APPENDIX 8
APPROVAL of NEW PROJECT ( Revised 1/7/17)
Request to Director Corporate Resources
	Subject:


	Proposal for a new project from [please state project name and funder(s)

	Action:


	To accept the proposed funding of [£’000 provision for 201x/1x., £’000 for 201x/1x and please insert / amend/ delete as appropriate]


This request is made in accordance with the following paragraphs within the financial regulations:- 
2.5
The Organisation shall not consider:- 


2.5.1
a new policy, including the management of all externally funded projects, nor 


2.5.2
a development or variation of existing policy, nor 


2.5.3
a variation in the means or time-scale of implementing existing policy which affects or may affect the Committee’s finances, unless there is before it at the same time a full statement of the financial implications by the Finance Officer. 

2.6
The Chief Executive shall consult the Finance Officer with respect to any matter within his/her purview, which is liable  materially to affect the finances of the Organisation before any commitment is incurred or before reporting thereon to any Committee.

2.7
Failure to observe these Financial Regulations may, at the discretion of the Finance Officer, be reported to the Audit Committee.
2.8 In relation to externally funded projects:


2.8.1
all requests for government or other grant support must be agreed with the Director of Corporate Resources in advance of any submission to the funding body; 

2.8.2
if the estimated lifetime value a grant is equal or greater than £250,000 this must be the subject of a separate detailed report to London Councils Leaders’ Committee or any Sectoral joint or associated committee as appropriate.
2.9
The Director of Corporate Resources in consultation with the Chief Executive will be responsible for submission of all claims for grant to Government Departments and other outside bodies. All agreements for the receipt of grant by a Committee shall:-


2.9.1
be obtained in writing;


2.9.2
state the amount and conditions relating to the receipt of grant; 


2.9.3
be referred to the Director of Corporate Resources for his observations on financial implications prior to signing; and


2.9.4
be reviewed for any legal implications, seeking legal advice as necessary.
London Councils have been offered funding of [£’000 provision for 201x/1x., £’000 for 201x/1x and please insert / amend/ delete as appropriate for the delivery of [please state project name and funder(s).

The external projects pro-forma and associated appendices has been completed with relevant supporting information attached. 
· Appendix A – External Project Resources Pro-forma

· Appendix B – Budget Plan

· Appendix C – Data Protection Assessment

To note, that where the personal data is involved that this clearly includes in Appendix C 
an assessment of GDPR obligations and these are defined between the Data Controller and the Data Processor.
Requested by the Corporate Director (please insert ) :

Signature



Name



Date

That this New Project approval complies with FRs para 2.5 to 2.9.4 inclusive
Signature



Name



Date
Approval confirmed by the Director of Corporate Resources or one of his authorised representatives

For Corporate Resources Use

Budget Plan confirmed

[
] 
Date
Evidence of Funding confirmed
[
]
Date

New Cost Centre Requested

[
]
Date

Budget Input Prepared

[
] 
Date

Reconciliation and checked to DOS
[
]
Date

Appendix A
	EXTERNAL PROJECT RESOURCES PROFORMA 201x/1x

	PROJECT
	

	Name of Project
	

	Start Date
	

	Project End Date
	

	Name of Funder(s)
	

	Senior Responsible Officer
	

	London Councils Project Manager
	

	OBJECTIVES
	

	Purpose of Project
	

	Key Milestones
	

	Is funding dependant on deliverables/milestones/targets?
	

	If so what are the targets
	

	What are the contingency arrangements to resource the project in the event of non delivery of targets
	

	FINANCE
	

	Amount of funding from each partner
	

	Restrictions on use of funding (time periods,  uses, types/caps on expenditure etc)
	

	What are the processes for London Councils to claim the funding, and how will the monies be released
	

	Date of signed agreement to fund
	

	What are the reporting requirements
	

	What are the audit requirements
	

	Will the project involvement any procurement in excess of £10,000?   If so please provide details


	

	Is attached budget template completed?
	

