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PROJECT APPLICATION FORM                                                                                                                       

GUIDANCE NOTES
Applications to the LEADER Funding Programme

This guide provides information on how to complete the LEADER Programme application form for the North Notts area’s Local Action Group; the Notts Rural Enterprise Action Group (NREAG) 

Can I make a Full Application?

You should only submit this application if your Expression of Interest (EOI) has already been endorsed by the North Notts LAG Manager

My project has changed since the EOI, what should I do?

Please note that you have been invited to submit a Full Application on the basis of the information contained on the EOI. NREAG recognises that projects can evolve over time, and therefore some of the information put on this form may well differ from that on the EOI.  However, the project must still be recognisably the same as that outlined on the EOI.  If you have any questions please contact the LEADER Project Manager on 01777 712711
How should I return the Full Application Form?

NREAG prefer you to return your Full Application electronically. If you have access to email but do not have the electronic version of the Full Application form, please contact the LEADER team using the contact details located at the bottom of this document

 If you do not have access to email a paper version is available to complete by hand. Please contact the LEADER team if you require a hard-copy of the form.
How much detail do I need to include?

NREAG will judge the suitability of your project for funding based on the information contained in this application, so please ensure that the information you provide is as accurate and detailed as possible.  It is important that you present an honest account of your proposal.  

In this Full Application you will be required to provide much more detail about your project than at the EOI stage.  Applicants should be prepared, as a minimum, to send the following information;

· A business plan for the project 

· Business accounts for the past three years (where applicable)

· Three quotes for each item of spending under the project

· Evidence of project management experience

If this is likely to prove a problem then you may wish to consider at an early stage whether it is worthwhile continuing with the application process.  

Because a full business plan is required as part of the application process, you may wish to begin by producing this.  Parts of the business plan can then be used or summarised to fill in the LEADER application form.  For more detail on drawing up a business plan see Appendix 1.

Completing the Application Form – General

The remainder of this guidance takes you through the Full LEADER Grant Application form section by section.  The aim is to help you complete it so that the information provided is sufficient to allow NREAG to judge the eligibility of the proposed project.

Please ensure that all information relevant to the project is included in your application in order for NREAG to thoroughly appraise your project application. If any of the detail provided in your application requires basic clarification, NREAG will contact you. For example, if an item of expenditure included in the application is missing from the business plan, NREAG would contact you to confirm whether the item detailed in the application should be included or not. 
 
NREAG can not assume any details relating to the project and will therefore not be able contact you to collect additional project specific information which has been omitted from the application. For example, if you refer to documents such as published statistics or letters of support, please make sure that copies of that information are available with your application.  Failure to do so may result in your application being unsuccessful and therefore you are advised to check that your application is sufficiently detailed. 

Please note that you must not start work on your project until the application process is complete and an offer letter agreement is in place. Work undertaken on your project before completion of the application process will not be eligible for grant support and may invalidate your whole application. 

Please also take note of the following points when completing the form:

· Please be clear when filling out the form – use simple English avoiding clichés, jargon and acronyms

· If you are filling out a printed form, and require additional space for any of your answers, please continue them on a separate sheet of paper – making it clear which section the additional text relates to, and indicating on the main form that you have done this. 

· Please fill in all sections of the form.  If a section does not apply to you, please write ‘Not Applicable’ in the relevant space.

· The structure of this Full Application form closely follows that of the EOI form – but requires more detail.  You may want to use the answers previously submitted on the EOI as a basis for answering the questions on this form.

· When filling-out the Application Form please do not simply cross-reference to the business plan – i.e. ‘See Business Plan, page 3’.  The answers on the Application Form should be able to stand on their own – perhaps as a summary of what is contained in the business plan.  It is then quite acceptable to cross-reference to a particular place in the supporting document if this aids understanding. 

Section 1.
Project Details 

Expression of Interest Reference Number 

The EOI reference number can be found on the letter you received inviting you to make a full application or can be obtained from the LEADER Project Manager. Please note applications without a valid EOI number will not be accepted.

Project Name

Enter your project name in the first box.  Please use the same name as on the EOI.

Contact Details

The details of the person or business that is seeking a LEADER grant need to go in this section.  If you are planning a group application (i.e. one where a group of people or businesses are 

‘clubbing together’ for this Project), please enter the details of leading/contact business name here so that we know who to ring or email if we need further information.

LEADER grants are for numerous types of rural businesses.  Rural communities are also eligible in certain circumstances.  There is no restriction on the number of individuals who can submit a group application.  Group applications are likely to be looked on favourably.

Please ensure that an e-mail address has been entered in this section.  The aim is that most correspondence between NREAG and applicants will be conducted electronically where possible.

