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	Date
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	4
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Project Reference……………………………….

Project Name……………………………………..
Project Details

	Project Title
	

	Reference Number
	

	Priority
	


Monitoring Record

	Dates of visit
	

	Project staff seen
	

	Pending actions from previous monitoring visits
	


Project Timeline

	Start Date (offer letter)
	

	Actual Start Date
	

	Completion Date (offer letter)
	

	Actual Completion Date
	

	Implications and action to be taken


	Project and Claim selection criteria



Project Management

	Criteria and Evidence Required
	Items Tested And Findings
	Recommendations Issued

	Management Systems
Are the appropriate project management structures and systems in place? Is there suitable capacity to deliver the project?

Has the project been subcontracted to another party to deliver?
Evidence required:

Organisational structure
Job titles and job descriptions

Monitoring and reporting procedures, including minutes of Board meetings or other management  meetings.
Contract, if  the management of the project has been subcontracted to another party

Service Level Agreement stating the roles and responsibilities of delivery partners 

Appropriate document retention policy and systems to store documents for 3 years after Programme closure (until 2025,) including format of storage and location.
	
	

	Criteria And Evidence Required
	Items Tested And Findings
	Recommendations Issued

	Tendering

and

Procurement

Has the project complied with the EC procurement regulations? Has due regard been given to the  requirement to publish the invitation to tender in the Official Journal of the European Union  where the contract exceeds the thresholds set by the EC?

Please note, where a contract does not exceed the EC procurement thresholds you are still required to follow general conditions of open and fair advertising. You must also ensure that you comply with the requirements relating to the EEDA procurement thresholds 

Evidence required for contracts exceeding EC thresholds:
Call for tenders advertised in the Official Journal of the EU
Acknowledgements issued to tenders

Evaluation criteria

Receipt and recording of tenders

Evaluation of tenders

Selection and approval of tenders

Recording of decisions

Evidence required for contracts below EC thresholds:

Written procurement policy
An appropriate level of advertising of the contract e.g. publication of the contract in the national or local press, in appropriate trade publications and on the website of the contracting authority

Three formal tenders invited if contract exceeds £50,000

Three formal written quotes invited if the contract exceeds £20,000
Two quotes considered if the contract is below £20,000
Evaluations of tenders / quotations and the recording of decisions

	
	


	Criteria and Evidence Required
	Items Tested And Findings
	Recommendations Issued

	Publicity

Has the project fulfilled its commitment to publicise the ERDF contribution to the project, as stated in the Offer Letter?

Evidence required:
Billboards and plaques must include the Community emblem, the name of the Fund concerned, and text stating that the project is part funded by the European Union and the type and name of the operation funded by the ERDF. 
Posters and promotional material must include the Community emblem, the name of the fund and text stating the project is part funded by the European Union. Must also include the strap line “Investing In Your Future.”
Letterheads, stationery, recruitment  material and websites must include the Community emblem, the name of the fund concerned and the standard text.
Beneficiaries must be informed in writing that the project in question benefits from an ERDF contribution.

ERDF funding must also be acknowledged in press briefings
	
	

	Criteria And Evidence Required 
	Items Tested and Findings
	Recommendations Issued

	Outputs and Results
What methods are used to measure and monitor the achievement of outputs and results?
Is there an M.I. system in place to record the achievement of the outputs and results?
Is there suitable documentary evidence to support the quality and eligibility of the outputs and results achieved?

Evidence required:
Company enrolment forms demonstrating SME eligibility criteria, and showing records of the value and type of assistance provided and results achieved.
M.I. summary records for forecast and actual outputs and results
Data in company enrolment forms must also be backed up with the appropriate supporting documentation e.g. jobs created must be supported by contracts of employment or signed statements confirming that the jobs were created as a consequence of ERDF support.
	
	

	Criteria And Evidence Required
	Findings
	Recommendations Issued

	State Aid

Is the organisation aware of the EC rules on State Aid, and that State Aid issues may arise where the project involves direct grants to business or directly subsidises benefits through business support schemes?
Does the project operate under a  block exemption or notified scheme and has due regard been given to this?

