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Application Form (Part B)

PEACE III

Priority 1: Reconciling Communities
Theme 1.2: Acknowledging and Dealing with the Past
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Please send completed applications by post to either: 
European Programme                                              Pobal
NI Community Relations Council                            M Tek II Building
6 Murray Street                                                          Armagh Road

Belfast                                                                        Monaghan

BT1 6DN





 Co Monaghan

Alternatively you may email your completed application to:

applications@pobal.ie  or euapplications@nicrc.org.uk 

NOTE 1: PLEASE NOTE: APPLICATIONS WILL BE PROCESSED ON A ROLLING BASIS.  Early application submission is encouraged.  THE CLOSING DATE FOR SUBMISSION OF COMPLETED APPLICATIONS IS FRIDAY 4th MARCH 2011.
NOTE 2: PLEASE REFER TO THE CONSORTIUM GUIDANCE NOTES IN COMPLETING THIS FORM.  These are available on our websites at www.community-relations.org.uk or www.pobal.ie or from our offices at the above addresses.

UNIQUE REFERENCE NUMBER 

This will have been provided to you when you completed and submitted your Part A on-line application form on www.eugrants.org.   Applicants who have not completed a Part A form will be deemed ineligible.
	


SECTION 1

ABOUT YOU – GOVERNANCE ARRANGEMENTS

Name of Applicant or Lead Partner Organisation 

(Refer to Guidance Note from the SEUPB, Background Information - 12 the Lead Partner Principle (www.eugrants.org)  or the Consortium Guidance Note, Section 4, Eligibility)
Address

Town

County

Post Code (For NI only)
Web Address (if applicable)

Contact Name (and Position in Organisation)
Contact Name responsible for financial management of operation
Contact Telephone 

E-mail address
______________________________________________________________________
	Nature of Organisation


	
	Tick
	
	Tick

	Company Limited by Guarantee
Company name/Number:

	 FORMCHECKBOX 

	Trade Union 
	 FORMCHECKBOX 


	Community Voluntary Organisation

	 FORMCHECKBOX 

	Co-operative
	 FORMCHECKBOX 


	Government Department / Agency
	 FORMCHECKBOX 

	Registered Charity 
Please state Charity number:

	 FORMCHECKBOX 


	Other Public Sector Organisation

	 FORMCHECKBOX 

	Other
	 FORMCHECKBOX 


	Is the Applicant/Lead Partner registered for VAT?

(Please note that if registered for VAT you should normally exclude VAT from the project costs.  If you are not registered for VAT please include VAT along with the costs detailed in your project budget.)


	Yes / No
Please provide details:



	Does your organisation have a Tax Clearance Cert?

Please provide details:
	Yes / No


1.1 Staffing 

	Does your organisation employ a manager?


	Yes / No

	Total number of paid staff?
	

	Number of full-time staff?
	

	Number of part-time staff?
	

	Number of volunteers?
	

	Describe the range of Staffing Policies in place?

	


1.2 Board of Management 

	1.2.1

Does your group have a Management Board?  Yes / No

	Name of Board Member
	Name of Board Member
	Name of Board Member

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	1.2.2

How often does the Board meet?

	

	1.2.3

Describe the Board sub-committee structures you have in place and the level of detail they review (if applicable)

	

	1.2.4

Describe the level of duties of the Board.

	


1.3 Corporate governance

	1.3.1

Please provide proof of good corporate governance in place within your organisation.
(for example; management controls, risk management strategies, auditing processes)

	

	1.3.2

Is there a clear segregation of duties between Board members and employees?  i.e. outline how you ensure clear internal accountability. 

	


1.4 Experience of managing funding
This will provide us with an indication of the experience that you have developed in managing large projects with associated complex budget, reporting and monitoring requirements.  Please provide the same information for any grants you have received from Public Funds in the past 5 years.  The Consortium reserves the right to contact any of the funders listed below.
	Has the Applicant / Lead Partner, or any other of the project partners, received previous EU or Public Funding Support in the last five years?
	Yes / No

	(For example: PEACE III; INTERREG III; LEADER+; EQUAL Etc.  Please provide details)

	Funding Organisation
	Funding source
	Amount of funding awarded

€/£
	Reference number
	Project Title

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


SECTION 2

WHO WILL DRIVE THE PROJECT?