VAT / Legal Status

Please enter your VAT registration details if applicable and the legal status of your business.

Agent Details (if applicable)

If you have chosen to use an Agent to assist in your project please include their name and address in this section and if you would like them to be copied in on all future correspondence put a tick in the appropriate box. Please note the application form and all future correspondence must be signed by the applicant and not by the agent. 

Income from Agriculture / Horticulture / Forestry

In this section please provide details of how you currently earn an income from agriculture, horticulture or forestry. This is required for some elements of LEADER Funding. 

Links with NREAG or defra
Please advise us of any links you may have to defra or members of the NREAG or the LEADER team.  This includes previous employees or current members of staff directly related to NREAG members or defra employees.  We need this information so that the appraisal of the project can be undertaken by an impartial member of the LEADER team.

Collaborative / Group Projects

This question allows you to indicate whether the application is from a group of people or businesses or a single business.  If only one business is applying for LEADER funding then move on to the ‘Project Location’ question.

If the application is for a group project, then please enter the names and addresses of all the other businesses involved in this section – continue on a separate sheet if necessary.  

For collaborative ventures NREAG also need to know how these will operate.  For example will you be setting up a separate company to run the project, or will you have a partnership or some other agreement between you or will it be arranged in some other way? It is vital that you provide NREAG with as much information as possible in this section, explaining how the collaborative venture will operate.

Trading Name

NREAG need to know what the trading title of the project is going to be.  Effectively, this is who the money will be paid to if the grant application is successful.  For single company applications it is likely to be the business name given in the ‘Contact Details’ section. But for group projects this might need you to set up a new ‘umbrella’ organisation of some kind, explained in the previous section. Please indicate if this organisation is registered with the RPA. LEADER grant payments will only be made to the enterprise named in this section. If you are not sure please contact the LEADER team about this – you may also need to take professional advice from an accountant and/or solicitor.

Other Public Sector Funding

The LEADER Grant is subject to European Union rules on State Aid.  To allow NREAG to accurately calculate what grant you are entitled to, please indicate what public sector funding your organisation has previously received.
ERDP funding

Provide here details of any funding since the year 2000. This includes the following schemes:

Rural Enterprise Scheme (RES)
Processing & Marketing Grant (PMG)
Vocational Training Scheme (VTS)
Energy Crops Scheme (ECS) (Producer Groups)
 
Countryside Stewardship Scheme (CSS)
Environmentally Sensitive Areas (ESA)
Woodland Grant Scheme (WGS)
Farm Woodland Premium Scheme (FWPS)
Organic Farming Scheme (OGS)
Hill Farm Allowance (HFA)

Energy Crops Scheme (ECS) (Establishment Grant)
Other public sector funding 
Provide here details of any other public sector funding you have received within the last 3 years as this may affect the amount of LEADER grant that can be awarded. For further guidance please contact the LEADER team.

Project Location

Give the location (address) of the project seeking LEADER support.  For capital projects such as buildings and equipment this will be the physical location of the asset.  Where there is no physical infrastructure (e.g. it is a marketing or feasibility project) then the location where the work will be undertaken should be entered.

Enter ‘As Above’ if the project is to be located at the business address given in the ‘Contact Details’ section. If more than one location is involved then details for each should be included.

Area of Impact

This question is asking ‘over how wide an area will the benefits of the project be felt’?  You should think about all the beneficiaries of the project.   A beneficiary does not necessarily have to be one of the people who are directly applying for the LEADER grant.  For example, if a consortium was setting up a central grain store, this facility might be available to farmers across the region; not just those who are running the store.  Similarly, people being employed by an enterprise will benefit, even though they are not directly involved in bidding for LEADER funds.

Customers for a business can come from far and wide. They can be classed as beneficiaries of a project, but only usually where that project is providing a service that would otherwise not exist in the area.  One example might be, again, the central grain store where no such other facility exists.  Another might be customers for a farm shop from a local village where there is no other shop, within the locality.

Please tick the relevant box to indicate if the effects of the project will be felt a) locally (within the immediate district), b) at a county-wide level, or c) across more than one county – i.e. at regional level.

If it is a project is likely to have a widespread impact, please indicate any other regions apart from the East Midlands where the beneficiaries will be located.  For example, a large project in Ashbourne may also have effects in the West Midlands and North West regions.  (For a full map of Regional Development Agency regions see www.englandsrdas.com/rdaregions.aspx) 

Description of Project

Briefly describe the project.  This should be a few sentences setting out clearly and concisely what the project is.  Please use plain English when completing this section of the form.  Keep it short and to the point, explaining what is being proposed, where it is, who will be doing it, and when it will be done etc.

