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Projects funded by the European Regional Development Fund will be subject to in depth monitoring by the ERDF Team at EEDA. The purpose of monitoring is to verify that the project is being delivered in line with the terms and conditions set out in the Offer Letter, to verify that the project management systems comply with the relevant EC regulations and to provide advice and guidance on the day to day management of projects. Therefore, all projects will receive a minimum of three site visits as part of the monitoring process. These are:
· The Project Engagement Visit, which takes place after you have signed the Offer Letter and returned it to EEDA.. This visit will take place no later than four weeks after the Offer Letter has been returned. The purpose of this visit is to explain your responsibilities as a project manager, to clarify the ERDF regulations stated in the Offer Letter, to confirm the overall aims and objectives of the project and to verify that the project has the capacity to deliver these objectives. This visit will also provide you with an opportunity to clarify any issues of concern you may have.
· The Progress and Verification visit, which takes place at least two months after the project has commenced. The purpose of this visit is to verify the information provided in the claims you have submitted, to confirm that you have complied with the ERDF rules and regulations stated in the Offer Letter and to establish whether you have sufficient audit trails in place to demonstrate the compliant delivery of the project. Non availability of the relevant documentation may result in the claw back of some or all of your ERDF allocation.
· The Final Visit, which takes place on completion of the project to verify total project expenditure and to verify the final outputs and results.
· It should also be noted that additional ad hoc visits may also be arranged to discuss any ongoing issues of concern. 

A TO Z OF ERDF PROJECT MANAGEMENT
It is therefore extremely important that you familiarise yourself with the following `A to Z` list of project management issues. The purpose of this list is to highlight the key regulations and issues that you must be aware of when managing a project funded by the European Regional Development Fund. The following list provides a brief summary of these issues. For more detailed guidance you should refer to `The Introductory Guide To Managing An ERDF Project` and `The Programme Prospectus.` These documents are located on the EEDA website, which also includes links to other sources of 
information. Alternatively you can contact the ERDF Monitoring Team on 01223 484 523.

ASSET REGISTER

You must set up an inventory of assets recording items exceeding £5,000 in value funded by ERDF. Any profit resulting from the sale of these assets will result in a request for the proportionate repayment of ERDF. An acceptable depreciation methodology must be applied to these assets using recognised market rates. Assets include “fixed assets” which are land or buildings, plant, machinery or other items that are to be fixed to any land as part of the project, and “major assets” which are other assets which do not fall into the “fixed asset” category.
AUDIT REQUIREMENTS

Your expenditure on the project will require an audit after total project expenditure has been defrayed. You must appoint an independent auditor to undertake this task and must submit a statement of grant expenditure to your auditor and send a copy to EEDA. The final 10% of your grant allocation will be withheld until this process has been completed.
CHANGES TO THE PROJECT

The following changes must be agreed in advance by EEDA in writing:

· any change that alters the nature of the project;

· significant changes to the expenditure profiles and indicator targets stated in the Offer Letter. A revised Offer Letter must be issued in instances where there is more than a 10% annual variation between forecast and actual expenditure profiles and/or indicator targets;
· any change to the project’s use, its financing or ownership. 

Failure to notify EEDA of significant changes may result in the recovery of some or all of your grant allocation.

CROSS CUTTING THEMES

These relate to equality of opportunity and environmental sustainability. All projects funded by ERDF must be able to produce evidence to show how these 
themes have been incorporated into the project activity. For further information please refer to the `Programme Prospectus.`
CLAIMS

· ERDF claims must be submitted to EEDA on a quarterly basis and must be sent within 20 working days of the end of the claim period. Monthly claims can be submitted providing that you have formally agreed this with EEDA. EEDA will process claims no later than 40 working days after 
receipt of the claim, although the aim is to complete this process within 14 working days 

· Claims can only be for defrayed expenditure.
· Claims must include a ‘Transaction Spreadsheet’ which lists details of and invoice references for all costs claimed during the relevant period. 

· A Progress Report must be submitted for quarterly periods where no expenditure has taken place. 
DEFRAYED EXPENDITURE

Before you can claim grant, the project costs must have been defrayed.  “Defrayed” is defined as when expenditure has actually been “paid.” For the purposes of ERDF, “paid” is interpreted as actually having left the bank account of the final beneficiary or of the named delivery partner. For example, payment to a supplier for goods or services can only be included in a claim for grant if bank statements for the relevant period demonstrate that the funds have left the account of the final beneficiary or delivery partner.

DELIVERY PARTNERS

If you intend to claim grant for eligible expenditure incurred by others acting on your behalf, you must ensure that you have a legally binding agreement or Service Level Agreement which clearly defines the roles and responsibilities of these delivery partners. If applicable, an agreement should therefore state that delivery partners must retain records of original documentary evidence to demonstrate compliance with procurement rulings and to support any eligible expenditure they may have incurred. The agreement should also state that delivery partners are required to retain documentation and records for outputs and results achieved as a result of the activities they have undertaken. Further guidance can be found in the `Introductory Guide To Managing An ERDF Project.`
DOCUMENT RETENTION
Original documents relating to the implementation of the project and its financing should be retained until the three years after the EC has made the final payment in
respect of the programme under which your project is funded.  The current minimum date for this is 31 December 2025. Documents must be held either as originals or on commonly accepted data carriers.  Commonly accepted data carriers include:

· photocopies of original documents; 

· microfiches of original documents;

· electronic versions of original documents on optical data carriers (such as CD-ROM, 
hard disk or magnetic disk); and

· documents existing in electronic version only.

