EU funding.  A standard template for billboards will be circulated to all initiatives.

Once capital works have been completed then permanent acknowledgment of EU funding needs to be clearly displayed.  Appropriate acknowledgment will be discussed with you at your initiative initiation meeting and at regular intervals during the life of the initiative.

8.1.5
WEFO publicity guidelines

Full WEFO publicity guidelines can be found in Welsh at: 
http://wefo.wales.gov.uk/delivering/publicising/publicity/?skip=1&lang=cy
And in English at: 

http://wefo.wales.gov.uk/delivering/publicising/publicity/?lang=en
8.2
Keeping CCW informed

To help CCW with our co-ordinating role, please send publicity materials to Charlotte Barnet, the CAN Assistant Project Officer for approval as soon as possible prior to publication:

Email:

c.barnet@ccw.gov.uk / can@ccw.gov.uk
Tel:

01248 385 422

This will allow us to discuss the inclusion of a ministerial quote / attendance at a proposed event.

We would also welcome any photographs / video of your initiative, that we can use in the overarching promotion of the CAN work and to show how EU funding is creating benefits for the people and communities of Wales.

Please keep records, and submit copies to the CAN team, of:

· formal and informal announcements

· press, web and journal articles

· press releases

· list of media interviews on radio and television

· officials launches and openings
· job advertisements and the related job descriptions
8.3
Logos

· European Regional Development Fund

[image: image4.emf]ERDF logo JPG
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· Countryside Council for Wales
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· CAN
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9.
In-kind and actual match funding

You must ensure that all match is clean, i.e. it can not come from another source of European funding.  

You will need a declaration from your match funders confirming that their funds are also clean.  An example of a declaration from a match funder is:

We, ‘match funder name’, confirm that the funding provided to ‘organisation name’ for ‘initiative name’ does not contain any funds which include, or have already been used to attract EU funding in compliance with Article 54 of European Regulation 1083/2006’
It is your responsibility to adhere to the award rules of your other funders.  A record must be kept of all sources of funding for your initiative, including offer letters and bank statements evidencing the receipt of monies.  

If you need to amend your match funding package, please inform your CAN Caseload Officer and the CAN Finance Team.  
9.1
In kind match funding
If you are using in-kind as match funding for your initiative please bear in mind the following:

· in-kind costs must be eligible, actual, evidenced and essential to the delivery of your initiative

· volunteer timesheets must be completed and signed by the volunteer (please see annex 3 for an example volunteer timesheet) and the volunteer’s supervisor

· The eligible rates for volunteer in-kind contributions are outlined in the WEFO guidance note ‘In-Kind Match Funding’; a link is given below.

· costs for staff deployed by an organisation on an initiative count as actual match funding and not in-kind.  

Full details of on what is acceptable in-kind match funding is given in the WEFO guidance note ‘In-kind Match Funding’.  This is available in Welsh and English.

Please review these notes before collecting in-kind contributions.

Please note that an in-kind rate for skilled labour has not been given by WEFO.  Therefore, please use the CCW skilled labour rate of £12.50 per hour where appropriate.

This rate will cover those in charge of volunteers and also individuals with technical skills e.g. botanist, ecological surveyor, countryside manager, reserve warden, interpretation specialist, book-keeper, stone waller, construction tradesperson.

9.2
Actual match funding

Actual match funding is any cash being contributed to your initiative.  It can be made up of grants from other bodies, your own funding and staff time.
9.2.1 Grants

Grants being used as match can be evidenced by providing an offer letter from the awarding body.  

9.2.2 Your own funds

a) Third Sector

Actual match from your own reserves/organisation can be evidenced with minutes from a board/trustees meeting agreeing to this use of funds

b) Public Sector

Actual match from your own reserves/organisation can be evidenced with a letter from your Finance department agreeing an allocation of budget to your initiative

9.2.3 Staff time

For staff who are not full time on the initiative, and whose time is being used as actual match, then a CAN timesheet should be completed with details of their activities in relation to CAN, e.g.:

Planning - working with officer to develop initiative

Finance - collating paperwork for claim

The timesheet should be supported with calculations to evidence the hourly rate being charged together with evidence of payroll and defrayment.  

Please see annex 4 for a staff timesheet template.

10.
WEFO Guidance Papers

WEFO guidance notes are available from WEFO Online in Welsh and English.
There are guidance notes on:

· Retention and management of records

· Indirect costs

· In-kind match funding

· Welsh National Rules on the Eligibility of Expenditure for the 2007-2013 Structural Funds Programme

· Geographical Flexibility / Out-of-Area Expenditure

· Eligible Staffing Costs

· Retrospection

· Leasing

NB: These notes are updated and so do change.
11.
Contract variation

Contract variation is the process to be followed should your initiative change, for example:

· any change that alters the nature of the initiative;

· a change to the anticipated financial completion date or budget profile;

· any change to the initiative’s use, its financing or ownership; and 

· any change to the initiative milestone dates in your tender 
This requirement is laid out in clause 9 Section 11 and Schedule 5 of your Terms and Conditions.  