You will already have produced a description for the previous EOI form you submitted.  It may be useful to take this as your starting point, but use this section to provide more detail.  In some cases the project may have developed further since the EOI was submitted – this will require additional detail to be added.   

Please note that the Project Description will be used as a basis for the drafting of any resulting Offer Letter between you and NREAG.  The description may also be used by NREAG or defra to promote the LEADER programme – on the website or in printed publicity material.   

Need and Demand

Why is the Project Needed?

Explain here why you feel the project is necessary.  This section asks you to demonstrate the thinking behind the project – what is the rationale or justification for the proposed activity?

This is likely to be along the lines of: 

· ‘Within our business(es) we have identified the following problems or opportunities.

· To deal with the problems, or take advantage of the opportunities, we intend to do the following . . . .  

· This will address the issues identified because . . .   

· The benefits to the rural economy of the East Midlands will be . . . .’

When outlining the project need, keep in mind the criteria for LEADER funding.  NREAG is looking for projects that can demonstrate some of the following characteristics:

· Adding value to agricultural, horticultural or forestry products; including the development of new products, processes and technologies

· Co-operation and collaboration between businesses to improve efficiency; including infrastructure and equipment investments
· Projects that promote diversification in the rural economy 

· Demonstrate efficient use of  resources

Further information on such priorities can be found in the RDPE East Midlands Regional Implementation Plan 2007-13.  This is located on the emda website at www.emda.org.uk/rdpe or click here to view.

Give details of any Initial Research, Works, or Feasibility Studies?

Tell us here what prior analysis you have done in support of the project. Applicants should use this space to demonstrate that an adequate level of planning lies behind their project.  This might involve having researched the market for a product or undertaken feasibility studies etc.  

Again, the answers you submitted on the previous EOI form can provide a starting although NREAG will be looking for greater detail and more evidence that the viability of the proposal has been thoroughly thought through. This should have been covered in your Business Plan so use this section to summarise the information and refer to where in that supporting document further information can be found.  

You should provide details of how you have arrived at the income / revenue estimations included within your Business Plan. You may wish to think in terms of both the quantity of the product / service you might be supplying and the price or value that can be put upon it.

Please note: you do not have to have justified the cost side of your project in this question as you are expected to provide independent quotes for any expense items in section 3 which provides the necessary evidence.   

What other options have you considered during the development of your project?  What are the major risks or issues related to these options?  How would they be addressed?

Outline any alternative options that you might have considered for dealing with the problem / opportunity before settling on the project which is applying for grant funding.  Why were these alternatives rejected in favour of the approach being adopted?   We are asking you to demonstrate that you have looked at other ways of approaching the problem rather than simply opting for the first solution that presented itself.  

For example, you may have identified the need for increased irrigation capacity among a group of farmers.  You are applying for a grant to build a shared reservoir.  But you have also looked at the option of increased abstraction.  However, you rejected this as it was deemed unlikely that licences would be granted.  You then might have considered using mains supply, but rejected this as too expensive.

Project Objectives

Here you should indicate what you intend to achieve.  These are the specific outcomes or results of the project.  NREAG will be looking for some factual, measurable information in this section.  You may wish to think in terms of jobs created/secured, additional business turnover generated, or cost savings made.  This is an opportunity to summarise information contained within your Business Plan.

When completing this section it may be helpful to think in terms of the acronym ‘SMART’.  You should ensure that your objectives are specific, measurable, achievable, realistic, and time-bound.  For example, instead of stating that ‘The objective is to build a butchery and cold store for the purposes of adding value to red-meat products’ a SMART equivalent would be:

Specific: ‘The objective is the conversion of existing farm buildings into a butchery and cold store to full EU and UK standards in North Nottinghamshire. 

Measurable: The facility will have a design capacity of five beef carcasses and 20 lamb carcasses a week.

Achievable: Conversion work will begin in spring 2008 and be completed in autumn 2008. 

Realistic: Throughput would then gradually be built up to full capacity over the next three years.  Intended markets are local catering establishments, plus farmgate sales and farmers markets.  The project will benefit the four livestock producers who are proposing to set up a limited company to run the facility.

Timed:  By 2011 the plan is for the business to have an annual turnover of £475,000 per year. 

Timescales

Project Start and Finish Dates

Enter the estimated start date of the project’s development (month, year).

Enter the estimated date when you expect claims for funding to be complete (month, year). Please note that the Project might not end at this date since we may need to collect information and carry out monitoring and evaluation after that point.

NREAG will generally be looking for projects that are completed within three years (although exceptions may be made for large-scale capital projects).  If your project is of an ongoing nature (for example a marketing campaign) then you will need to re-apply for grant funding after the initial 3-year period has ended.  If this is a possibility you may want to refer to this in the ‘Future Activity’ question later.

