july 2007
	GUIDANCE NOTE
	Refer to the Co-Financing Prospectus and integrated Guidance before completing this tender form.

	DEADLINE FOR SUBMISSION
	5pm wednesday 1st august 2007

	ADDRESS FOR SUBMISSION
	Amy Abbott
ESF Co-Financing Team

Stuart House

St John’s Street

Peterborough

Cambs

PE1 5DD

	FORMAT OF SUBMISSION
	four hard copies of a completed & signed tender form and an electronic version on cd-rom in a sealed envelope.

do not enclose / attach any supplementary information.

the outside should make no reference to the name of the tenderer.

the outside should include the following text:

“private and confidential esf Co-Financing tender”

	ELECTRONIC VERSION OF THIS TENDER FORM AVAILABLE FROM
	http://www.LSC.gov.uk/regions/EastofEngland/esf/localinformation/cambridgeshire/


	Freedom Of Information Act
	Providers are asked to note that the LSC have to comply with Freedom of Information (FOI) Act from 1st January 2005, which means that should we receive an FOI request relating to this tendering round, we may have to release documents that you have provided as part of your tender.

Further information on the Freedom of Information Act can be found at:

www.informationcommissioner.gov.uk

	UK register of learning providers
	it is a requirement of contracting with the LSC for an organisation to be registered with the uk register. this should be done prior to submiTting a tender at http://www.ukrlp.co.uk/ukrlp/ukrlp.first 


TENDER ROUND 4e july 2007

	Proposal Name:
	

	Policy Field and Measure (3.1c)
	

	Proposed Start and End Date: end date can be no later than 31st March 2008
	Start (Day/Month/Year)


	End (Day/Month/Year)



	Total Cost of delivering this project.
	£


	 ESF Funding Requested:
	£


	UKPRN No of Registration with ULRLP
If you already have a contract with the LSC you should already be registered and can identify your number by searching against organisation name.  
	

	Legal Registered Name of Organisation as Registered on UKRLP

(Please note that this should be your registered name & will be the organisation that we will contract with, should your tender be successful. This is the organisation that we will undertake financial assurance checks on and therefore will need to be able to submit accounts)
	

	Registered Office Address:


	

	Legal Status of Applicant:

(NB the applicant will be the contract holder if successful).
	

	Registered Company / Charity Number:

	

	Please provide the answers you gave to UKRLP to these fields
	Is your organisation a University, Council or other organisation recognised by a statutory instrument?                      Yes or No 

Please enter all known registration numbers from the FIVE sources listed below.

Registration Source
Registration Number
Companies House Registration Number
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Registered Charity Number
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Schools Unique Reference Number (URN)
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DfES Number (inc. LEA Code and DfES Establishment No.)
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Independent Schools Council Number
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Bottom of Form



	 Registered Company / Charity Number:
	

	Trading Name of Applicant Organisation:
	

	Main Correspondence Address
	

	Telephone Number:
	

	Fax Number:
	

	E-mail Address:
	

	Person to Contact regarding this Proposal (must be an employee of the applicant):
	

	Person to Contact and Telephone Number re Contract Negotiation:
	

	Please advise where there are changes in progress or changes that are envisaged between now and contract signature in relation to Organisation Name/registration number, Charity name/charity number etc. 
	


please note that project activity can only be carried until 31st march 2008. we will not accept any evidence after 31st march 2008 as we are required to submit project closure reports to government office. please consider this when completing your project plan as should you be successful with your tender and be awarded a contract, at the end of the project we will close the contract based on the evidence available at the time.
1
ACTIVITY FOCUS

a)
Your proposed activities must match one of the ESF Objective 3 priority fields and measures itemised in the LSC’s Prospectus, please quote the relevant reference number/s from that prospectus. 

b)
Give a brief overview of the activities you intend to deliver in relation to 1a.above, explaining briefly how they match the LSC’s prospectus.

