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You have been sent a copy of our document the Financial, Monitoring and Administrative Arrangements for NRF 2006/07 and 2007/08 which outlines the conditions that applies to your NRF funding. 
These Project Guidelines explain in further details how these arrangements work in practice, for example, how to fill in the various forms.




1. SUMMARY
A summary of the information we require from you – for further information please see the relevant section:

Financial Information: You must complete an NRF Claim Form and send it to us with a claim breakdown sheet, evidence of spend and an invoice.
Monitoring & Progress Information: You must complete the brief NRF Progress Report and the full Monitoring Form and send it to us with your Claim Form and Breakdown Sheet .

The NRF team will carry out a monitoring visit and may request ad-hoc information about project progress.

Changes to project proposals:  NRF spending should relate STRICTLY to the project proposal.  You should tell us about any changes to proposed activity and you may have to get formal permission for this. 

NRF Project Workbook:  This contains your NRF Forms, you should email this to us once all the forms have been completed, ie Claim Form, Breakdown Sheet and Progress & Monitoring Form.



2. CHANGES TO PROPOSALS


Your project received funding based on the project proposal submitted – you MUST therefore spend funding as per this project proposal however, you may, in some circumstances be able to make alterations to the proposal as below:

Minor changes to your proposal  (that do not affect the overall aims of the project): 

Please contact us to discuss this in the first instance.  The NRF Team will make a recommendation to the Chair of the LSP Board if appropriate.  

Major changes to your proposal (that affect the overall aims of the project):  

Decisions about major changes to project proposals need to be approved by the LSP Executive and Board.  This is a longer process so you should contact us as soon as you are aware that this situation may arise.

Please note: You must ask us BEFORE making changes to your proposal or spending funding on something not in your proposal, otherwise we may be unable to accept your claim.





3. PENALTIES AND DEADLINES 

Your Q2 Claim Form, Breakdown Sheet and Progress & Monitoring Form (as described above) must reach us by the following deadlines.

Quarter
Deadline 
Q2: ending 30th Sep
23 Oct 2007

We reserve the right to impose a financial penalty for late or incorrect / incomplete forms.


 

4. NRF PROJECT WORKBOOK

The NRF Project Workbook contains the forms you need for NRF.

4.1 The NRF Project Workbook is an Excel Spreadsheet, the forms on it are on different pages or ‘worksheets’.  You can move between the worksheets by clicking on the ‘tabs’ at the bottom of the page. 

4.2 When you first open the document you will see the ‘HOME’ sheet, please fill out the details on it, these will be transferred to the other sheets/forms in your workbook.
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4.3 You should then save the workbook using the following filename: 

 “Y7” and “Project No”, eg “Y7 YPA10”
4.4 Complete the required forms and save and email the workbook back to us.
4.5 To use this workbook you need to ‘enable’  Macros, these are mini programmes within the workbook.  Go to ‘Tools’,  ‘Options’, choose the ‘Security’ tab, select ‘Macros’ and chose ‘Medium’ security. This enables you to choose whether to allow Macros each time you open a spreadsheet. Please call the NRF Team if this is a problem or contact your IT Administrator.

4.5. This workbook is password protected – you can only enter data in the YELLOW boxes

5. FINANCIAL INFORMATION:  Slippage & carry forward

5.1 Limitations on spend: The NRF Team must ensure that the NRF budget for the year is spent and aim to identify any slippage at an early stage


If you are likely to underspend, the money may be clawed back but this is only done after consultation with Project Leaders. 
5.3 If I don’t spend funding – can I carry it forward to the following year?

NO, funding must be spent and activity taken place by the end of September, 2007.
6. FINANCIAL INFORMATION: 

Claims & invoicing

As the ‘Accountable Body’ for NRF, Great Yarmouth Borough Council has to be able to account for NRF spending.  It must be able to show how much NRF has been spent and prove that it has been spent appropriately.  We use the system of NRF Claims for this process; this is also the means by which you claim your funding.  Claims enable us to keep track of NRF spend and are used in order to report quarterly to Government.
6.1 Important things to remember about how to claim
· You must submit an NRF Claim form by the deadline above, (see section 3).  Even if you have spent nothing, you must still submit a Claim form showing NIL spend. Failure to submit your Claim form may result in financial penalties.
· Any spend must relate to the quarter in question, ie Q2 July-Sept 2007 unless otherwise agreed by us e.g. if the Claim is for Quarter 2, spend must have taken place in Quarter 2.  