2.1 Project management experience
NOTE: QUESTIONS 2.1, 2.2 & 2.3 SHOULD ONLY BE COMPLETED BY THOSE PROJECTS THAT WILL BE DELIVERED ON A PARTNERSHIP/CONSORTIUM BASIS.

	Please state why your organisation has been deemed to be the most suitable to act as Lead Partner for this operation.  We need to know about your organisation’s capacity to implement the proposed project.

	


2.2
Who are your Partners?
	Name of Partner Organsation 
	Contact Name within Organisation
	Organisation Address

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


2.3
The project partnership

	2.3.1

Partnership history:  Please outline the history and nature of relations between the Project Promoter and the Project Partners.

	

	2.3.2

Partnership composition: Describe the composition of the partnership behind the project tell us about the management and decision making structures and the systems you will put in place to make sure the project runs smoothly.  

	


NOTE:  ALL APPLICANTS MUST COMPLETE QUESTION 2.4.
2.4
Board / Steering Committee composition

	Has a specific Board or Steering Committee been appointed to oversee the development and implementation of the project?
	Yes / No


If so, please list the members:

	Name of Board/Steering Committee member
	Organisation they represent
	Position on the Board / Steering Committee
	Area of expertise 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


2.5 
Audited accounts 
	
	
	
	

	
	2007
	2008
	2009

	What is your annual turnover?  
	£/€
	£/€
	£/€

	Are your organisation’s accounts externally audited?
	Yes / No

	Please note, as part of the application process you are required to provide copies of audited accounts covering the last 3 years.


2.6 Financial procedures 
	2.6.1
Please indicate what policies and procedures are in place to ensure good financial management by the Applicant Organisation / Lead Partner.


	

	2.6.2
Does your organisation have a financial procedures manual?  (Please indicate the content)

	

	2.6.3

Are staff suitably trained to implement these procedures?  

(Please describe how and what training is on offer or has been undertaken by staff)

	

	2.6.4

Is financial performance monitored on a regular basis?
(Does the staff present regular financial statements to the Board of Management?)

	Yes / No

How Frequently?


SECTION 3

ABOUT YOUR PROJECT

3.1 Project name

	Title of the project
	


3.2 Timeframe for implementation

	What is the proposed start date for the project?

(estimated month and year)
	

	What is the proposed completion date of the project?

(estimated month and year – no later than 31  December 2014,  refer to Consortium Guidance Note, Section 4, Eligibility)
	


3.3 Project description
	3.3.1 Project Summary 
Provide a brief project summary 
(Describe your project and tell us what your project is aiming to do or achieve in not more than 10 lines)

	


	3.3.2 What are your project objectives?
(Your objectives should be specific, measurable and time-bound statements of what you want to do to achieve your aim and also taking into account of the aim and objectives set out in the Operational Programme for Peace III and the Indicative Actions outlined in the Consortium Guidance Notes, Section 3)

	


3.4 Link with Programme Objectives
PROGRAMME OBJECTIVE:  To reinforce progress towards a peaceful and stable society and to promote reconciliation
	3.4.1
How will your project reinforce progress towards a peaceful and stable society?
Please indicate the areas and/or groups your project will target 

(Refer to the Target Groups and Areas outlined in the Operational Programme for Peace III, available on www.seupb.eu or the Consortium Guidance Notes, Section 6, Peace and Reconciliation Criteria)

	

	3.4.2
Describe how this project will promote reconciliation.  

(You should ensure that the concepts of reconciliation, cultural diversity and equality are incorporated into the objectives of this proposal.   You must clearly demonstrate how the proposed outcomes will address issues of reconciliation/good relations and how the project will improve trust and tolerance)



	


	3.4.3
What are the specific Outputs and Outcomes of your project?

(Outputs are the activities that can be clearly stated or measured and which relate in some way to the outcomes desired.  Outcomes are the eventual benefits to society that proposals are intended to achieve.)

	

	3.4.4
What do you hope the ultimate impact of your project will be?

Please note this should link with the targets and indicators contained within the PEACE III Operational Programme.

