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1. INTRODUCTION 
 
1.1 A4B Overview  
 
A4B is a six year programme of support funded by the Welsh Assembly 
Government and European Structural Funds aimed at providing a simplified, 
integrated package of support for knowledge transfer from academia to 
business.  A4B brings together a suite of already successful programmes into 
one, overarching programme, improving on previous capabilities. 
 
A4B consists of the best elements of the Knowledge Exploitation Fund (KEF), 
Centres of Excellence for Technology and Industrial Collaboration (CETIC), 
Know How Wales (KHW) and Accelerate Clusters (AC).  These previously 
separate programmes have successfully worked with both Higher Education 
Institutions and, where appropriate, Further Education Institutions over the 
last seven years, delivering knowledge transfer to Welsh industry and 
businesses. 
 
The aim of the overall programme is to promote a high value-added economy 
and to maximise the economic impact of academia and business through 
technology transfer and the creation of a stronger science, engineering and 
technology base with clear commercial potential.  This will be achieved by the 
adoption of new processes, systems and services, or by improving 
substantially those already produced or installed.  In turn, this will lead to the 
creation of high value jobs and ultimately, a value-added economy.  
 
1.2 Guidance Overview 
 
The purpose of this document is to provide guidance to Academic Partners on 
the agreed common indicators used by the Department for the Economy and 
Transport and the Welsh European Funding Office to monitor its activities on 
A4B projects.  It includes a full list of DE&T and WEFO core indicators specific 
to A4B projects, provides detailed definitions for each one, and gives 
guidance on their use in practice.  It brings together the key principles, 
detailed definitions, category breakdown information and verification evidence 
requirements associated with each of the indicators. 
 
The 2007-13 Structural Funds Programmes and opportunities available to the 
Welsh Assembly Government, and DE&T in particular, to maximise the 
potential of these funds has resulted in the need to work more closely with the 
Welsh European Funding Office (WEFO) and take a joined up approach to 
developing indicators which are applicable across DE&T activity, whether 
funded by Structural Funds or not. We have, therefore, worked closely with 
the WEFO Research Monitoring and Evaluation team to bring together 
definitions wherever possible to standardise and streamline data requirements 
to avoid duplication of effort and to simplify monitoring and reporting.  
 
The new indicator set will enable us to monitor and measure the activities of 
the A4B projects and generate and report data that will provide timely, 
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consistent, robust and reliable information about what is being delivered and 
the benefits being achieved throughout Wales.  
The collection of performance information is critical in managing the effective 
delivery of the A4B programme’s key priorities and objectives.  Information in 
respect of performance data can indicate to what degree we are delivering 
key policies and strategies.  Simply, it helps us to make sure we’re achieving 
what we set out to do.  It also identifies which of the policies and strategies 
are working best and why they work, which will be useful information for 
forward planning.   
 
Indicator monitoring, i.e. the monitoring of activity, results and outcome 
indicators, allows effective accountability and enables key stakeholders to see 
whether we have successfully achieved the goals we were set.     
 
Indicator monitoring information is used across DE&T and by the wider 
external audience in a variety of ways, including: 
 

• Measuring benefits D to demonstrate progress over time against 
milestones and objectives. This can show clearly and simply what has 
been achieved.  

 

• Problem identificationD the collection and reporting of monitoring 
information during the delivery phase allows those responsible to assess 
progress, and to be aware of possible problems arising in a timely 
manner, enabling prompt response actions to be taken where required to 
put the activity back on track. 

 

• Publicising achievementsD this information can be used, and is used 
in annual reporting and similar documentation, to let the wider public 
know what the programme has achieved. 

 

• Informing the futureDthe collection and reporting of monitoring 
information across activities enables us to learn from experience and 
inform future activity. Indicator monitoring information forms the basis of 
regular evaluation, so lessons learned can be fed back into strategic 
development for the future. 

 
The indicators contained in this document have been developed following a 
detailed review of the reporting needs of the Department for Economy and 
Transport as a whole and in consultation with WEFO and are specific to the 
A4B programme as a whole.    
 
