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European Social Fund
Social Economy Growth Fund
Round 2

CHECKLIST FOR APPLICANTS





	
	Yes
	No
	n/a

	Have you read and checked the Eligibility Section of the Guidance Note to ensure your organisation can apply?
	
	
	

	Have you inserted Lead Organisation and Project Title details on the front cover of the application form?
	
	
	

	Section 1: Applicant details

	Have you completed fully Section 1 including organisation name, legal status, establishment date, bank account, VAT and contact details?
	
	
	

	Have you provided a letter from HMRC/accountant to confirm your VAT status?
	
	
	

	Section 2: About your organisation

	Have you provided background details on your organisation’s aims, services, target groups and funding you receive?
	
	
	

	Have you described the systems, processes and staff in place to manage the project?
	
	
	

	Confirmed the number of staff that you currently employ?
	
	
	

	Confirmed your organisation has an Equality and Diversity Policy and an Environmental Policy?
	
	
	

	Section 3: Project description and objectives

	Is the start/end date appropriate and were Local Authority areas accurately selected?
	
	
	

	Have you told us in detail about your proposal and planned activity and checked the information provided answers the who, what, where, why, when and how questions?
	
	
	

	Have you explained your project’s rationale and strategic fit with the fund and national/local strategies?
	
	
	

	Are project objectives and outcomes clearly explained including how you will measure progress towards these using SMART criteria e.g. in a logic model, theory of change process or equivalent?
	
	
	

	Have you provided information on how your project adds value including whether other sources of funds were explored and why the grant is required?
	
	
	

	Have you described fully how you will embed Horizontal Themes in the project?
	
	
	

	Have you described how you will acknowledge the European Social Fund as required by the ESF 2014-2020 Publicity Requirements as Scottish Government support?
	
	
	

	Have you explained how project activity will be sustained beyond the funding period?
	
	
	

	Section 4: Financial information

	Have you completed the financial annex ensuring total figures calculate correctly and match those transferred into the application form?  If there are any doubts please contact us for advice.
	
	
	

	If you identified other funders for the project please provide details of the source, value and date confirmed and clearly state if the contribution is towards eligible or non-eligible costs?  Please provide a copy of the award letter confirming funding.
	
	
	

	If your project generates income have you ensured this figure was not netted off the total eligible project costs?
	
	
	

	Have you provided figures from your latest set of approved annual accounts?
	
	
	

	Have you considered the 4 state aid test questions and provided an appropriate response?
	
	
	

	Have you declared any de minimis aid received in the last 3 fiscal years?
	
	
	

	Section 5: Declaration

	On completion of the application form has the declaration been signed and dated?
	
	
	

	Other

	Have you attached a copy of the application form, financial annex, latest audited annual accounts and memorandum & articles of association in your submission email?
	
	
	

	Have you checked that all pages were scanned correctly and converted into PDF format and there is no missing documentation?
	
	
	

	Have you saved your documents as the Project Title and used the title in your email to ApplicationsGrowingtheSocialEconomy@gov.scot?
	
	
	

	Have you addressed your certified hard copies of the application form and supporting documents to the correct address?
	
	
	

	Are you planning to use a video clip in support of your application and looked at the Vimeo website in preparation?  This is not an essential requirement.
	
	
	

	Have you started to prepare job specifications/descriptions for new posts?
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