Section 2.
Outputs 

‘Project Outputs’

Outputs are the direct measurable results from the project – jobs created, turnover improvements, customer numbers etc.  This section asks you to set down some specific goals for the project, and when they will be achieved by.  

It is largely a summary of the information set out in the ‘Project Objectives’ section above. In essence NREAG is asking ‘what are we getting for our money?’

Note that these outputs and timings may well be included in your Offer Letter and you will be monitored on their performance.

Section 3.
Project Costs

What are the Estimated Project Costs?
Please complete the date boxes at the top of the grids to indicate which 6-monthly period the project costs relate to.  Note that defra’s funding for the RDPE is split into two 6-monthly periods; April 1st to October 30th, and November 1st to March 31st.  The funds available to defra for RDPE grants in each period are limited.  However, once an offer letter has been accepted, defra commits to the grant funding for the full term of the project, providing the terms and conditions are adhered to. 

The costs to be included into the table are all the items of expenditure which you wish to be considered as part of your LEADER grant. For the majority of LEADER projects, all project costs will be included in the LEADER grant application and should therefore be included in the table of project costs. 

Breakdown the total project costs between capital and current (revenue), with a financial profile over time.

Capital costs are defined as items that can be capitalised onto the project balance sheet and included on its asset register e.g. land, buildings, plant and machinery (this may include professional fees associated with acquiring the capital item).  

Revenue is ongoing spending that does not result in the purchase of a physical item – it might including rental costs, training fees, running expenses (including staff costs) and other professional fees.

Exclude any VAT considerations in the figures you provide.  All amounts should be in pounds sterling.   The amounts entered should correspond to the figures shown in your Business Plan for the project, and the quotes you have gathered for the work. 

Note that it is not necessary to use the lowest quote of the ones that you have obtained.  If there are good reasons why a higher-cost quote actually provides better value then this figure could be used as long as justified reasons are set out. Please include your preferred supplier’s details in the description column of the costs table.

Details of Other Costs?
Occasionally, there may be additional costs which will be incurred as part of the project, but you do not intend for them to be considered for grant support. Please do not include these costs in the table, however it would be helpful for you to explain what these additional costs are within the ‘Details of Other Costs’ section. This will demonstrate to NREAG how the whole project has been designed and how it will operate. You may also wish to explain all the project costs in further detail in the Business Plan. 

 

For example, as part of the project you may be purchasing a specialist piece of machinery. This is the main item of expenditure for your project and you are seeking LEADER grant support for the purchase of this item. The costs of the machinery should be included in the project costs table. In addition, there may be some training required for staff to operate this machinery, but you have decided that this item of expenditure is not being included in the grant application. It may assist your application to demonstrate the other costs being incurred as part of your overall project, to show a complete project and how it has been planned. In this situation you should explain the costs of the training for staff, in the ‘Details of Other Costs’ section and explain how these additional costs will be financed.  NREAG will need to be satisfied that all the costs associated with the project have been considered and can be financed by the business. 

How Will the Costs be Met?

This table shows how the total estimated costs of the project will be met.  This, effectively, is your claim for grant funding for the project.  Show the costs split between all funding sources.  For each, please indicate whether the funding is committed to the project (approved), or not. Where the status is not confirmed, use the following ‘Funding Status’ box to provide further details.  For approved funding, please provide copies of offer letters or letters of intent to support.
When completing section 3 please bear in mind the LEADER funding rules.  Grant funding can only be given for specific project costs.  These include:

· Investment in property, machinery and equipment (Either purchase or lease-purchase. In certain circumstances second hand equipment will be grant eligible for medium-sized enterprises or smaller)
· Professional fees – for example the cost of accountants, solicitors, planning advisors, business consultants that are required for the project only if these are for services used after the agreed project start date.
· Market research/feasibility study costs

· Product development expenses

· Technical support, skills acquisition, and training

Money will not be awarded for any fees incurred during the preparation of the application or for costs connected with leasing contracts, interest refinancing and non-project overheads/insurance fees.  Mainstream agricultural activity or equipment will not be awarded grant support whether its use will be wholly or in part allocated to the project. Some examples are: the purchase of livestock, annual plants and their associated planting costs, agricultural buildings and agricultural machinery.

Also remember the limits on funding when applying.  A successful applicant for a LEADER Grant will receive a minimum of £3,500 and generally a maximum of £250,000 towards the total project costs, subject to state aid limits.  It is likely that any grant awarded will range between 25% and 50% of total project costs.  In cases where applications are submitted as part of a group project, the upper grant limit will be dependant on the number of businesses involved.