Please enter your response here:

2
ACTIVITY SUMMARY


Provide a detailed description of the proposed activities, their aims and objectives, main delivery mechanisms and key milestones.  It should contain statements on what the activity intends to do, why this is needed, and how the need will be addressed.

Please enter your response here:

What activities will be delivered?

Why will these activities be delivered?

How will these activities be delivered?

3
GEOGRAPHIC AREA OF DELIVERY


Indicate which areas will be covered by your activities: countywide, district level, ward, etc.

Please enter your response here:

4
TARGET GROUPS


Identify the target group(s) that your proposed activities are aiming to assist. These should reflect the priorities in the LSC Prospectus. Describe your track record of working with this target group(s). 

Please enter your response here:

Description of target group

Tenderer’s track record / previous experience with target group

Please note that that the number of beneficiaries should be the number of different individuals, as a person can only be counted once on a project. This is also the case for qualifications unless they are of a different level or subject, as more than one outcome can be claimed for a beneficiary, where they are different outcomes. 

	Target Groups
	Number

	Total beneficiaries
	

	Employed
	

	Not in employment (economically inactive)
	

	16-24
	

	25-49
	

	50+
	

	Number of women
	

	
	

	People with disabilities
	

	People in need of ESOL training
	

	People with Literacy Needs
	

	People with Numeracy Needs
	

	Ex Offenders
	

	Ethnic minorities
	

	13-17 year olds in the NEET group or in danger of joining the NEET group
	

	Drug and alcohol mis-users
	

	
	

	Sectors (see prospectus for priority sectors)
	%

	
	

	
	

	
	

	
	


5
ADDED VALUE


Explain clearly how these additional activities you intend to deliver will add value, by supporting/ contributing towards mainstream provision, as described in the LSC’s prospectus.  (Be specific - not just the activities in isolation, but how they enhance other learning and employment opportunities in Cambridgeshire.) 

Please enter your response here:

6
LINKAGES


Please specify how you intend to link your proposed activities with other relevant activities/organisations in the local area. This is particularly important where you are providing only one aspect of an activity, to ensure that the beneficiary is appropriately signposted and has a good pathway to progress. Provide evidence of strong and effective partnerships involving key/lead organisations and relevant local/regional and national initiatives. How do these linkages add value and what are the benefits? If linkages are not fully established then please indicate which organisations you expect to work with on this activity and how their involvement will be secured. Where appropriate, indicate how these organisations will demonstrate that they are formally accredited for the work they intend to do, or that they are working towards this as part of the proposal, e.g. membership of a recognised partnership or holders of a relevant quality standard.  This answer should relate to your project not your organisation generally.

Please enter your response here:

	Partner Organisation
	
	Partner Organisation
	

	Address
	
	Address
	

	
	
	
	

	
	
	
	

	Contact Person
	
	Contact Person
	


7
OUTPUTS & OUTCOMES


These should be realistic and clearly linked to the outcomes shown in each tender specification in the prospectus. Please list all the expected numbers and types of hard and soft outcomes from the proposed activities, including a breakdown of the numbers/types of beneficiaries. Ensure that they are measurable (evidence must be provided for both hard and soft outcomes) within the lifespan of your project. 

Please enter your response here:

Please note that that the number of beneficiaries should be the number of different individuals, as a person can only be counted once on a project. This is also the case for qualifications unless they are of a different level or subject, as more than one outcome can be claimed for a beneficiary, where they are different outcomes. 

	Description
	Number of different individuals
	Anticipated delivery date (e.g. month 1 or 6)

	OUTPUTS 

EXAMPLE beneficiaries recruited, learner action plans prepared, training sessions, modules delivered.
	100
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	OUTCOMES

EXAMLE NVQ Level 2, NVQ Level 3, Progression into employment / further education
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


8
CROSS-CUTTING THEMES - SUSTAINABILITY


Please indicate how the activities will lead to social, environmental and economic development.  You should indicate whether or not you have used the “Environmental Toolkit” and if used, what feedback was provided through the toolkit.  Further guidance is included in the Prospectus - Guidance on Completing the Tender Form.