The delivery indicators are split into three categories, namely activity, result 
and outcome indicators.  Further detail on activities, results and outcomes 
and evidence requirements can be found at Section 3. 
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1.3 A4B Grant Funding 
 
Knowledge Exploitation 
 
Early Stage Development Funding (Higher Education Institutions) 
 
The Knowledge Exploitation Capacity Development programme provides 
project based support to Welsh academic institutions to increase their ability 
to make the most of their knowledge base and thereby maximise the 
economic impact of academic ideas. 
 
This strand of the programme builds on the best practice developed over 
previous Welsh Assembly Government programmes and is designed to fill the 
funding gap between basic early research and the start of the market 
development process.   
 
The HE ESDF takes into account many of the recommendations from the IP 
Commercialisation Task and Finish Group (TFG) to provide an enhanced 
framework of funding support through the Early Stage Development Fund.   
 
The aim of ESDF is to maximise the number and the quality of potential 
commercial propositions coming out of academia.    
 
ESDF is awarded direct to an institution’s Knowledge/Technology Transfer 
Office to enable a more speedy and flexible response to developing academic 
ideas.      
ESDF objectives are to: 
Maximise the number of ideas being discovered within academic institutions 
by providing an improved level of support for the discovery of ideas. 
Improve the quality of propositions being presented for exploitation by 
providing improved support for the evaluation, protection, initial development 
and management of academic ideas.  
Facilitate the sharing of best practice amongst the academic IP 
commercialisation community. 
Develop and promote important strategic and operational relationships 
between the academic research base and business. 
 
Early Stage Development Funding (Further Education Institutions) 
 
This is intended as a dedicated stream of funding to be used by further 
education institutions (FEIs) to provide dedicated resources and infrastructure 
for their knowledge transfer activities. 
 
The Knowledge Exploitation Capacity Development programme provides 
project based support to Welsh academic institutions to increase their ability 
to make the most of their knowledge base and thereby maximise the 
economic impact of academic ideas. 
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This strand of the programme builds on the best practice developed over 
previous Welsh Assembly Government programmes and is designed to fill the 
funding gap between basic early research and the start of the market 
development process.   
 
The aim of the ESDF is to maximise the number and the quality of potential 
commercial propositions coming out of academia.    
 
ESDF is awarded direct to an institution’s Knowledge/Technology Transfer 
Office to enable a more speedy and flexible response to developing academic 
ideas.      
 
ESDF objectives are to: 
Maximise the number of ideas being discovered within academic institutions 
by providing an improved level of support for the discovery of ideas. 
Improve the quality of propositions being presented for exploitation by 
providing improved support for the evaluation, protection, initial development 
and management of academic ideas.  
Facilitate the sharing of best practice amongst the academic IP 
commercialisation community. 
Develop and promote important strategic and operational relationships 
between the academic research base and business. 
 
Knowledge Exchange Projects (Higher Education Institutions) 
 
The aim of the Knowledge Exchange Project (KEP) programme is to identify 
and develop effective innovative academic, public and private sector 
knowledge exchanges that can deliver the results and impacts necessary to 
effect economic change in terms of: 
 

• increasing business interaction with academia in Wales in order to 
create new or improved products, processes or services and in this 
way more fully exploit the research base in Wales.                                                                                              

• developing more effective knowledge exchange mechanisms to bring 
together problem holders and solution providers in more purposeful 
ways. Knowledge exchange from an A4B perspective can be defined 
as being the two-way flow of information and ideas between academia 
and business for the overall benefit of the economy of Wales.  The 
Knowledge Exchange will be based around the capabilities of the 
participating academic Institution/s.  

• stimulating the formation and the maintenance of long-term 
collaborative relationships between academia and business.  

 
Knowledge Exchange Projects (Further Education Institutions) 
 
The aim of the Knowledge Exchange Project (KEP) programme is to enable 
Further Education Institutions in Convergence areas to engage in key 
strategic sectors for Wales and develop relationships within their regions for 
building capacity to enable greater knowledge transfer in the future.  
Institutions in non-Convergence areas will be encouraged to engage with the 
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exchange projects but they will not be eligible for any funding as part of their 
involvement. 
 