If the project falls under the de-minimis ruling, records must be kept of all public financial assistance received by SMEs in the last 3 fiscal years, and this must not exceed 200,000 Euros.
Evidence required:
Whether a block exemption applies (i.e the de minimis ruling is not applicable.)
Where de minimis does apply, that beneficiaries have been informed that  they are in receipt of de minimis aid (i.e the 200,000 Euro ceiling applies)
That beneficiaries have been notified in writing of the value of the ERDF support they are due to receive.
That beneficiaries have provided details of other de minimis aid received during the last three fiscal years and have signed the de minimis declaration form.

	
	


Financial Records

	Criteria And Evidence Required
	Items Tested And Findings
	Recommendations Issued

	Expenditure Management Information Systems
Are the systems used for managing and monitoring expenditure robust?

Is expenditure eligible and has it been defrayed in the correct claim period?
Evidence required:

Written policy document for financial procedures including:
- procedures for monitoring expenditure forecasts against actual expenditure.

- procedures for recording income generated by the project

- procedures for checking that expenditure has been defrayed and that it has been claimed during the correct claim period. 

- procedures for checking that expenditure has been allocated to the correct budget heading.

List of authorised signatories, including delegation levels
Accounting software used for recording  invoices and for breaking down costs into the appropriate expenditure categories detailed on the ERDF  claim form
Whether the organisation is registered for VAT. If yes, recoverable VAT is not an eligible cost.  
Is there an inventory of assets showing items exceeding £5,000 in value funded by ERDF grant? This must state the date of purchase, the price net of recoverable VAT, the description of the asset, date of disposal and sale price net of VAT.
Is there a depreciation methodology for assets purchased with ERDF? The ERDF proportion of the sale price of an asset must be paid in accordance with the recognised depreciation rate.

	
	

	Criteria And Evidence Required
	Findings
	Recommendations Issued

	Project costs

Audit trails to original documentation

Costs  claimed must be defrayed and allocated to the correct expenditure category
Evidence required:
Original invoices

Salary records, including payroll records or other evidence of salary, signed time sheets and methods for calculating hourly rates for each staff member 
A written methodology must be produced to show how indirect costs are apportioned to the project. This must be based on actual costs and original invoices will therefore be examined. The method should explain, for example, the calculation of costs allocated to the project on the basis of head count or office space. 
Bank statements to demonstrate that expenditure has been defrayed during the correct claim period. 
BACs requests to identify individual costs.

	.
	

	Criteria And Evidence Required
	Findings
	Recommendations Issued

	Match funding

Documentary evidence of the receipt of match funding is required, including
Remittance advice
Bank statements

Accounting records
Match funding certificate and confirmation letter

	
	

	Match funding    

in kind 

This is only applicable to donations of land and buildings. Please note that volunteer time is not an eligible cost.

How is this made up? 

Has land or real estate been independently valued by a recognised industry source?

Evidence:

Independent valuations for land, real estate.

	
	


Horizontal Themes

	Criteria And Evidence Required
	Items tested and Findings
	Recommendations Issued

	Equal Opportunities and Environmental Sustainability
All projects are required to demonstrate that they have taken into account  their potential impact on environmental sustainability and on equality and diversity.

Projects must therefore be able to demonstrate that they have proactively sought to address both themes and have implemented procedures to monitor progress.
Evidence required:

Systems in place to monitor progress
Evidence of activities undertaken
Evidence of results achieved
Relevant policy documents

	
	


Recommendations
	Recommendation Issued
	Deadline Date For Compliance
	Outcome

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Project Applicant signature and date……………………………………………………………………………………….
Monitoring Officer signature and date……………………………………………………………………………………..
Project Expenditure Check 

Financial Records Capital Expenditure 
	Claim Number
	

	Claim period
	

	Expenditure categories
	

	Capital total
	


	Invoice Number /reference
	Supplier
	Spend category
	Amount (net)
	Invoice Date
	Payment date
	Comment

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Financial Records Revenue Expenditure – 
	Claim Number
	

	Claim period
	

	Expenditure categories
	

	Revenue total
	


	Invoice Number /reference
	Supplier
	Spend category
	Amount (net)
	Invoice Date
	Payment date
	Comment

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Sample document list

Documents checked during the visit or retained for the EEDA records.

	Criteria
	Sample document
	Comments

	Administrative systems


	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Procurement
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Publicity
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Output/indicators
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Financial records

Horizontal themes
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