	RESOURCES
	

	How will the project be staffed?


	

	POST(s) detail

Grade

Annual Salary of grade

Hours per week on project

No. of weeks  per year on project

FTE
Annual Cost







	If additional staff are recruited by London Councils how will accrued employment rights and any pension arrangements be funded at the end of the project
	

	If staff are to be seconded, what are the arrangements?
	

	Date written approval received from Director of Corporate Resources to confirm that office space is available
	

	For each new person working on the project , how will the following be funded:

a) Desk/accommodation charge (£9,413 per annum)

b) Average support costs ( £18,778 per annum)
	

	Identify any additional specialist support or resources required, e.g. IT, software, storage requirements, facilities for meetings, adaptions for people with disability
	

	GOVERNANCE
	

	What are the Governance arrangements for this project?
	

	Is it a partnership arrangement?
	

	If yes, do you have terms of reference for the partnership?

Terms of reference would normally include;

· Aim 
· Purpose 
· Objectives 
· Accountability


· Membership
· Frequency of Meetings
· Quorum 
· Chair and Deputy Chair
· Administration 
· Changes to the Terms of Reference 
	

	Is there a partnership agreement in place?
How does the partnership agreement verify: -

· Responsibilities (Board & Officer empowerment &

· requirements)

· Standards & Compliance

· Specification of service delivery

· Monitoring & Reporting of Performance

· Communication, Dissemination & Security of Information

· Funding & Finance arrangements

· Insurance, Health & Safety

· Accountability & Penalties for non-delivery
· Information sharing protocols (inc. data protection and confidentiality

· Delegation of decisions and/or functions

· Legal status of partnership


	

	Are the partnership decisions open to scrutiny? E.g. open meetings, minutes recorded and publicly available?
	


APPENDIX B – Budget Plan
	ANNUAL PROJECT BUDGET

	PROJECT NAME

	 
	£

	INCOME
	 

	Main Funder:
	 

	Secondary Funder:
	 

	Other Funders:
	 

	TOTAL
	                           

	EXPENDITURE

	EMPLOYEE COSTS
	 

	Salary costs
	                           

	Recruitment costs (advertising)
	 

	Staff training
	 

	Agency staff
	 

	SUB-TOTAL
	                           

	 
	 

	NON PAY
	 

	Accommodation/Desk Re-charge @ £9,413 per FTE
	 

	Average Support Costs Re-charge @ £18,778 per FTE 
	 

	 Travel and Subsistence
	 

	Meeting room hire
	 

	Catering for meetings
	 

	Conference/Event Hire
	 

	Books and Publications
	 

	Subscriptions
	 

	Information Services
	 

	Printing/Reprographics
	 

	Consultants
	 

	Advertising
	 

	Publicity
	 

	Audit Fees
	 

	Research/Advice/Bidding Fees
	 

	IT/Software
	 

	Exit costs (from project)
	 

	Miscellaneous
	 

	Contingency
	                           

	SUB-TOTAL
	                          

	TOTAL
	                           

	PROGRAMME

	Third Party Payments to Boroughs or Boards
	 

	Grants to Third Sector
	 

	Ad Hoc Grants/Expenses (e.g. attendance at meetings for non LC staff)
	 

	TOTAL
	

	BALANCE
	                        


APPENDIX C -  Data Protection Assessment
To assist in the assessment of data protection it may help to consider the following mandatory obligations for data processor contracts
[image: image1.emf]
	GENERAL DATA PROTECTION REGULATION (GDPR)
	

	Does this project involve personal data?
	

	If yes, then have the implications of the General Data Protection Regulations (GDPR) been taken into account. 

Please include

1. A summary of the key aspects of the project, highlighting what data is involved and what London Councils role is.
2. An assessment of GDPR obligations are defined between the Data Controller and the Data Processor
3. Do the Terms and Conditions with the funder clearly define the obligations between London Councils and the funder such that it satisfies GDPR?
4. A Privacy Impact Assessment may be required, has this been considered?
	


.