Applicants are expected to establish a partnership that will take in to account 
the regional needs whilst addressing the ERP Sectors and R&D Priorities of 
the Welsh Assembly Government. 
 
The funding is offered to a partnership for the establishment of a Centre of 
Knowledge Exchange within the region to develop special interest groups and 
networks to address the given priorities. 
 
Innovative Action Projects  
 
Pilot Studies form part of the Innovative Action funding and is designed to 
offer the flexibility to meet future demands, such as the shifting nature of the 
political, economic and knowledge exchange landscape, as well as the ability 
to integrate and carry forward new and innovative ideas as they emerge.   
 
By building in flexible funding options the A4B programme is better placed to 
meet future needs in order to drive forward the knowledge economy in Wales. 
 
Dedicated financial resources have been allocated in the form of flexible 
funding that can be accessed by institutions for those opportunities that 
cannot be easily met by the distinct programme areas currently within the 
Academic Expertise for Business programme.  
  
All Pilot Study projects must demonstrate they are of strategic economic 
importance to Wales in order to be eligible for funding.  
 
Large – Application Development Project  
 
The purpose of a Large-ADP is to create a new high-growth company based 
in Wales and/or to deliver a new licensing package with significant commercial 
potential that can be demonstrated to justify the additional funding level.  The 
key objectives of Large-ADP is to confirm the market demand, routes to 
market and the necessary performance characteristics required by the market 
to create a licensing or investment opportunity with significant global potential.  
 
A Large-ADP takes place after concepts with significant potential have 
successfully passed through the Initial Screening (IS) and Define, Evaluate 
and Refine (DER) phases, which are supported by A4B’s Early Stage 
Development Fund.  Large-ADP supports projects with strong 
commercialisation potential.  It is not a source of research funding and as 
such it is expected that the fundamental science or knowledge base have 
been established prior to an L-ADP application.  It helps universities to take 
ideas and innovations from research to global markets. 
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Knowledge Transfer 
 
Collaborative Industrial Research Projects 
 
The Collaborative Industrial Research Project (CIRP) programme aims to 
encourage and enable groups of companies and academic institutions to 
carry out collaborative industrial R&D projects in order to: 
  

• Increase the level of business investment in R&D in Wales. 

• Develop the research base in Wales by working on important 
industrial/business issues.  

• More fully exploit the research base in Wales by creating new or 
improved products, processes and services.  Ultimately this will 
translate into an increase in high value employment.  

• Stimulate the formation of long-term collaborative relationships 
between academia and industry to enable the process to become 
sustainable.  

 
Knowledge Transfer Centres 
 
Knowledge Transfer Centre projects (KTCs) promote and demonstrate the 
benefits of new technology and specialist services to industry and business.  
They provide facilities which companies could not otherwise readily access. In 
this way KTC projects assist businesses to overcome the barriers of cost or 
lack of awareness which often preclude businesses from experimenting with 
key technologies, or new research ideas.    
 
     

• Improve the competitiveness of Welsh enterprises by facilitating the 
development of new or improved products, processes or services and 
by doing so create employment in supported entities  

• Promote the use of technology and advanced knowledge services by 
industry 

• More fully exploit the knowledge base in Welsh Higher Education 
Institutions and where appropriate Further Education Institutions by 
Welsh enterprises  

• Stimulate the formation of longer term relationships between academia 
and industry for the benefit of the Welsh Economy. 

 
This fund is looking to develop and grow KTCs fostering the identification, 
transfer and absorption of technologies by businesses (EU definition). 
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2. MONITORING AND SYSTEMS 
 
2.1  Systems Appraisal 
 
Once an academic partner has received a contract for their first A4B project 
they will be allocated an A4B Case Officer whose first task will be to carry out 
a systems audit. This is to ensure that the academic partners have effective 
management and control systems in place such as good financial controls 
and adequate record keeping systems, for example. The systems in place will 
be documented and the A4B Case Officer will carry out a “walk through test” 
of each system where applicable to ensure that it is being applied robustly, 
and when occasions arise where they are not, to identify what actions and 
support are necessary. This will be reviewed on an annual basis for as long 
as the institution is in receipt of A4B project funding.   
 