Provide all figures in pounds sterling and exclude any VAT considerations.  The total figure in the shaded box at the bottom of this table should match the  similarly-shaded box in the right hand corner of the ‘Total project costs’ table above.  

Funding Status

Where the status of the funding is not yet confirmed you should use this box to outline the steps that are going to be taken (and timescale) to secure the necessary funding. 

If any element of funding is conditional (for example ‘we will lend you £50,000 on the condition that you also secure a grant of £50,000 from LEADER’) please give details of this and provide copies of offer letters or letters of intent to support.

Section 4.
Requirement for Funding

The purpose of LEADER funding is to encourage projects that otherwise wouldn’t happen, or it allows them to happen faster or at a larger scale.  In the jargon, NREAG needs to demonstrate that, for each project it funds, it is purchasing some ‘additionality’ – meaning the public money being spent is achieving something in addition to what would happen anyway.  

Why is LEADER funding required?  If you received no LEADER funding how would this affect your project, and what major drawbacks or issues would result?

Applicants should set out what difference a grant will make to the project.  

You should think about what would happen to the project if no grant funding was forthcoming.  You should set out the drawbacks, risks and issues that would be created. These might include:

· The project has to be smaller, so the benefits are not so great.

· The project happens slower, meaning the benefits are delayed.

· A greater financial burden is placed on the business(es) undertaking the project which increases the risk of failure.

· Other sources of funding (e.g. bank lending) are dependent on a certain level of grant funding being obtained.

This question can also be used to outline the alternative sources of funding that you have identified and attempted to access, even if these attempts have not been successful. 

It may be that the project will not progress without LEADER funding.  However, this should not simply be the default response to this question.  If you believe that grant funding is vital to the project going ahead, you must provide good reasons why this is the case.  NREAG wishes to see that applicants have looked at alternative ways that the project could progress even if your grant application is rejected.

Remember that the purpose of LEADER funding is ‘pump-priming’ support.  This enables projects to get started, but it is eventually expected that the projects will be self-supporting and add to the economy of the North Notts. 

What would happen if you received a reduced level of LEADER funding?  How would this affect your project?  Are there any minimum grant funding levels you require for any revised project plans?

The previous question asked you to outline what would happen to your project if no LEADER grant funding was forthcoming.  This is the most extreme case, and, in fact, the LEADER funding is not an ‘all-or-nothing’ programme.  You may be offered a grant, but not at the level you request – for example you ask for 50% grant funding but are only offered 35%.  

It will not be possible for you to cover every permutation of grant funding, and the effect it would have on your project in this section.  But you should provide some indication how your project might be affected if you received less LEADER funding.  Like the previous question, this should cover how the scope and timescale of the project would change, and why the outcomes might be reduced.

It may help you to think in terms of ‘bands’ of grant funding, and cut-off points.  For example, you might have applied for 50% grant funding for your project.  In this section you might state that if you received funding in the 40%-50% range the project could still go ahead largely as proposed, but greater overdraft borrowing would be required – increasing interest costs and project risk.  If funding in the range 20%-40% was offered then the project would be re-worked: it would still go ahead, but only at three quarters of the original size and over 2 years instead of 18 months.  Below 20% grant funding the economics of the proposed project does not stand up – the group would disband, and each individual business would look to implement their own solutions.

It will not prejudice your application for LEADER funding if you demonstrate that you have contingency plans in place to deal with a reduced level of grant.  In fact, it may be beneficial, in that it demonstrates that you have a well thought-out proposal.  

Section 5.
Impact

Please give details of how the project might affect the local area and environment.  

You need to demonstrate that you have thought about how the project is likely to impact on the area in which it will be sited.  This could include visual impact, transport issues, pollution effects (including noise and dust), and any effects of wildlife on habitats. These might be short-term impacts (for example, whilst the project is being constructed), or longer-term impacts from the ongoing presence and use of a facility. Please consider if the project needs to include measures to mitigate some of these impacts – e.g. tree planting to screen development, offsetting environmental areas, road improvements etc. Outline these in this section.

If the project is likely to have positive external impacts on the local area please state these as well. For example greater trade for local shops, moving production from a village location to a nearby brownfield site etc.  

You should also state if the project is likely to have benefits beyond the immediate local area.  This might be because it addresses wider regional or national policy areas such as reducing climate change, sustainable water use etc.  More detail on some of defra’s regional priorities can be found in the RDPE East Midlands Regional Implementation Plan 2007-13 and the Regional Economic Strategy which can be located on the emda website at www.emda.org.uk
Who will be impacted on / be expected to benefit from the project?

