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Organisation achievement record
Version Control

	Version
	Date
	Author(s)
	Comments

	1
	February 2009
	Martin Haindl
	


Authorisation

	Approved by
	Approval Date

	Andy Luff
	Feb 09


	This form will enable you to establish an overall record of the companies assisted by your project.  It should be used to gather information about individual companies at the outset of assistance so that you can monitor progress and measure the achievement of outputs and results.




	General details:

Organisation / company name: 

Name of ERDF funded project:

ERDF project reference: 

Name of organisation providing the assistance:




	Total value of assistance given: £
Total value of ERDF contribution: £


	Agreed objectives for the assistance provided 



	Detail of activities as described in definition of outputs 

	Target achievement date
	Duration of assistance

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	Assessments

	Date of assessment
	Progress towards objectives discussed
	Target achievement dates reviewed
	Additional requirements considered
	Organisation’s initials
	Reviewer’s initials

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	Actual Results Achieved
	Total

	e.g. Number of FTE employees at outset of assistance:
	

	Number of FTE employees at end of assistance:
	

	Increase in number of FTE employees:
	

	Turnover at outset of assistance:
	

	Turnover at end of assistance:
	

	Increase in turnover (£):
	


Equality and Diversity - Please qualify the ownership of the business receiving support as one of the following (ownership equates to at least 51% shares)

	Male
	Female
	Black or Minority Ethnic
	Disabled


	Organisation declaration:
I declare that the details given on this form are true to the best of my knowledge and I agree that the objectives reflect my organisation’s needs.

Signed:

                                                                          Date:

	Assessor’s declaration:

I confirm that the organisation’s needs have been assessed and we have agreed an appropriate course of action.

Signed:

                                                                           Date:


Guidance notes: Organisation’s achievement record

General details

Please fill in the following details.

Organisation’s name.

Name and reference number for the project 

Value of assistance

Please indicate the total value of assistance provided (including staff time) and the ERDF contribution.

Agreed objectives

What is due to be achieved as a result of the assistance provided?

Number and detail of activity outputs
Please list the type and the duration of the activities as detailed in the outputs definitions stated in the offer letter. 

Assessments

An important part of the project will be on going assessments of progress towards the agreed objectives. The form should be used to record that these have taken place. Other documents may be used to record the full details of the assessment.

Results

In order to measure the success of the project it is essential that you give accurate figures for totals achieved. For example, these could relate to the number of people employed by the organisation, and specifically to any increase over the life of the project.  Please express these as full time equivalents.

Turnover should be given as the annualised level of sales in £s, at current prices, and excluding VAT.  Pleas note that failure to provide this information will mean that the organisation is unable to participate in the project.
Please list the results achieved as detailed in the results definitions stated in the offer letter 
Organisation Achievement Record, version 1, approved