· Any spend must relate to your NRF project proposal – you may only spend NRF on what you have put in your project proposal.


· In respect of staff costs, we will accept the relevant payroll extract showing actual staff costs involved or a signed letter stating what the costs were, counter-signed by the holder of the post involved.

· You must itemise your spend by using our Breakdown Sheet with your claim.

· External organisations should raise an invoice in arrears to recover costs involved during that quarter.  This should be sent in with the NRF Claim form.  It may be possible for small voluntary organisations to receive quarterly payments in advance, please contact one of our team to request this.

· Important
Your invoice must be made out to ‘Great Yarmouth Borough Council’ and should state it is for NRF, please also give the project reference number and project title.

· Projects run by Great Yarmouth Borough Council - you will have NRF costs incurred automatically credited to the appropriate budget code in arrears. Please ensure you use the correct NRF budget code(s) for any NRF expenditure.  Remember you still need to complete an NRF Claim form showing how funding has been spent.  

It is sufficient to provide your breakdown sheet cross-referencing to any evidence through financial codes/invoice numbers.  You should liaise with your service accountant regarding this matter.
6.2 Submitting Your Claim 
Claim Form – How to complete on a quarterly basis

Funding is claimed quarterly in arrears by submitting your NRF Claim form.  Your Claim form is in contained in your NRF Project Workbook. It should be completed, printed and returned to us in hard copy. 


You should also submit your invoice, as described above, for the amount for which you require payment together with any evidence of spend, i.e. 3rd party invoices,etc.  (Great Yarmouth Borough Council run Projects do not require an invoice)

Breakdown Sheet – How to complete on a quarterly basis Spending must be 
broken down and itemised on a separate sheet and the NRF Team has devised a simple Breakdown Sheet for your use. 
This again must be completed, printed and returned to us in hard copy with your Claim form. 

All Breakdown sheets must have the relevant items of evidence, e.g. 3rd party invoices, receipts, etc, attached.  Each item of evidence should be numbered according to the reference number you give in the Breakdown sheet.  Please try to ensure all evidence is submitted in correct numerical order which will act as an ‘easy reference guide’ for us and help us to process your claims more quickly.

7. REPORTING PROGRESS AND MONITORING IMPACT

Why do we monitor?
7.1. In order to provide Annual and ‘ad hoc’ reports to Government including the following:
· How the Neighbourhood Renewal Fund is used
· The impact achieved
· The contribution made towards mainstreaming i.e. bringing about long-term changes in mainstream (or public) services so that they better meet need in the deprived neighbourhood and so that partners work more effectively together. 
· The achievement of floor and other deprivation-related Public Service Agreement (PSA) targets and targets contained in the LNRS;
7.2. In order to report to the LSP as follows:

· As part of the Performance Management Framework, which includes items above

· Updating the various groups on the LSP 

· More informally through newsletters.

7.3. We also ask that you monitor your activity since NRF is about finding new ways of delivering services  – it is important that you think critically about how any new approach to a service is working and that you can demonstrate this to mainstream service providers or potential long-term funders.
8. REPORTING PROGRESS AND MONITORING IMPACT: What we require

8.1 Progress Report:
This report is a chance for you to explain in your own words what is happening with your project.  This form will be forwarded quarterly to the LSP Group that awarded you funding so they can discuss your project in terms of:

· Any achievements / good practice or evidence of joined up working
· Any problems / delays you may be having.  

The LSP Thematic Group ‘Leads’ that met to discuss this issue were keen that space was provided for you to ask for any help partners can provide, demonstrating the commitment within the LSP to joint working, please use this space if you need to.


8.2 Monitoring Report: 
We will ask you for the following information which you must provide:

· Outputs:  Progress on delivering outputs described in project proposal. 
· Outcomes / indicators: Progress against the indicators in your projects proposal. What effect this activity has had and how it has contributed to meeting Government Floor targets (or other local target).  What evidence there is for these outcomes for example, giving us statistics, pictures, data, the results of surveys or any evaluations.
· Mainstreaming / sustainability: What actions you have taken regarding sustainability and what progress there is regarding the mainstreaming or sustainability of the project post NRF.