Leading on from the last question, outline the groups of people that will potentially be affected by the project.  This should include both those that benefit, and those that may be adversely affected.  

Who might count as ‘beneficiaries’ of the project were outlined in the ‘Area of Impact’ question in section 1.   A beneficiary does not have to be one of the people who are directly applying for the LEADER grant – they just need to be directly gaining something positive from the proposal.  You should set out who will benefit (for example, arable farmers), and how many businesses or people are expected to benefit.  (You do not necessarily have to specify numbers – for example you could state that ‘arable farmers within 10 miles of Kettering’ would benefit).

Please note that just because projects state they will have a wide area of impact does not necessarily mean that they are more likely to receive funding.   

You should also set out whether there are particular groups of people who may be adversely affected by your proposals.  Examples might include local residents affected by increased traffic or noise, or perhaps a fishing club downstream if you intend to construct a reservoir.  Do not include potential competitors in this section, as this is covered within the next question.  

Impact on Competitors

NREAG needs to ensure that it is not supporting projects that will impact negatively on existing businesses.  For example it might not wish to fund a farm retail project if there were already three farm shops within a five mile radius.  The applicant needs to prove that the project will not simply ‘displace’ activity from elsewhere.  

Give Details of Your Local Competitors

You local competitors will be those in your target market.  This will vary from project to project.  For example a horse livery business may only have a market with a 5-mile radius.  But a major grading and packing operation will be in a regional market (if not national).  You are not expected to make an exhaustive list of every single other business that could potentially be considered to be in the same market segment.  You are required to make a judgement and give details of those that could be directly affected by your project.  

If you consider there are no businesses already operating in your target market please state this.

Explain What Differentiates Your Product/Service from Those of Your Competitors

It may be possible that you will be operating in the same market as existing businesses, but are planning to serve a different segment of that market.  For example there may be lots of DIY livery stables, but none offering full livery.  Similarly, there may be already a local farm shop offering meat products, but you plan to stock fruit and vegetables – in this case the two businesses may even be complimentary in bringing custom into the area.    

Explain What Effect Your Project is Likely to Have on These Competitors

If you begin producing a product or service, then the obvious effect on someone already selling into that market will be negative in terms of sales volume or price.  However, this does not necessarily have to be the case.  If your research has indicated that the market is currently undersupplied, the effect on other businesses may be minimal.  
Describe how you will ensure that the service you are providing will be accessible to all.

NREAG has a responsibility to ensure that it positively promotes the equalities agenda in the projects it supports and ensure that people are not disadvantaged because of their ethnicity, gender or disability.  When answering this question think about the people who may want to use the services that the project provides and consider whether you have made provision for them to do so.  For example, think about how somebody with a physical impairment could access the project site i.e. is there adequate disabled car parking, ramps for wheelchair users?  Remember that this is not only a legal requirement to consider but that considering the needs of all potential customers makes good business sense.
Section 6.
Sustainable Construction

This section deals with construction issues.  If your project does not involve any building work then enter N/A in the box and move on to section 7.

Please note that you need to have acquired full planning permission for any development before applying for LEADER funding.

Set out how new buildings or refurbishment will ensure the environment is protected and the BREEAM rating the building will have?

All projects that receive financial support from NREAG and involve construction works of any sort or scale will be required to meet a mandatory set of performance standards that go beyond building regulations.  These standards are drawn from the Office of Government Commerce's Common Minimum Standards - http://www.ogc.gov.uk/construction_procurement_common_minimum_standards_for_the_built_environment.asp and have been adapted for use by all of the English Regional Development Agencies.

 

These standards deal mainly with the achievement of an excellent BREEAM assessment - or equivalent assessment method - for new buildings and very good for refitting and refurbishment projects.  All costs associated with meeting these standards are to be met within the project funding package.  Only in exceptional circumstances will a lesser standard be accepted. 

 
Please access the BREEAM website at www.breeam.org for further information. Your architect may also be able to advise you on sustainable development and applying the Building Research Establishment Environmental Assessment Method.  
Section 7.
Risk Assessment

All projects carry an element of risk and very few undertakings go completely to plan.  It is not pessimistic but realistic to plan for unwanted eventualities.  There are almost an infinite number of risks that could apply – we only want you to identify the most important ones and then set out how they will be dealt with within the project planning.  NREAG is looking for evidence that applicants have considered what could go wrong with the project and have prepared for it.  

What is likelihood of cost overruns and how is it proposed these are managed?

This question asks you to focus specifically on financial risks.  These can often have the biggest effect on the successful completion of a project.  Think through questions such as: Are the financial resources in place to see the project through?  What is the likelihood of the project over-running on cost, and what would the overall financial effect be?  Are the cash flow calculations robust?  Is the project highly-borrowed and what will be the effect of changes in interest rates on the viability?   

