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CHALLENGE FUND
APPLICATION GUIDANCE NOTES
CHALLENGE FUND – APPLICATION GUIDANCE NOTES
What Is The Challenge Fund?

The Challenge Fund is a 3 year funding programme aimed at raising the profile of knowledge exchange within UEL and increasing staff engagement in knowledge exchange activities. 

The Challenge Fund will provide development funding to projects that demonstrate that they address one of the following project streams:

· Promote & Support Knowledge Exchange Activities

· Knowledge Exchange Development 

· Business Engagement

· Student Engagement
Second Call for Applications 

(Please note there will be additional calls in the academic year 2010/11.)
There is £270,000 of funding available in this call. We are looking to support projects that:

· Support UEL staff to engage in knowledge exchange activities and develop new application of expertise which can lead to further knowledge exchange related to business, public and third sectors, and community life.

· Work with external enterprise partners, including SMEs, entrepreneurs, start-ups and inventors, to support the exploitation of commercial and community generated ideas.

· Promote the development of new ideas and markets and to support the formation of partnerships which realise commercial and community generated opportunity.

· Improve coordination and development of knowledge exchange activity across schools and services and between schools, services and Knowledge Dock.

· Evidence that they will ultimately be sustainable beyond the Challenge Fund funding.

Application Information
· One form should be completed for each project proposal. 

· Please complete the form using Arial font, size 11. Once completed, the length of this document will vary according to the complexity of the project. Please be mindful that some questions have maximum word answers and you should be concise and avoid repetitions. Please help the evaluators to identify key information in your application, e.g. by setting out your text in an accessible way using bullet points where appropriate.

· Applicants should complete the tables and address the specific questions asked. Ensure that activities, outputs, costs and other information are realistic.

· The closing date for this current call is 5PM on 31st March 2010. Any applications received after this deadline will not be considered for this call. There is no exception to this rule.
· All completed applications should be e-mailed to challenge.fund@uel.ac.uk.  You will receive notification that your application has been received.
SECTION 1 – GENERAL INFORMATION
APPLICATION DETAILS
· Project Name: Please give your project a name. (no more than 30 characters)
· Date Submitted: The date your application is submitted.

APPLICANT DETAILS

Please complete this section with details of the lead person for the application. This will be the main contact person for the application.

SCHOOL / SERVICE DETAILS

Please complete this section with the name and contact details of your Dean of School or Director of Service.

APPLICATION AUTHORISATION

The application needs to be signed off by your Dean of School or Director of Service. As all applications are to be submitted electronically please attach an e-mail from your DoS confirming sign-off with your submitted application.
Please note that applications which have not been signed off will not be considered.

For Mulit-discipline projects a lead partner must be identified and they will be required to sign-off the application.

DISCLAIMER

Please confirm if you agree for your project to be shared with UEL colleagues with regards to other sources of funding that may benefit your project.
SECTION 2 – PROJECT INFORMATION

PROJECT THEME – VERY IMPORTANT
Please indicate the project theme under which you are applying. Mark one box ONLY.
Your application will be evaluated based on the project theme you identify. Each section of the application MUST address the theme identified or will receive a low score. 

There will be funding for each theme however no set amount has been allocated to each theme.

The 3 project themes are:
	PROJECT THEMES
	Description

	Income Generation Projects
	These projects will generate income either during the project lifetime and/or will be able to clearly demonstrate how income will be generated beyond the life of the funding.
Complete each section emphasising how the project will enable the generation of future income.

	Multi-discipline Projects
	These projects must be collaborative applications with at least 2 UEL schools or services involved in delivery.

Complete each section emphasising how and who from the collaboration will deliver each section.

	Open Call Projects
	Any project ideas that do not sit into the themes above. Complete each section as per the criteria set out below.


PROJECT SUMMARY (Max 150 words)



Max Score: 1
Please provide a summary of your project. This summary will be used to publicise your project so should be clear and concise. 

The summary should include what the project is and what you intend to achieve.
PROJECT AIMS & OBJECTIVES (Max 350 words)

Max Score: 5
Please clearly describe the purpose, aims and objectives of the project. You should include:

· what the project intends to achieve; and
· what activities will be undertaken to deliver the project.
SUSTAINABILITY (Max 350 words)



Max Score: 5
Please clearly describe how your project will be sustainable beyond the Challenge Fund funding. You should include:

· in what capacity will your project activities continue; and

· how your project will be funded.
GRANT
Please indicate the level of grant required.

Please note there is £270,000 of grant available in this call. 
We are looking to fund 5 – 10 projects in this call.
PROJECT START DATE

Please state the date your project will start if the application is successful. This should be stated in the form DD/MM/YY.

Please note that projects MUST NOT start later than 1st October 2010.
PROJECT END DATE
Please state the date your project will end if the application is successful. This should be stated in the form DD/MM/YY.

Please note that projects MUST NOT end later than 31st July 2011.
PROJECT MANAGEMENT

Please provide the name and contact details of the Project Manager (if different from applicant). 

If the application is successful this person will be the main contact during the delivery of the project.