2.2 Verification and Compliance Monitoring 
 
The Welsh Assembly Government, as the applicant body is required to 
monitor activity and expenditure at institutions.   
 
One of the roles of the A4B Case Officers is to support and encourage partner 
organisations to continuously improve the quality of project delivery and best 
practice, in an advisory capacity.  
 
It may also be necessary to undertake compliance / verification visits to 
institutions. The Principle objectives of the visits are: 
 

• To check that the allocation was used for the purpose for which it was 
made available, that terms and conditions attached to the allocation 
have been complied with and that expenditure and activity is eligible. 

• To ensure that a full transparent audit trail exists including retention of 
supporting documentation.  

• To ensure that institutions comply with European and Welsh Assembly 
Government regulations. 

• To ensure that projects are proceeding in line with the original 
application or its latest revision and that targets are met. 

• To deal with the projects which fail to meet targets; action could include 
recovery of reimbursements made or reduction of allocation or both. 

• To provide a basis from which the evaluation of the benefits achieved 
by A4B support can be assessed.  
 

What you should expect to show during a visit: 
 

• A separate file for each approved project, which sets out the full 
history of the project. 

 

• Internal Approval of the project and its financing. 
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• Separate cost codes within the institution accounts for the recording     
of project expenditure. 

 

• Justification of expenditure. 
 

• Copies of job adverts and literature showing correct logos 
 

• Financial Records – Base documentation supporting expenditure 
i.e.: staff time sheets, expense claims, invoices / receipts, institution 
bank statements / account ledgers.  

 

• Publicity Statement and examples 
 

• Ability to demonstrate added value 
 

• Documentation to support activity i.e. Company Enrolment forms, 
log of company assistance received and subsequent agreed 
actions, project reports, meeting minutes, evidence to support work 
packages identified etc.  

 

• Documentation to demonstrate events took place e.g. copies of 
advertisements, flyers, leaflets, event literature etc. 

 

• Signage and equipment labels displaying the relevant logos. 
 
All supporting documentation should be original. If, due to institutional 
systems, original documents cannot be kept on the project files, access to 
original documents must be made available for audit and monitoring 
purposes. If full records to support expenditure and activity are not available, 
this could result in a recovery of funding.  

Please ensure that all project documentation is retained and archived in line 
with the guidance as set out in this document at ref: 2.5. 

 
2.3 Activity Monitoring  
 
The A4B programme team must be confident that the data it reports to its 
Ministers, Senior Management and WEFO is reliable and accurate. Indicator 
information must therefore be collected in a manner which enables an audit 
trail to be established. It is the responsibility of the academic partner to ensure 
that indicator data is accurately collected for their projects, and generally in 
turn it is the responsibility of the project manager to ensure the collection of 
this data occurs in a robust and reliable manner. Guidance has been made 
available within this document on what information is required to evidence 
delivery of activities and results. This can be found at Section 3 of this 
document.  
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2.4 Risk Management  
 
Occasionally, unexpected events will occur that will materially affect the 
project even though a risk assessment has been performed.  If there is an 
event that is likely to cause adverse publicity or if there is a significant 
change to the project (e.g. delay, re-profile, change of outcome or termination 
of project) the A4B Case Officer should immediately be informed by 
telephone. This should then be confirmed in writing.  
 
 
2.5 Record Keeping & Retention of Documents 
 
It is important you ensure that sufficient records are kept to satisfy audit 
requirements. Further guidance on record keeping can be found at 
http://www.wefo.wales.gov.uk 
 
The following are considered commonly accepted data carriers as referred to 
in Article 90 of Regulation (EC) 1083/2006: 
 

(a) Photocopies of original documents; 
 

(b) Microfiche of original documents; 
 

(c) Electronic versions of original documents; 
 

(d) Documents existing in electronic versions only 
 
The procedure for certification of conformity of documents held on commonly 
accepted data carriers with the original document shall be laid down by the 
national authorities and shall ensure that the versions held comply with 
national legal requirements and can be relied upon for audit purposes. 
 