Please enter your response here:

9 
CROSS-CUTTING THEMES – EQUAL OPPORTUNITIES


Please respond to each of the sections below.

Please enter your response here:

	Does your proposal understand the wide range of needs you have to deal with when helping your beneficiaries?

· Explain any previous experience the organisation has of working with target groups or in the absence of experience how you have consulted to obtain the target group needs.

· Based on previous experience or consultation, what are the different needs you expect to have to meet for the target groups specified in the tender.
	Yes
	No

	Please enter your response here


	
	

	Will the way you design and deliver your project meet the different needs which you have identified in the section above?

· Explain how the design and delivery of your project will take into account the needs, issues and problems you have identified through past experience or consultation.

· Explain any previous experience you have of working with target groups you have specified
	Yes
	No

	Please enter your response here


	
	

	Does your organisation have an equal opportunities policy that applies to the project, all staff and beneficiaries and a plan to put the policy into place?

· Give details of how the policy applies to the project – including staff and beneficiaries

· Back up your policy with a plan for putting the policy into place.

· Explain how your project management will deal with any complaints of discrimination, bullying or harassment

· Explain how you will monitor, review and update the plan during the life of the project.

· Confirm that your project will meet its obligations under the Disability Discrimination Act, the Race Relations Amendment Act, the Sex Discrimination Act and any other relevant legislation.
	Yes
	No

	Please enter your response here


	
	

	Will you use appropriate marketing and publicity to reflect the project’s commitment to equal opportunities?

· Describe the different types of marketing and publicity materials you will use.

· Explain how equal opportunities will feature in these materials
	Yes
	No

	Please enter your response here


	
	


10
CROSS-CUTTING THEMES – INFORMATION AND COMMUNICATIONS TECHNOLOGY


How will ICT be utilised to support the delivery of the project?  If appropriate, what ICT training will be provided for beneficiaries?

Please enter your response here:

11
MANAGEMENT


Please describe specifically who will plan, deliver, resource and manage the project activities. Who will deliver which aspects of the project, including staff management, performance management, activity management, data management, learner progress management? Where will the delivery take place? How will you ensure good communication between all involved? What quality supporting systems will be put in place? How will you gather feedback to ensure continuous improvement? How will resources be managed to ensure value for money? Will management committees be necessary / appropriate?

Please enter your response here:

PROJECT PLAN
please note that project activity can only be carried out between 1st september 2006 and 20th december 2007. we will not accept any evidence after 31st january 2008 as we are required to submit project closure reports to government office. please consider this when completing your project plan as should you be succesful with your tender and be awarded a contract, at the end of the project we will close the contract based on the evidence available at the time.
	MONTH
	ACTIVITY DESCRIPTION

	Example: Month 1
	Recruitment of project staff

Production of project publicity materials (where appropriate).

	Example: Month 6
	Launch of Module 2 of training activity

Completion of 12 week training programme for cohort 1

Interim project evaluation

	Month 1
	

	Month 2
	

	Month 3
	

	Month 4
	

	Month 5
	

	Month 6
	

	Month 7
	

	Month 8
	


12
FINANCIAL INFORMATION


Costs should be realistic and as accurate as possible, demonstrating good value for money and clear links to your aims and activities. It is imperative in this section that you provide a full breakdown of all the costs associated with your project in order for the LSC to be able to assess its value. Please provide the following:


Total cost - Please show clearly here the total costs of the project, the amount of Co-Financing applied for and any provider matching, which could be equipment, premises, staffing or other sources of funding.


Detailed breakdown of all individual activity costs -Typically these would include beneficiary and staff training, development, marketing, support (child care, travel etc), full breakdown of staffing costs, equipment and materials, ICT etc.