To request a contract variation:

· Send a written request to can.finance@ccw.gov.uk, and copy it to your CCW CAN lead officer.

· The request should detail what you want to vary and why.

The request will be reviewed and, if necessary, we will ask for further information.  The request will then be either be rejected or accepted.  If it is accepted it will then be included in your contract.

Contract variations will be monitored to ensure that:

· initiative outputs and outcomes are not affected 

· excessive numbers of requests are not submitted

12.
Monitoring and Evaluation

The Monitoring and Evaluation of CAN will be separated into two strands, one an evaluation of Aim A of CAN  (the economic outcomes of the project) and one an evaluation of Aim B of CAN (the social and community outcomes of the project). 

12.1
M&E of Aim A
The economic evaluation of CAN will be conducted as part of a wider economic evaluation of all the strategic projects being carried out under the Environment for Growth Theme (Priority 4 Theme 3 of the ERDF Fund).  To do this, the Cardiff Business School (CBS) has been commissioned to manage the evaluation and will be responsible for the collation and analysis of the data.  Each strategic project and each individual initiative within these strategic projects will be responsible for collecting its own data and supplying this to Cardiff Business School.  

The data that CBS will require are:

· Project Spend

· Employment created

· Visitor numbers, including, if available, baseline visitor numbers

In your contract there is an Evaluation Specification under the Schedules.  This gives the minimum M&E requirements for visitor counts.  (Some organisations may find it easier / cheaper to purchase visitor counters, than to use staff / volunteers to carry out the minimum 18 days of visitor counts). 

A few initiatives will be selected to conduct surveys as well, but it is anticipated that these will be the higher value initiatives only. 

CBS have set up a website specifically for this M&E exercise on http://www.e4g.org.uk/info.aspx
The website includes a full guidance pack on how to devise a sampling strategy, plus various forms for counting and 2 model questionnaires.  Please read this guidance pack before embarking on your visitor counts. 

The website also includes a forum to ask questions and contribute to discussions.  As soon as individual initiatives have met their special conditions and have started, they will be registered with CBS and receive a password with which to access this forum.

Please include data collected on visits with your quarterly report giving the number of visits and the timeframe over which this data was collected.

12.2
M&E for CAN Aim B
CCW has now appointed Wavehill consultancy to conduct an evaluation on the CAN Aims B (and C).  

Wavehill will be given details of all CAN initiatives as they come on-line and will be contacting each lead officer to introduce themselves and to inform you what they will be doing, and what support they may need from you.  It is not anticipated that this evaluation will require extra resources from the CAN initiatives, but Wavehill may request to interview you and / or your volunteers.  
In order to interview your volunteers, the volunteers will need to sign a form saying that they are happy to have their details passed on.  If your organisation does not already have such procedures in place, below is a suitable template form:

Consent form

A company called Wavehill (www.wavehill.com) have been appointed to undertake an independent evaluation of the project in which you are taking part. The purpose of this evaluation is to review the effectiveness of the project and to measure what impact it has had. As somebody who has been involved in the project, we would value your input into the evaluation. 

By signing below, you agree that you are happy for your contact details to be passed to Wavehill and for them to contact you as part of the evaluation. 

If you are asked to take part it will probably either be as part of a survey (postal, email or telephone) or by taking part in a focus group.

Remember that you can always refuse to take part in the evaluation at a later time. You will not be forced to take part if you sign this form. Anything that you say as part of the evaluation will also be completely confidential. 

Your information is also protected by the Data Protection Act (1998) and will not be passed to any organisation other than Wavehill or used for any purposes other than this evaluation. If you have any questions or queries, please feel free to contact Wavehill: wavehill@wavehill.com or 01545 571711.


Name of Participant


    Date


        Signature

13.
Closure

13.1. Introduction

This chapter gives an indication of the areas to consider at initiative closure and best practice to bear in mind when closing your initiative.  Closure should be undertaken in collaboration with your CAN lead officer who will advise you on the closure requirements for your initiative.

This chapter is based on the WEFO guidance note ‘Best Practice Guide: preparing for project closure’, which was circulated to all initiatives on 6 December 2012.  This guidance note is intended for lead sponsors, so we have adapted it here drawing out the areas that are relevant for initiatives within CAN.