PROJECT STREAMS






Max Score: 3
Please indicate the principal stream(s) for the project by placing a cross in the appropriate box(es). 
A minimum of one stream must be checked. 
The Project Streams are:
	PROJECT STREAMS
	Some Examples

	Promote & Support Knowledge Exchange Activities
	- Support & train staff to work more effectively with businesses.
- Strengthen processes for supporting Knowledge Exchange activities.

	Knowledge Exchange Development
	- Development of new concepts & markets.
- Development of CPD courses.

	Business Engagement
	- Working with businesses.
- Exploit commercial products and ideas.

	Student Engagement
	- Increase student engagement in entrepreneural activities.


Please clearly describe how the project is addressing the chosen stream(s). (Max 150 words per stream)
PROJECT IMPACT (Max 300 words)



Max Score: 3
Please clearly describe the anticipated impact of your project. What will be the lasting impact once the project has been completed – both for your beneficiaries and UEL?

PROJECT AUDIENCE (Max 250 words)



Max Score: 2
Please clearly describe who the target audience is for the project. Include why they are being targeted and how they will benefit from the project.
MARKETING & DISSEMINATION (Max 250 words)

Max Score: 2
Please clearly describe how you intend to publicise your project during delivery to ensure you reach your target audience and how you will disseminate the final results.
PROJECT OUTPUTS & MILESTONES



Max Score: 3
Please complete the table including the key milestones of the project, the outputs and outcomes your project aims to deliver, the evidence you will provide to comfirm they have been achieved and the date when you expect them to be completed. All dates should be within the project duration.
The table below details the information required in each column and an example.
	OUTPUT/ACTIVITY
	EVIDENCE
	DEADLINE

	Short description of output or activity in one sentence.
	How will you evidence the output or activity has been completed?
	When will you complete the output or activity by?

	Generate 2 new contracts for CPD training programmes.
	Copy of signed contract.
	June 2009


PROJECT RISKS






Max Score: 2
Please complete the table with the main risks that may impact upon the successful completion of the project. For each risk identified please indicate the likelihood of occurrence and how you will mitigate the risk.
The table below details the information required in each column and an example.

	RISK
	LIKELIHOOD
	RISK MITIGATION

	Categories of risks could include: Financial, technical, client interest and legal
	Please choose either: High, Medium or Low
	A brief description on how you will mitigate the risk identified.

	A lack of interest in the project from the targeted audience.
	Medium
	Market research has been undertaken to identify the need in the targeted audience. Marketing campaign aimed at the targeted audience.


SECTION 3 – BUDGET





Max Score: 3
Please complete the table with the details of the costs for the project. The total amount should be equal to the amount of Grant you have requested in section 2.
Budget Items can include but are not limited to: Staff Costs, Marketing, Travel & Subsistence, Events, Training Materials, Printing & Photocopying and Consumables.

Please note staff costs should be a contribution towards costs not the whole costs.

Budgets with large amounts of funding allocated to external consultants MUST provide a clear justification why this is the case.

Detailed costings will be completed once a project is awarded funding.

The table below details the information required in each column and an example.

	BUDGET ITEM
	DETAILS
	TOTAL

	Choose from list above or provide additional budget item.
	A brief description of what the budget item will be used to fund.
	Total cost of the item in £’s.

	Staff Costs – Project Manager
	Contribution towards salary costs for the project manager.
	£10,000


MATCH FUNDING (Max 150 words)



Max Score: 1
Please confirm the amount of match funding you will be providing to the project and clearly describe where the match funding is being sourced. Match funding will be project costs that are not covered by the grant. This can be in the form of staff time and non-staff costs – for example room hire.
JUSTIFICATION (Max 250 words)




Max Score: 2
Please provide justification for the level of grant requested and why you have included the budget items in the budget table above. In particular, if stated, please justify why external consultants have been used.
VALUE FOR MONEY (Max 350 words)



Max Score: 3
Please clearly describe how your project presents value for money. Describe how the level of grant requested presents VFM in proportion to the impacts and outputs to be delivered.
EVALUATION PROCESS

Once the call deadline has passed all submitted applications will go through the evaluation process.

· Every application will be reviewed by 2 evaluators who will be briefed on the objectives of the Challenge Fund Programmes.
· The evaluators will be asked in particular to look for projects that evidence they will be sustainable beyond the initial funding.
· The evaluators will be reviewing the applications, and each section within the application, based on the theme identified.
· Each evaluator is requred to complete individual evaluation forms giving scores and providing comments. The evaluators will sign the form to confirm they do not have a personal conflict of interest with the application.

· An evaluation panel will then be convened to examine and compare the top marked applications.

The panel will then make recommendations for a priority order of applications to be awarded grant.

· Successful applicants will be notified via e-mail which will confirm the level of grant awarded.

Applicants that have not been successful will be notified via e-mail.
· Following the award of grant there will be a short period of finalising Service Level Agreements.
SCORING

Every application will be scored by 2 evaluators with the 2 sets of scores being combined to provide an average score for the application.
Each part of the application will be awarded a score of 0, 1, 2, 3, 4 or 5 points. Please see details within this document for the maximum score that can be awarded for each section.
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