NB Where appropriate please indicate a unit price for activities to be undertaken and identify which will be funded by Co-Financing
    VAT – It is the responsibility of the provider to establish their VAT position in respect of this application.  If you are able to claim your VAT back it should not be included in this application.
Please enter your response here:

Staff Costs

	Description 

(E.g. Project Manager 50% of full time for 24 months @ £x,000 per annum) indicate where staffing is not an employee of the applicant.
	Costs Total
	ESF funding requested
	Identify other forms of funding supporting this cost

	
	£
	
	

	
	£
	
	

	
	£
	
	

	A TOTAL STAFF COSTS
	£
	
	


Beneficiary Costs 

	Description 

(E.g. travel, dependency or childcare support)
	Costs Total
	ESF funding requested
	Identify other forms of funding supporting this cost

	
	£
	
	

	
	£
	
	

	
	£
	
	

	B TOTAL BENEFICIARY COSTS
	£
	
	


Other Costs

	Description

(E.g. overheads consultants, room hire, equipment rental etc)
	Costs Total
	ESF funding requested
	Identify other forms of funding supporting this cost

	
	£
	
	

	
	£
	
	

	
	£
	
	

	C TOTAL OTHER COSTS
	£
	
	


Capital Costs

	Description

(E.g. Items required to run this Co-Financing proposal must be less than £1,000)
	Costs Total
	ESF funding requested
	Identify other forms of funding supporting this cost

	
	£
	
	

	
	£
	
	

	
	£
	
	

	D TOTAL CAPITAL COSTS
	£
	
	


COST SUMMARY

	A Total Staff Costs (from above)
	£
	
	

	B Total Beneficiary Costs (from above)
	£
	
	

	C Total Costs (from above)
	£
	
	

	D Total Capital Costs (from above)
	£
	
	

	E TOTAL COSTS
	£
	
	


	VAT
	
	

	Have you included VAT in your tender costs?
	Yes
	No

	If yes, what justification do you have for this and if no, why not?


	
	


13
Are you submitting/planning to submit a proposal(s) to any other Co-Financing Organisation?


If yes, we will need details (for this and any other intended activities). Failure to declare this could result in the automatic disqualification / termination of your proposed activity.

Please enter your response here:

14
Do you currently hold a contract with the LSC?


This information will not affect the appraisal of this proposal, however this may influence the future development of the project, e.g. proposals may have to include/increase capacity building activities. If you do not currently have a contract with the LSC we will need to undertake an assessment of your capability to become a supplier. This will review a number of areas including: resources, equipment and facilities, health and safety, and equal opportunities. If you do hold a contract with the LSC, please give the name of your contract manager.
Please enter your response here:

	LSC Local  Office
	Type of Contract
	Date
	Value (£)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


15
OTHER INFORMATION


Please include any other information that you feel is important and have not had the opportunity to include elsewhere in the application. This would include any special resource you will lever into the project e.g. any particular expertise, specialist equipment, non- match funding, etc.

Please enter your response here:


I DECLARE THAT THE ABOVE INFORMATION IS PROVIDED IN GOOD FAITH AND THAT IF FUNDING IS PROVIDED FROM THE LSC, IT WILL ONLY BE USED FOR THE PURPOSES SPECIFIED IN THIS APPLICATION. IN ADDITION, WE HAVE NOT RECEVIED ANY OTHER FUNDS TO DELIVER THIS PROJECT, APART FROM THOSE SPECIFIED. IF IN THE FUTURE WE RECEIVE ANY OTHER FUNDING FOR THIS PROJECT, WE WILL INFORM THE LSC IMMEDIATELY. 

NAME:


__________________________________________________

POSITION:


__________________________________________________

CONTACT NUMBER:
__________________________________________________

_1245048324.unknown

_1245048325.unknown

_1245048322.unknown

_1245048323.unknown

_1245048320.unknown