The full guidance note is available on the WEFO website, and links are given below.

Welsh: http://wefo.wales.gov.uk/publications/guidance/general/6744796/?skip=1&lang=cy
English:

http://wefo.wales.gov.uk/publicaticons/guidance/general/6744796/?lang=en
13.2. Initiative closure

Initiative closure is a key step in the life-cycle of your initiative and should be considered and planned for carefully.

All activity on the ground should have finished prior to the initiative end date so you can ensure that all costs for which you wish to claim have been defrayed.  In the run-up to the final claim you will need to collect all relevant data and paperwork for both financial and initiative outputs.

The ending of staff contracts, or departure of staff from the initiative, will have commenced in the run-up to the end date.  So, it is essential that key staff are retained, or a permanent member of staff is identified, to cover the closure of the initiative and any post-closure work that may be required.

Another important factor to consider when approaching the closure of an initiative is that all projects financed through the EU structural funds may be selected for a future EC audit visit or a visit from Welsh Government European Funding Audit Team.

Exit strategy
Some of the questions you may need to consider are:

· Who will be responsible for closing the initiative?

· Who will be responsible for responding to queries raised as part of the closure?

· What notice of closure needs to be given and to whom?

· Which assets need to be retained by your organisation, where are those assets located, and who will be responsible for maintaining the asset register post closure?

· Who/which organisation will be responsible for maintaining all the project records post closure?

· Who in your organisation in the post completion years will monitor the revenue generation and outputs, and who will ensure that the infrastructure created will be maintained for (at least) 5 years following project completion, 

13.3. Compliance with conditions in your contract/MoA 

Throughout the life of your initiative, you will have been ensuring compliance with conditions of funding set out in the contract/MoA.  As you approach the end date and closure you should double check that all pertinent evidence has been collected, and necessary actions have been carried out, to ensure this compliance. (The special conditions within the contract/MOA have also been monitored through your quarterly reports. Thus you should have a log of the evidence and actions taken).  

Failure to comply with the full range of conditions in the contract/MoA can result in the retention of a percentage of funds at closure, or even in clawback.

You will also have ensured, together with your CAN lead officer and the EU claims unit, that all the expenditure and activity is eligible. 

The PIV visit and associated report will have recommended actions that need to be taken.  Carrying out these actions will help you meet the closure requirements.  It should also be noted that these actions will need to be completed before the closure process can be finalised.

13.4 Technical aspects of closure

Document management and retention

You are responsible for maintaining adequate records (IT, paper, other recording media) to fully document all initiative activities, including financial and accounting records.  This includes making them available, as required, to WEFO and to auditors. Failure to provide supporting documentation relating to Structural Funds activity will result in a clawback of funding. This means retention of documents until at least 2024, but you must retain all documents until WEFO advises otherwise.

Therefore you will need a Records Management policy in place and you should consider the creation of an initiative archive.

The full guidance not document retention and management is available on the WEFO website, and links are given below.

Welsh: http://wefo.wales.gov.uk/publications/guidance/general/retentionmanagementdocuments/;jsessionid=4182F201AED664F88A3B273662AA83CC?skip=1&lang=cy
English: http://wefo.wales.gov.uk/publications/guidance/general/retentionmanagementdocuments/;jsessionid=4182F201AED664F88A3B273662AA83CC?lang=en
13.5 Records Management policy
Your initiative must have a Records Management policy. The policy should include:

· storage instructions

· location of records

· retention dates

· details of any protocols for management of sensitive data. 

You will need to submit a copy of your Records Management policy to CAN as part of the closure process. This is because Natural Resources Wales (NRW) is, as the lead sponsor for CAN, responsible for the retention of all the records within CAN. So, we need to be able to demonstrate where all our partners are retaining their records.

4.2 Initiative archive

You should consider creating an archive for your initiative that includes the location of key records and documents relating to your initiative activities.  If records are kept on different media and in other locations, the archive should include details of the access to these and where they are located for future inspection.

The archive should include:

· your tender/business plan

· your contract/MOA together with any change requests. 

· project management records

· evidence of outputs and results

· relevant certificates e.g. building certificates, BREEAM assessments

· procurement records

· financial records, including claims

· timesheets

· an asset register detailing assets purchased and their location for future audits monitoring visits

· an inventory detailing smaller purchases

· evidence of your publicity and marketing.

· monitoring data for visitor numbers

· monitoring data of volunteers engaged in the initiative 
· details of how you have met the crosscutting themes of environmental sustainability and equal opportunities
4.3 Types of evidence to include in archives

This section gives examples of the kind of information that you need to retain in relation to the details given in section 4.2 above.