· Success Stories / Good Practice:  Any particular examples of successes or good practice you can share with us 

· Barriers:  Whether you have encountered any particular difficulties or obstacles undertaking this work. 
9. OTHER

NRF, the LSP and their Logo’s:
NRF was awarded by Great Yarmouth LSP. Great Yarmouth Borough Council is the ‘Accountable Body’ for NRF, this means that it is charged with administering NRF by the Government. 

The LSP is an overarching partnership in Great Yarmouth aimed at ensuring agencies work together  (this includes both voluntary and statutory agencies) and that the community sector has an input into service delivery.

People sitting on the LSP do this as well as their main jobs and many give up their time voluntary. In order to ensure that the important work done by the LSP is recognised, please therefore mention both the LSP and NRF when you can and where it is appropriate e.g. there is any publicity about your activity.  Please  also use both logos where you can - these can be found in your NRF Project Leaders Workbook.
www.gylsp.org.uk
Website for Great Yarmouth Local Strategic Partnership.  The site gives details of both LSP and NRF activity and links to websites such as  ‘Renewal.net’ (evidence based examples of good practice in Neighbourhood Renewal) and the Neighbourhood Statistics site. 

Healthy Lifestyles:

The LSP Executive has approved a request from the LSP Health Partnership that all NRF projects should aspire to encourage healthy lifestyle choices where possible, this would include, for example, healthy eating and smoking cessation.

Any questions about this can be directed to the NRF team who will forward them to the Health Partnership.

Camera Loan: A good quality digital camera is available for loan for the recording NRF projects
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You must send us the following by the above deadlines





Quarterly:	





NRF Claim Form: Hard copy of claim (even if spend is NIL) with a breakdown of spend and supporting evidence


Progress Form & Monitoring Form: hard copy.


Workbook: Email the workbook back to us





.











NRF Team Contact Details:











Rachael Darnell	


NRF Manager	


01493 846178	


� HYPERLINK "mailto:rcd@great-yarmouth.gov.uk" ��rcd@great-yarmouth.gov.uk�





Sandra Goodrum	


NRF Support Officer:	


01493 846120	


� HYPERLINK "mailto:sdg@great-yarmouth.gov.uk" ��sdg@great-yarmouth.gov.uk�








Address: NRF Team, Great Yarmouth Borough Council, Trafalgar House, Hall Plain, Great Yarmouth, Norfolk, NR30 2QG





NOTES:





Please:


Avoid jargon and abbreviations


Provide supporting evidence e.g. statistics, photos, leaflets, survey results (by email or as hard copy).


Keep your information succinct and to the point





Great Yarmouth


Neighbourhood Renewal Fund





Guidelines 2006-2008





What you can’t do without permission through a ‘variation’:





Spend £1,500 on new carpeting and a cupboard for the classroom


 


Spend £3,000 on stationery





Decide to deliver the course by distance learning.  Buy a laptop because you think you might have some money left at the end.





Spend £1000 revamping the kitchen in the facility because it is important that everyone has a cup of tea when doing their course.





What you can do:





Allow small fluctuations between budget headings where it is reasonable and ties in with the aim of the project  e.g. spending £250 extra on materials and £250 less on rent – you must talk to us first if you think this might happen.





If the tutor started later in the year you could ask them to do extra hours delivering the course in Q2 for example, or pay someone else to deliver extra hours because this is what you have been given the money for.





What does this mean in practice?


Suppose you had the following funding to deliver courses to a group of people: 





Tutor salary	£20,000


Stationery / materials	£1,000


Rent 	£3,000

















SUMMARY: Submit by deadline:





Great Yarmouth Borough Council 


Claim


Breakdown sheet 





All Other Organisations:


Claim


Breakdown Sheet


Evidence


Invoice





Even if you are not claiming funding you must submit a claim form showing NIL spend














\\LECTER\HouNeeds\HOUNEEDS\Housing Policy\NRF Team Folder\NRF\Forms etc\Project leader folders\NRF Project Leader Guidelines Yrs 6 and 7.doc   May 2006 
Page 8 of 8