	Output

Result

Impact




	3.4.5

The ‘Aid for Peace’ approach is an evaluation methodology for examining peace building activities.  Projects must use this approach to evaluate their work.  Please select a minimum of two Aid for Peace Indicators from the table below which best describe the peace and reconciliation impact of your proposed project.



	Indicators

	Result
	Peace & Conflict Impact 

	People demonstrate a change in attitude towards cross community and cross border activities.


	
	

	People demonstrate a positive change in behaviour towards individuals from other communities.


	
	

	People engaged with the project demonstrate improved levels of trust and tolerance within their community and or between communities.


	
	

	Different experiences, memories and legacies of the past have been acknowledged.


	
	


SECTION 4                                                          PUTTING THE PROJECT TO WORK

4.1 Work Plan

To support the need for your project please complete a Work Plan by using the following template.  Complete as many activities per project objective as your project requires.

NOTE:  Please refer closely to your project objectives stated above (3.3.2).  Your project activities contribute to the achievement of your project objectives.

PROJECT OBJECTIVE:  
	Activity
	Description
	Who will lead?
	Beneficiaries
(Please refer to PEACE III target groups)
	Budget
	Outputs

	1
	
	
	
	£/€
	

	2
	
	
	
	£/€
	

	3
	
	
	
	£/€
	

	4
	
	
	
	£/€
	

	5
	
	
	
	£/€
	

	Etc.
	
	
	
	
	


	4.2 Please provide an outline timescale to show when the actions of your project will take place, including when the above objectives will be achieved (again, remember this is to enable you and us to track progress of the project). If you have any extra information you would like to include, please provide it as an annex.

	Quarter 1
	Quarter 2
	Quarter 3
	Quarter 4

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


4.3
Link with Priority and Theme objectives

PRIORITY:    Reconciling Communities
THEME 1.2:  Acknowledging and Dealing with Past

In completing this section please refer to the Consortium Guidance Note for details on the aim and indicative actions for this measure.  These are available on our websites www.community-relations.org.uk or www.pobal.ie or directly from our offices.

	4.3.1
Please illustrate how the project challenges attitudes and acts as a catalyst for reducing levels of sectarianism and racism?


	

	4.3.2
How does your project fit within the overall objective and indicative actions for Theme 1.2,?  (Demonstrate how the project will build the capacity of individuals to deal with the transition to peace and reconciliation and ensure that victims and survivors of the conflict are able to deal with the past, OP, pg 55)

	


	4.3.3
Describe how this project will address the issues of marginalization, exclusion and lack of recognition often suffered by victims and survivors of the conflict?



	

	4.3.4
Describe how this project has been developed through strategic collaboration between the public, private and community/voluntary sectors.  In particular, you should demonstrate that you have undertaken significant and meaningful consultation with target groups and organisations within the eligible area(s).
Describe what needs are being met and what consultations were undertaken to assess these needs.

	


	4.3.5
In support of all of the above, please insert a SWOT analysis of your project.


	Strengths
	Weaknesses

	
	

	Opportunities
	Threats

	
	

	4.3.6
What are the risks associated with the implementation of the project and how will you minimise them?
(For example, in terms of achieving peace and reconciliation outcomes, project targets and activities, dealing with external factors e.g. at a political or local level )

	


4.4 Cross-Cutting Themes

	4.4.1   Equality:

In developing the proposal, how have you ensured maximum equality of opportunity for all groups and how will your project promote equality of opportunity?

	

	4.4.2   Sustainable development:

How will your project promote sustainable development and ensure that environmental, economic and social issues have been considered?

	

	4.4.3   Poverty:

Demonstrate how your proposal is in line with relevant anti-poverty strategies in Ireland and N Ireland as appropriate.

	

	4.4.4   Partnership:

Provide evidence of full and effective involvement of relevant social partners at all stages of the project delivery.
(Projects must demonstrate the development of an active partnership in the preparation, the implementation and mainstreaming of the project)

	

	4.4.5 Cross- Border: 

Does your project include a cross border element?  Yes/No



	If Yes,

(a)  Describe in detail all cross border actions/activities, outcomes and outputs



	

	(b) Describe the level of cross-border cooperation involved in the proposal. 