ELIGIBILITY

You must comply with the EC Regulations on eligible expenditure. Ineligible expenditure can include:
· Money defrayed before the start of the project

· Entertainments

· Reclaimable VAT

· Gifts and donations

· Non taxable benefits

· Contingencies

      Eligible expenditure includes, for example,

· Employers National Insurance Contributions

· Pension Costs

· Redundancy Payments (if included in the employment contract)

· Taxable Benefits (e.g bonus and childcare payments)

For a more exhaustive list please refer to the `Introductory Guide To Managing An ERDF Project.`
FINANCIAL MANAGEMENT
You must keep a clear audit trail for all defrayed expenditure and must be able clearly demonstrate that there are systems in place for controlling and monitoring this expenditure. You must therefore have a system of delegated authorities in place and a process for recording and identifying the costs you are claiming for. 
INCOME

Projects are considered to be revenue generating when they directly engage in activities which include a provision of services where the users are charged. Project income must therefore be deducted from the total project expenditure because ERDF grant cannot fund activities which can be financed in other ways. It is recommended that you seek guidance from the ERDF Monitoring Team if you have any concerns about how revenue generation will impact on your grant allocation. 
INDICATORS (PROJECT OUTPUTS AND RESULTS)
You must implement systems to record the achievement of the outputs and results stated in your Offer Letter and must retain suitable documentary evidence to support the quality and eligibility of these statistics. A detailed clarification of all indicator definitions can be found in the `Introductory Guide To Managing An ERDF Project` and in the `Programme Prospectus.`
MATCH FUNDING

Match funding must be in place before the start of the project and must be clearly stated in the project application prior to the commencement of the project. Evidence of the receipt of match funding must be retained by the project and will be verified by EEDA as part of the project monitoring process. It should be noted
that private match funding contributed by SME`s must also be clearly stated in the original project application. In kind contributions can make up part of the funding package providing that these contributions relate to donations of land and buildings, and a clear valuation can be made.
OVERHEADS 

In addition to the costs directly associated with delivering the project, some projects will also draw indirectly on the resources from the rest of the organisation. You must therefore implement an apportionment methodology to calculate these costs. It is important to note that these costs must be apportioned against actual defrayed expenditure which directly relates in part to the activity of the project. In other words, these costs cannot be claimed if they would have been incurred irrespective of the project activity. Please refer to the `Programme Prospectus` or `Introductory Guide To Managing An ERDF Project` for information on how to apportion costs.
PROCUREMENT

It is essential that you follow the correct procurement procedures. ERDF grants can be withdrawn if the correct procedures are not followed. If you have any doubt about the application of procurement rules you should contact EEDA and if necessary, seek legal advice. You must ensure that you follow the general conditions of open and fair advertising for contracts and services and must comply with the EC regulations which take effect if a contract exceeds a certain value. It is essential that you keep a clear audit trail for all procurement activities. Please refer to the `Introductory Guide To Managing An ERDF Project ` for further information, although you should also seek additional guidance if necessary.
PUBLICITY

You must ensure that your project complies with strict EC publicity regulations and must therefore make sure that you include the appropriate logos and strap line on:
· Billboards

· Promotional literature 
· Letterheads

· Plaques
· Websites

Please refer to the `Introductory Guide To Managing An ERDF Project` for further guidance. You can download the EU logo at http://ec.europa.eu/regional_policy/sources/graph/embleme_en.htm
SALARIES
Staff salaries are an eligible cost providing that you only claim for the actual time spent on the project by the relevant staff. These costs must therefore be supported with
· Timesheets 
· Payslips

· Formulas for calculating hourly rates where the staff in question do not work full time on the project 

SMEs (SMALL TO MEDIUM SIZED ENTERPRISES)
Companies participating in ERDF projects must qualify as small to medium sized enterprises (SMEs) to be eligible for support. To be classified as an SME, a business must have either a balance sheet not exceeding Euros 43 million or an annual turnover of no more than Euros 50 million, and must employ less than 250 people. If other firms are involved in the ownership of the company, as a general guideline, these firms must not own more than a quarter of the company in question. However, the issue of third party ownership can be complex and further advice should be sought.
STATE AIDS AND DE MINIMIS 
European Community (EC) rules on State Aid limits the support which may be          provided from public funding to assist projects involving the commercial sector.

State aid rules can be complex and ERDF is governed by the rulings on General Block Exemptions and by the de minimis ruling which states that
· aid must not exceed €200,000 per SME in the last 3 fiscal years.

· such aid must be cumulated with other de-minimis aid (from all other local, regional and national resources) up to the €200,000 limit
· SME`s may be assisted many times, provided the ceiling is not breached: EEDA will monitor this to establish how much aid has been received to date.
It should also be noted that

· There are a number of funding measures available to public bodies which benefit from the State aid safe harbour (automatic approval process) provided by a State aid general block exemption .
· aid received by SMEs from notified and approved schemes does not count towards the de-minimis ceiling.

· SMEs which fall under sectoral restrictions (agriculture, ship building, steel, motor vehicles, fisheries, coal and synthetic fibres), cannot receive de-minimis aid.
An SME eligibility template is included in the `Introductory Guide To Managing An ERDF Project` and includes a section for recording aid received. It should be noted that the provider of de minimis aid is responsible for ensuring that the recipient does not exceed the de minimis threshold.
VAT

Recoverable VAT is not an eligible cost for ERDF. You must check with HM Revenue and Customs if you are unsure of the VAT status of your project activities.
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