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Project Engagement Initial Visit Form

Version Control

	Version
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	Author(s)
	Comments

	4
	October 2009 
	Martin Haindl
	Amended to include changes to rules on in kind match funding


Authorisation

	Approved by
	Approval Date
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	October 2009


PROJECT  REF- …………………………………………………………………
DATE OF VISIT …………………INTERVIEWEE……………………………
Project Delivery (to be completed by project Applicant)                                                                          
	
	Question
	Response

	1
	Who wrote the project application? 

Will this person be involved in the management of the project?
If not, who will manage the project? Are they members of the Applicant organisation?
Is the project therefore based on an existing function of the organisation?
Has the project been subcontracted to another party to manage?

If the project has delivery partners, is there a Service Level Agreement in place?

Will other organisations be holding records on behalf of the project?

	

	2
	Has the project management team received the appropriate level of ERDF training?

If not, how will staff be informed of the ERDF requirements in the Offer Letter?

Is there an organisation chart for staff working on the project?

Has the organisation structure changed significantly since the submission of the application?

Are there job descriptions for these posts?
	

	3
	Will the project be claiming for the salary costs of any staff working part time on the project?
Is there a method in place for recording time spent on the project?
	

	4
	Has there been an unforeseen delay to the start of the project?
Will this delay have any implications for expenditure forecasts and scheduled completion dates?

	

	5
	Do the current objectives of the project still correspond with the original application? 

	


Project Management Systems (to be completed by project Applicant)
	
	Question
	Response

	1
	Is there a clear set of financial controls in place?
Is there a financial policy or official guidelines?

Describe the systems in place for controlling and monitoring project expenditure, including the checks made to ensure that expenditure has been defrayed and has been allocated to the correct budget heading.
Who will be compiling the claims to the RDA? 
Who will be checking and signing the claim – what is their position in the organisation?

Who will be the authorising signatory?
Describe how expenditure forecasts are monitored against actual expenditure?

How will ERDF related costs be identified? Is there a separate cost code or separate bank account?

Will bank reconciliations be undertaken?
If resources are jointly used with non-ERDF activities, how will overheads costs be apportioned?
Have the overheads costs been identified?
What are the project cost categories? 

Will the project generate income? 


	

	2
	Does the organisation have a document retention policy which complies with the terms and conditions of the Offer Letter?
What methods of storage will be used?
	

	3
	What are the planned outputs and results and have the definitions been correctly understood?

How will outputs and results information be verified and collected?
If applicable, are the appropriate systems in place to evidence jobs created, jobs safeguarded, businesses created, businesses assisted and low carbon construction initiatives created?

Will SME beneficiaries be recorded on company enrolment forms?

Will company enrolment forms include confirmation of the SME eligibility status and the type of support provided?  
If relying on information being supplied by a partner/ sub-contractor, how will this be verified and monitored?
How will the Programme cross cutting themes of environmental sustainability and equal opportunities be monitored?
	

	4

	Has the project made plans to fulfil the commitment to publicise the EU contribution to the project? 
Is the Applicant therefore aware of the EU publicity requirements with regard to billboards, commemorative plaques, notifying beneficiaries, and with regard to all other information and communication material?
Please confirm how this will be applied and monitored.

	

	5

	Is the Applicant aware of the need to comply with EC procurement requirements when buying services and supplies?

Is the Applicant aware of the EC procurement thresholds, and of the requirement to publish the invitation to tender in the Official Journal of the European Union in instances where the contract exceeds certain values?
Is the Applicant aware of the need to ensure that, even where contracts fall below the EC thresholds, an adequate level of advertising of the contract must be made in order to ensure the general principles of equal treatment and transparency are respected.

Is the Applicant aware of the requirement to retain all documentation relating to the selection and approval of contracts? 

What elements of the project are therefore due to go out to open tender and what is their value?

	

	6

	Is the Applicant aware of the EC rules on State Aids, and that State Aid issues may also arise where the project involves direct grants to business or directly subsidises benefits through business support schemes?
Has a State Aid Declaration been signed and returned to the RDA if the Applicant is the final beneficiary? 
Is the project operating under a Block Exemption or a notified scheme?

Is the Applicant aware of the obligation under the de minimis rule to notify SME`s of the cash value of any assistance provided and to obtain a signed declaration from SME`s confirming that they have not received in excess of Euros 200,000 public financial support during the last three fiscal years?  (It should be noted that if the final beneficiary is an SME, the State Aid Declaration should be completed by the SME and retained by the Applicant.)


	

	7
	Is the Applicant aware that projects are required to undergo independent audits prior to the closure of the project?
This applies to Local Authority managed projects receiving in excess of £100,00 of ERDF grant and to non local authority managed projects receiving in excess of £20,000 of ERDF grant


	

	8
	Is the Applicant organisation VAT registered?

Is the Applicant therefore aware that reclaimable VAT should be excluded from ERDF claims?
	

	9
	ERDF support can be provided to income-generating projects, though the income cannot be used as match funding.  Any anticipated revenue must be deducted from the total eligible expenditure at the time of the offer of ERDF grant.
If relevant, please therefore confirm that anticipated income has been taken into account.
	

	10
	Is the Applicant aware of the eligibility rules for in kind match funding? Donations of land and buildings are the only eligible types of in kind match funding. Please note that volunteer time is not an eligible cost.

Land and buildings must be independently valued by a recognised industry source.

	

	11
	Please confirm that there have been no changes to the match funding package stated in the Offer Letter.


	


Supplementary Information Required (to be completed by project Monitoring Officer)
	
	Question
	Response

	1
	Have the terms and conditions of the Offer Letter been explained?

Have the Project Specific Conditions been addressed?
	

	2
	Have the Introductory Guide To Managing An ERDF project and associated Guidance Notes been issued?

	

	3
	Have the claim form and audit form been issued and explained?
Is the Applicant aware of the requirement to submit invoice schedules with ERDF claims?

	

	4
	Has the Applicant been informed that 10% variations to expenditure profiles and indicator targets should be reported specifically to the ERDF Project Monitoring Officer?

	

	5
	Has the Article 13 Progress and Verification process been explained and the visit pro forma been issued?


	


Summary Of Recommendations







	Recommendation Issued
	Deadline Date For Compliance
	Outcome

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Monitoring Officer Signature………………………………………………….
Senior Monitoring Officer Signature…………………………………………..

PEV Initial Visit Form, version 2, approved