	How has the proposal been jointly developed?
	

	How will the project be jointly delivered?
	

	How will the project be staffed?
	

	How will project be financed?
	


4.5 Publicity and information requirements - Communication Plan

	All projects need to undertake an appropriate range of publicity and information activities. These activities must highlight the EU contribution to all projects as well as disseminating and exchanging information about the project and its results. How do you plan to carry out and evaluate these publicity and information activities?  (Refer to the SEUPB Guidance Note on a Communication Plan, available at www.seupb.eu)

	(Please provide a response and complete the attached template [Annex 2]. Failure to do this will deem your application ineligible)


4.6 Evaluation and follow-up 

	4.6.1 Describe how you intend to evaluate your project. 

	

	4.6.2 How will the benefits and learning from the project be maintained post funding?

	


4.7 Added value and complementarity 
(Please note it is the responsibility of the applicant to prove additionality)
	4.7.1 All operations must be additional. Please provide assurances that without European Regional Development Fund funding the project would not otherwise be achieved.  Failure to adequately prove additionality may result in an ineligible application.

	

	4.7.2 To what degree will your project complement priorities and actions being funded under other regional, national and EU Programmes.



	

	4.7.3 Indicate how you have considered the issue of displacement.

(Will the proposal result in any other similar operation/activity being adversely affected?)


	


SECTION 5 

YOUR PROJECT BUDGET
5.1 Funding required

	What are the TOTAL Project Costs?
	£/€



	How much funding does the project require from this Programme?  

Note 1:  100% funding may be requested in the case of ROI/ N I projects)  

Note 2:  In deciding which currency to use applicants are advised to use the currency from the jurisdiction where their project will have the greatest impact and expenditure
	£/€


5.2
Sources of funding

In order to avoid double funding: indicate whether you have applied for co-funding from other sources or whether you have submitted this proposal to other funding agencies. 

	Funding body
	Amount applied for

€/£
	Purpose of funding
	Timeframe for decision

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


5.3 Please give details of all other sources of funding relating to this project.
	Project funding (£/€)
	Description/Source
	2011
	2012
	2013
	2014
	TOTAL

	Programme contribution
	
	
	
	
	
	£/€

	Other funding programmes
	
	
	
	
	
	£/€

	Promoters contribution
	
	
	
	
	
	£/€

	Other contributions
	
	
	
	
	
	£/€

	Project revenue
	
	
	
	
	
	£/€

	Other e.g. Loans
	
	
	
	
	
	£/€

	Total project cost 
	
	
	
	
	
	£/€


5.4  Proposed Project Budget
	
	2011
	2012
	2013
	2014
	TOTAL

	Resource Costs
	
	
	
	
	£/€

	Salaries (including NIC/PRSI and pension)
	
	
	
	
	£/€

	Recruitment costs
	
	
	
	
	£/€

	Travel & subsistence
	
	
	
	
	£/€

	Running Costs (heat, light, phone, insurance, maintenance, general administration etc)
	
	
	
	
	£/€

	Rent and rates
	
	
	
	
	£/€

	Audit/ Accountancy/Legal fees
	
	
	
	
	£/€

	Professional & consultancy 
	
	
	
	
	£/€

	Marketing and Publicity Costs (including  implementation of Communications Plan)
	
	
	
	
	£/€

	
	
	
	
	
	

	Total Resource Costs 
	
	
	
	
	£/€

	
	
	
	
	
	

	Programme Costs 
Eg Training, Training Materials, Transport, Venue Hire, Accommodation, Care allowances
	
	
	
	
	£/€

	
	
	
	
	
	

	Total Programme Costs
	
	
	
	
	£/€

	
	
	
	
	
	

	Capital Costs
	
	
	
	
	

	Construction/refurbishment 
	
	
	
	
	£/€

	Plant & equipment
	
	
	
	
	£/€

	Fixtures & fittings
	
	
	
	
	£/€

	Professional, Legal, & Statutory fees 

(associated with building costs)
	
	
	
	
	£/€

	
	
	
	
	
	