What impact will variations in funding or timescale have on the project?

Here outline what would happen if the funding for the project did not come through on the schedule you have planned.  How would this impact on the project and what contingency plans are in place.

Similarly, what happens if the completion of the project is delayed.  For example, will buildings and equipment be ready on schedule, and will everything work as planned?  What effect will this have on the costs and the revenues of the project? How will such risks be managed?

What other potential risks are there to your project?  How do you propose to manage these risks?

Other than financial risk it may be helpful to think in terms of other broad categories of risk.  Please outline the main factors that could pose a risk to the successful completion of your project and what will be done to mitigate the effects;

· Market – what if the market for your product or service changes?  Will you be able to sell as much as you plan, at the price you want?  Is the market volatile, or seasonal, making planning difficult?

· Production – can you physically produce the product or service you plan?  What about unpredictable events like weather, breakdowns, staffing problems, fire or theft?

· Personal – does the person(s) managing the project have enough time to devote to it?  Do they have the experience to drive a successful project?

· Institutional or Legal – will changes in the taxation or regulatory regimes have an impact on the viability of your project?  

How have applicable statutory consents been considered during the project’s development?

One particular institutional or legal risk you need to cover is the need to have the correct statutory consents.  These are in addition to any Planning Permissions you may require.  This could cover areas such as Waste management, Food hygiene, Fire regulations, Environmental consents etc.   You will need to either attach copies with this application or provide details of any you are in the process of obtaining e.g. the Environment Agency, Natural England, Food Standards Agency, local authority etc. If your project does not need any additional consents put N/A in this box and move on to the next question.
Section 8.
Delivery Arrangements

How will the Project be Delivered?  Detail the project management and financial controls which you propose to put in place?  What elements will be monitored?  How, when and by whom?
You need to demonstrate that you have the necessary management in place to make the project a success.  

Please indicate the person or team who will be in charge of managing the project on a day-to-day basis.  (You will be asked to provide evidence of their experience in running projects within the supporting evidence to your application).

List the name of anyone else involved with the project and what their role will be.  This covers professionals and advisors – for example, project managers, architects, business consultants, accountants etc.  What is their relevant experience?  What are the contractual arrangements with these parties, including the tender procedures you intend to apply to the procurement of such assistance?

What financial controls will be in place – for example will separate accounts be prepared for the project? Will this be done on a monthly/quarterly basis? And will they be regularly compared with a budget for the project?  Who is responsible for this and what processes are in place to correct the project if it going off-track?

There may be non-financial indicators that you are planning to monitor – for examples throughput volumes, construction phases etc.

For very large-scale or complex projects, NREAG will usually be looking for an Evaluation Plan.  This involves, at the end of the project, looking back and seeing what went wrong and what went right with the implementation of the plans.  It allows all parties to learn from the experiences of the LEADER Grant programme, and help future applicants’ projects go more smoothly.  NREAG will set out in the Offer Letter whether an Evaluation plan will be required.  It is the Applicants responsibility to bear any cost involved in undertaking this within their budgets.  

Project Timescale / Milestones

This section asks you to lists some of the key ‘milestones’ towards the completion of your project, and estimated dates that they will be achieved by.  In answering this question you should have regard to the overall Project start and end dates that you entered in section 1 and the timings of some of the outputs you put in section 2.  

Note that these milestones will form part of your LEADER Offer Letter and you will be monitored on their performance.  

Unlike the ‘outputs’ detailed in section 2, this section is not asking you to set out what the project is going to finally achieve, instead it is looking for the steps on the way to that end point.  

For example, for a building project the milestones may look like this;

Ground-broken, foundation work commences
10th May

External works completed, building watertight
15th August

Fitting of internal equipment finished
end Oct

Production tests begin
mid-Nov

Full production achieved
mid-Feb

Communications plan – Provide details of any PR and Marketing activity planned?

Some projects will benefit from publicity – these will usually be the ones where a product or service is being marketed.  If your project involves any such activity please give details of what is proposed.

Section 9.
Future Activity

How will the project continue after LEADER funding ends?
NREAG wishes to fund projects that will continue to contribute to the rural economy of the North Notts for a considerable period.  Although grant funding is often useful in providing start-up funds to get projects off-the-ground, the eventual aim must be for the enterprise to be able to be self-sustaining.  

In this section you should explain how your project will be sustained after LEADER funding ends.

Please also include any plans you may have to develop the project further in the future – i.e. further growth. You may wish to link this in with figures contained within your Business Plan.