Project management records

Your initiative archives should include your project management records. As well as including evidence to show how the project was managed (minutes of meetings, project governance etc) the archive should include the financial records such as original invoices and electronic financial records to evidence activity and expenditure.

The archive should also include evidence of initiative monitoring such as:

· full audit trails of actual costs

· match funding

· in-kind match funding

· staff recruitment and job descriptions

· timesheets and evidence of pay rates used

· a copy of any apportionment methodologies for overhead rates and the agreement by CAN of those rates 
Outputs and results

The outputs and results for CAN which we need to collect from initiatives are:

· output – kilometres of access improved or created

· result – number of visits

· result – new jobs

· result – new enterprises

These have been recorded in your quarterly reports, however you also need to retain copies of evidence within your archive.

Evidence to support the output of kilometres of access includes photographs and maps.

Evidence to support number of visits is your log from your visit counters.

Examples of suitable evidence for jobs and enterprises was circulated in a guidance note on 23 January 2013.  The guidance note is titled ‘How to evidence the creation of new jobs and enterprises in your initiative’.

Procurement
You should ensure that all your contracts have been completed.  You also need to ensure that all records relating to procurement are available for the retention period set out by WEFO.

Inventory List 

You are responsible for establishing and maintaining an inventory of all assets with a value greater than £5000.  If your own internal policy for assets has a lower value limit e.g. £1000, then you should have an inventory list for all items in excess of this value.

The inventory should show the:

· date of purchase

· description of asset

· price paid nett of VAT

· VAT paid
· location of title deeds if applicable

· serial or identification numbers

· location of asset

· date of disposal, if applicable
· sale proceeds of asset net of VAT

An example inventory list is provided at the end of this chapter.  

Publicity and marketing

You will need to ensure compliance with EU publicity requirements by retaining evidence of the publicity measures undertaken for your initiative.

You will also be required to provide evidence of compliance by placing an ERDF plaque in the reception of your building or in a prominent location relative to the project activity.

Evidence should also be included in your archive of the project publicity (which should always feature the ERDF logo) including:
· press releases

· website 
· digital content

· copies of marketing publications (leaflets, newsletters, promotional materials, stakeholder reports to any non-WEFO audience etc)

You should also include photographs of activities and infrastructure in your archive materials.

13.6 Final claim

When submitting your final claim please bear in mind that only expenditure which has already been incurred and defrayed can be claimed.  Any expenditure incurred after the agreed completion date is not eligible.  Therefore, we cannot emphasise enough how important it is to complete your project activities on time to ensure you can provide defrayment evidence in your final claim.  

The following rules apply to the payment calculation of final claims:

· All final claims will be paid on a “need” basis which means that the total monies payable will be reduced if there is any change in the overall funding package which reduces the need for grant.

· Total monies payable will be reduced to reflect any underspend in relation to your initiative.

· All match funding details must be provided/confirmed before final claims will be paid.

· The maximum amount payable will be the total grant agreed in the most recent version of your MoA with us, regardless of any increase in the total initiative costs.

CAN as a strategic project will be subject to a 10% retention by WEFO until the whole of CAN is completed to their satisfaction.  This means that an element of retention may be applied to CAN initiatives at their final claim pending the completion of their closure processes.
13.7 Post closure activity and monitoring

In order to ensure the durability of projects co-financed by Structural Funds there is an obligation to maintain the investment in accordance with EU regulations.  The failure to maintain projects co-financed by Structural Funds will result in recovery of the monies contributed i.e. clawback of grant.  This means that NRW will need to report to WEFO on an annual basis for 5 years post completion, and in order to do this we will need some input from you.

So, as part of the closure process we would like you to be aware that an annual questionnaire will be sent to you until 2019.  This questionnaire will cover:

· Article 55

· confirmation that infrastructure is still been used for its original purpose

· visitor numbers collected over the previous 12 months

· details of any jobs created in relation to your CAN funded infrastructure and their duration

· details of any enterprises created in association with your CAN funded infrastructure

· that the details in your document retention policy, including the location of documents, remains the same

· that our contact details for you are correct.

The requirement for the infrastructure to be in place for 5 years post completion has been discussed from the outset and is included in your contract/MOA.  

	
	
	
	
	
	
	
	
	
	

	Asset Purchase Information

	Asset/  serial number
	Asset

Description
	Purchase Date
	Nett purchase price
	VAT paid
	Supplier
	Supplier No:
	Purchase Order No
	Date of disposal
	Sale proceeds nett of VAT

	 
	 
	 
	 
	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	 
	 
	 
	 
	


Example Asset Inventory
� Point 15 of Welsh European Funding Office Information and Publicity Guidelines 2007 - 2013
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