	Total Capital Costs
	
	
	
	
	£/€

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Total Project Costs
	
	
	
	
	£/€

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


5.4.1 In support of the proposed budget sheet above, please submit a detailed explanation for cost category using the template below:
Budget Explanation 
	Budget Headings
	Amount

€/£

	Detail each salary cost including: scales, increments, pensions, NI/RSI contributions etc.
· Position 1

· Position 2

· Position 3

	

	Recruitment Costs
	

	Staff Travel and subsistence 

(include rate per mile/km and current organisational policy)

	

	Running costs(heat, light, phone, insurance, maintenance, general administration etc)
· Include breakdown per sub category

· Apportionment policies, if applicable


	

	Rent /Rates 

· Include apportionment policies 


	

	Audit  & Accountancy 

	

	Professional and Consultancy 


	

	 Publicity and Marketing (including implementation of your Communications Plan)

	

	Programme Costs

Eg Training, Training Materials, Transport, Venue Hire, Accommodation, Care allowances
Detail each cost  including rates per day/hour 


	

	Refurbishment/ Construction


	

	Plant & Equipment

	

	Fixtures and Fittings

	

	Legal/ Professional Fees

	

	TOTAL BUDGET COST 
	


5.5  Income generation

	Will the project generate revenue?
	Yes / No




If ‘yes’ provide details of the revenue forecast. (It should be noted that any revenue generated must be subtracted from the total project cost for the purpose of calculating the co-funding contribution).
	Year
	Source
	Amount 

	2011
	
	£/€

	2012
	
	£/€

	2013
	
	£/€

	2014
	
	£/€


SECTION 6

CHECKING IT’S ALL THERE
	ITEM REQUIRED
	ADDITIONAL NOTES

	1. On line Part A form 
	To be submitted electronically PRIOR to the closing date via www.eugrants.org

	2. Fully Completed Part B Application Form
	All sections of the form must be completed in full including those relevant to the Programme, Priority and Theme to which you are applying. This part of the application should be submitted prior to the closing date 

· either by uploading the document onto the database

· sending it as a hard copy

· sending it via e-mail

· or a combination of the three possibilities listed above

Note: do not forget to fill out your unique project reference number on your Part B application form.

	3. Organisational Structure
	1. Organisation Chart showing the lead partner organisational structure;

2. Organisation Chart for the project management structure – this may include details of staffing structure, Board/steering committee structure and/or sub-committees.

	4. Audited Accounts
	Copies of your organisation’s audited accounts for the last three years should be supplied.

	5. Recent Bank Statements
	Six months of backdated bank statements.

	6. Job Descriptions
	If you have a staffing budget line included in the operation please include the associated job descriptions.

	7. Communication Plan
	A detailed guidance note is available.  This outlines what you should include in your Communication Plan.  Visit www.seupb.eu/programmes.htm for more information. (Annex 2)


	8. Declaration of Participation / Agreement with Partner Organisations
	This can be in the form of letters of support, minutes of the meeting at which the partnership arrangement was agreed, or a more formal documented agreement between the partners.

	9. Details on Tax Clearance / VAT information
	For Northern Ireland and Republic of Ireland

	10. Copies of Relevant Minutes.
	Signed minutes of board meeting authorising submission of the application form.

	11. Signed Equality Statement for Lead Partner
	Recipients of ERDF funding should have due regard to the need to promote equality of opportunity.  Therefore, the Lead Partner should submit their organisation’s equality policy / action plan. (Annex 1)

	12. Signed Declaration
	Recipients of ERDF funding should have due regard to the need to promote equality of opportunity.  Therefore, the Lead Partner should submit their organisation’s equality policy / action plan.  

	13. Detailed Partner Budgets (if applicable) (see Annex 3)
	Individual partner budgets should be submitted for each partner and the lead partner.  All those submitted should add up to the budget submitted within the main form at section 5.4.