Section 10. Supporting Information 

Please include, with your application, a minimum of the following information;

1. Full Accounts for your business for the last 3 years

2. A Business Plan for the project

3. Three quotes for each element of cost within the project

4. Evidence of relevant Management Experience 

5. Two copies of any plans, architects drawings or photographs
6. You should also include anything else you feel is relevant

Business Accounts

For applications from a single business we will require three years’ worth of audited accounts for that business.  If the business has not been in operation for three years you must make this clear, and provide alternative evidence of the trading record of your enterprise.

It is recognised by NREAG that, for collaborative projects, a new organisation may well be set up to, which by definition will have no trading record.  In these circumstances it is the responsibility of the applicants to demonstrate that their proposed project has sufficient financial backing.  This may include evidence of lending facilities being in place (e.g. a bank letter), or businesses with an established track-record providing firm financial cross guarantees to the new enterprise

NREAG retains the right to reject grant applications where applicants have failed to demonstrate an ability to see the project through to delivery, and beyond. 

Business Plan

You should provide a fully costed business plan for your project.  This will explain the project in detail, and contain a breakdown of the expected revenue and costs associated with the project.  

NREAG will usually be looking for a budget to be provided showing the financial performance of the project for the next three years.  A cash flow analysis of the project should be included.

A proforma Business Plan is included with this guidance in Appendix 1 – this shows the headings that need to be considered as part of the business planning process.  This is only a guide however, and not be taken as definitive.  As long as the Plan is clear and shows sufficient detail to enable NREAG to judge the project, then any format is acceptable.  Advisors may be useful to help you draw up a Business Plan but costs associated with this will not be considered for grant support.

Quotes

For each cost element within the project we require three independent quotes to be submitted.  It is acceptable that one or more of the parties involved in application, or someone connected with one of the applicants (e.g. a family member), can also submit tenders for the work.  However, such quotes have to be in addition to the three independent estimates.

In some, very limited circumstances, it may not be possible to provide three independent quotes.  We require you to provide good reasons why this may be the case.  

Where costs are estimated, an explanation as to the source of this estimate must be provided.  Please note that it is not sufficient to document that this is based on previous experience without giving details of the estimation process. 
Management Experience

In section 8 ‘Delivery arrangements’ you were asked to outline the people who would be in charge of managing the project.  Within the supporting information you supply please give details of their relevant experience.  This may include CVs or any other evidence that demonstrates management capability. 

Copies of Plans / Architect Drawings

Please provide two copies of any plans, architect drawings or photographs that may used to support your project. (One copy will be kept for our records, the other will be included in the Grant Offer Letter should your project be successful)   

Other Information

Please include copies of any other information you feel may be useful for NREAG in assessing the application.  This should include letters from lending institutions, copies of planning permissions, licences or any other consents etc.

Section 11. Checklist

Work through the Checklist to make sure your application is complete. NREAG will not be able contact you to collect additional project specific information which has been omitted from the application. For example, if you refer to documents such as published statistics or letters of support, please make sure that copies of that information are available with your application.  Failure to do so may result in your application being unsuccessful and therefore you are advised to check that your application is sufficiently detailed. 
Section 12. Equal Opportunities 

NREAG is committed not only to its legal obligations but also to the positive promotion of equality of opportunity in all aspects of its work. Discrimination will not be tolerated in treating any individual less favourably than others on grounds of race, gender, nationality or ethnic or national origin, religion, belief, sexual orientation, disability or part-time employment status.  
Please read the equal opportunities statement on the application form and tick the box to confirm your acceptance.

Section 13. Declaration and Submission

Email completed forms to nreag@bassetlaw.gov.uk The electronic version should be submitted without signature but NREAG require signed hard-copy to be posted to:

Jim Burley

LEADER Project Manager
Charter Suite
Retford Enterprise Centre

Randall Way

Retford

DN22 7GR

The signatory to the form should be the same as the main contact named in section 13.  This person will be the contact point between NREAG and the project.  Enter the signatory’s position and the date on which the declaration was made.

If the supporting documents are in electronic format (or can be scanned) these can be submitted along with the electronic Full LEADER Application form.  Otherwise all supporting documentation should be included with the signed hard-copy of the application form.

What happens next?

Once NREAG has received your completed Full LEADER Application form, you should be notified of your application’s success within 6 weeks unless your project is in excess of over £1m grant funding. In such cases, it will take up to 90 days to process. If you do not hear back within this time please contact NREAG at 01777 712715 or  nreag@bassetlaw.gov.uk
If your application results in an offer for LEADER support, NREAG will issue an Offer Letter and invite you to attend a Project Start Up meeting. This is an opportunity for the applicant to meet their Project Manager and discuss NREAG’s post grant processes.
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