Please send completed applications by post to either: 
European Programme                                             Pobal
Community Relations Council                                M Tek II Building
6 Murray Street                                                         Armagh Road
Belfast                                                                       Monaghan

BT1 6DN





Co Monaghan
Alternatively you may email your completed application to:

applications@pobal.ie  or euapplications@nicrc.org.uk 
PLEASE NOTE: APPLICATIONS WILL BE PROCESSED ON A ROLLING BASIS.  EARLY APPLICATION SUBMISSION IS ENCOURAGED. 
Annex 1

EQUALITY OF OPPORTUNITY STATEMENT

The applicant agrees to comply with all applicable fair employment, equality of treatment and anti-discrimination legislation and shall use his / her best endeavours to ensure that in all policies, practices and delivery of services he / she has due regard to the need to promote equality of treatment and opportunity between:

(a)
Persons of different religious beliefs or political opinions;
(b)
Men and women or married and unmarried persons;
(c)
Persons with and without dependants (including women who are pregnant or on maternity leave and men on paternity leave);
(d)
Persons of different racial groups (within the meaning of the Race Relations (Northern Ireland) Order 1997);
(e)
Persons with and without a disability (within the meaning of the Disability Discrimination Act 1995);
(f)
Persons of different ages; and
(g)
Persons of different sexual orientation.

Signed












Position in organisation









Date












Annex 2

PEACE III and INTERREG IVA Project/Operations

[image: image2.jpg]European Union
European Regional
Development Fund
Investing in your future





Communications Plan Template

Please complete all sections of this plan. Any plan which does not fulfil the requirements will not be approved by the Special EU Programmes Body and projects/operations will be requested to submit an amended plan.
Section 1:

Please provide a brief overview of the aims and objectives of your communications plan.

Section 2:

Please use the template below as an overview of your communications plan; indicating how you will communicate to particular stakeholders/target groups and how you will evaluate all activities. 
	Target group/ audience/ stakeholder

(Complete only where applicable)
	Why

(The aim)
	What

(The product/ results/

good practices)
	When

(When do plan your activity? Is this a one-off activity at launch of project or an ongoing activity?
	How
	Who

(Who is responsible for implementing this part of the plan?)
	Costs
	Evaluation
(tell us how you will measure whether or not it has worked)

	INTERNAL 

e.g. own staff
	To keep operational staff up to date with the progress of the project
	article on project in internal Newsletter, 
	Weekly/monthly,/quarterly 
at the start/end of the project?
	Do it in-house, sub-contract out. Hard copy or e-zine format?
	Is it a part of someone’s role to oversee internal communications within the different organisations?
	Will it incur costs? If so, how much and has this been budgeted for? 
	Establish a feedback mechanism for staff, such as a questionnaire of their thoughts on any internal communication they have received. 

	PARTNERSHIP LEVEL
project workers
	To inform the project workers about the different communication activities
	collecting /updating different communication activities/ideas

(also newsletter, website,…)
	start of project and during key milestone events etc 
	e-mail and discussion at project steering group meetings
	Is it part of someone’s role to oversee the project communication activities 
	Internal project staffing costs
	Define how you are going to determine that project workers are well informed about the different activities. 100% error free claims for EU funds; No complaints etc 

	REGIONAL LEVEL (  Local Authorities, County Councils, Local politicians, community groups, regional media, …)
Local/ regional press to reach a broad public on a regional level 
  Local county councillors
	To make people aware of the intermediate project results
	Press release
	At the

launch/completion of the project as well as during key milestones 
	Issue of press release and associated photography 
	 Communication officer of one of the partners
	Staff costs associated with activity and/or costs associated with external consultant  
	Set target for number of articles appear in local newspaper?

	
	  To get the advice of local county councillors
	  briefing
	  5 months after the start of the project
	  personal invitation and  agenda
	  project manager
	5 days internal staffing costs
	Set target for providing response to Councillor advice 

	NATIONAL LEVEL 

(Government, NGOs, national media, trade unions, charities)
national decision makers
	To present project results
	Final project completion event 
	End of the project
	invitation
	all the partners
	internal staffing costs and cost of event
	Number of key stakeholders attending the event and feedback from all participants 

	EU LEVEL

(European Commission, international suppliers, tourists, potential clients/customers)
relevant  European Commission staff
	To inform them about project results 
	presentation of end report to European Commission 
	End of the project
	report accompanied by supporting letter
	Lead partner
	internal staffing costs
	Set target for providing Managing Authority with details of outstanding media-friendly projects for submission the European Commission.  

	SECTOR (Influencers within the sector you are operating, can be regional, national or at EU Level i.e. if  you are a visitors centre. These could be other local tourism venues, the tourist board, trade and travel press, overseas travel agencies etc) 


	To inform possible interested parties about the possible outcome of your project
	Participation at a sector fair or other exhibition etc 
	9 months after the start of the project
	Sub-contracting
	all the partners
	expenses and exhibition costs 
	Define the number of contacts you will make at the sector fair/exhibition and the number of follow up enquiries you want to generate.


Section 3:

What are your project/operation’s publicity and information milestones? What activities will you be undertaking to promote them? 
	Project/operation’s milestones
	Promotional activity 

	e.g. Award of funding 
	e.g. press release/launch event 

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Section 4:

How do you plan to recognise the contribution of the EU through the European Regional Development Fund in your publicity and information activities? Please list all planned activities.
	Activity 
	EU recognition 

	e.g, press release
	EU, fund, award received referred to accurately in first paragraph in press release

	e.g. staff training
	Staff are briefed on the fact that the operation is being funded through the ERDF programme, recognition plaque is erected in visible place.

	
	

	
	

	
	


Section 5:

Please indicate your acknowledgement of the following specific communication requirements. Where applicable please detail how you would fulfil these requirements.   
	Specific requirements
	Acknowledgment of requirements.
How will this be fulfilled?

	All projects must identify at least one member of staff with responsibility for all publicity and information activities. (Please include title/name of the communications lead)


	

	On at least three separate occasions, press releases must be issued by each project over the life of the project. Please note that projects/operations may issue more than three press releases.


	

	At least one regularly updated webpage per project, ideally hosted on the website of the Lead Partner or equivalent, must be developed. Websites/pages must include the correct use of logos as stipulated by the Managing Authority (SEUPB). There must also be a link to the SEUPB website on these pages: www.seupb.eu. Please contact the SEUPB Communications Team if you have queries about hosting this communications@seupb.eu. 


	Please provide details of any web related activity you intend to undertake. 

	A proportionate and appropriate media event/publicity opportunity to mark both the commencement and closure of all projects must be arranged.


	Please outline the nature of this event.

	Each Lead Partner’s Communications Lead must attend all Communication Network meetings/Communications and publicity workshops held by the Special EU Programmes Body.


	

	The Lead Partner must distribute a newsletter/e-zine with updates of the progress of projects and key events at least twice a year to identified stakeholders.


	

	Communications Leads must demonstrate and evaluate all publicity and information undertaken on a quarterly basis and record this within their project progress report. This would indicate how projects have met eligibility criteria with specific reference to the acknowledgment of EU contributions as well as the range of information and publicity measures undertaken to communicate with all identified stakeholders groups.


	

	(if applicable) Any infrastructure or construction project with total contributions from ERDF exceeding €500,000 must erect a billboard during the implementation of the project. The requirements for the billboard will be stipulated by the Special EU Programmes Body to comply with regulation1828/2006.


	

	(if applicable) Any project with total ERDF contributions exceeding €500,000 and involving infrastructure, construction or the purchase of a physical object a must also erect a permanent explanatory plaque within six months of completion of the project. The requirements for this plaque will be stipulated by the Special EU Programmes Body to comply with regulation1828/2006.
	


Section 6:

Please indicate how you would react to changing circumstance or capitalise on opportunities to promote your project.


e.g. The overall aim of the communication plan for the x project is to  promote the successful implementation of the project and its achievements whilst ensuring all audiences are aware of the contribution of the EU through the European Regional Development Fund.





e.g. Objectives:





To ensure widespread support and recognition of the project.





That all participants involved in the project/operation are aware of the assistance of the EU through the European Regional Development Fund.





e.g.





The X project’s communication plan will be monitored continuously by the project team.  The team will where and when possible capitalise on opportunities as they arise to further promote the project/operation and the assistance received from the EU through the European Regional Development Fund. 





In cases where negative publicity may threaten the integrity of the project/operation we will take corrective action to safeguard its reputation. 
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