Where documents exist in electronic version only, the computer systems used 
must meet accepted security standard that ensure that the documents held 
comply with the national legal requirements and can be relied up on for audit 
purposes.  
 
Project documentation must be retained for three years after the European 
Commission has made the final payment for the European Regional 
Development Fund to the Welsh European Funding Office. This means at 
least until 31 December 2024 but since it is unclear when WEFO will receive 
final payment from the European Commission you must retain all documents 
until the Grantor informs you in writing that it is safe to destroy them.  
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2.6  Internet Project Monitor (iPM) 
 
The Internet Project Monitor is the data collection system in place for use on 
the A4B projects. Each institution will have its own set of user log in details. 
Reporting of the project activity and expenditure occurs quarterly through the 
iPM system. During each period, you must enter your full defrayed project 
expenditure and direct activities and results, or provide them to your finance 
and/or European team, who in turn enter the information into the iPM system.  
 
Indirect outputs and project specific benefits should be collected and recorded 
as project information. Additional information can be reported on through the 
quarterly narrative reporting, to highlight achievements and added benefits. 
Indirect outputs form part of the audit trail, completion reporting and 
evaluation.  
 
Project claims and reports must be sent to the A4B Senior Finance Executive 
no later than one calendar month from the period end date. Please note that 
the system will automatically move into the next calendar quarter immediately 
after the current quarter claim deadline. Any entries not included will be 
included in the next claim.  
 
iPM is also capable of budget monitoring and reporting in order to assist with 
project monitoring. Further information on the data management system can 
be found by accessing www.internetprojectmonitor.co.uk  User guidance can 
be found on the Main Menu / Resource Area / Useful Documents/User Guide. 
 
2.7 Post Completion Monitoring & Evaluation 
 
The evaluation of the A4B programme within academic institutions will be by 
means of post completion monitoring visit by A4B personnel after each 
individual project has completed. The time scales will be agreed with the 
academic institutions project teams to ensure team members and project 
information is available for post completion monitoring in the future.  
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3. INDICATOR DEFINITIONS, EVIDENCE 
REQUIREMENTS AND EQUAL OPPORTUNITIES 
 
 
3.1  Summary list of A4B Indicators, Outputs and Results 
 
Listed below are the performance indicators, outputs and results currently in 
use to measure the activities, results and outcomes of interventions and 
activities under the A4B Programme. Please note that some of the outputs 
and results require further data collection relating to Equal Opportunities. This 
is shown per indicator under ‘Category Breakdown’ and has been highlighted 
on this list below: 
 
 

Performance Indicator Category 
Breakdown 

Page No 
 

 
Demonstrations  
 

 
N/A 

 
13 

 
Ideas Discovered (ESD only) 
 

 
N/A 

 
13 

 
Ideas Evaluated (ESD only) 
 

 
N/A 

 
13 

 
Ideas going to Initial Development (ESD only) 
 

 
 N/A 

 
13 

 
Ideas going to Further Development (ESD only) 
 

        
       N/A 

 
14 

 
Network Meetings 
 

 
N/A 

 
14 

 
Projects Identified 
 

 
N/A 

 
14 

 
Projects Transferring Environmentally Friendly 
Technology 

 
N/A 

 
14 

 
Scoping Discussions / Diagnostic Interviews 
 

 
N/A 

 
15 

 
Seminars Held 
 

 
N/A 

 
16 

 
Steering Group Meetings 
 

 
N/A 

 
16 
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Output / Result Category 
Breakdown 

Page No 
 

 
Collaborative R & D 
 

 
N 

 
17 
 

Enterprises Assisted  
 

 
Y 
 

 
18 
 

Enterprises adopting or improving Environmental 
Management Systems 
 

 
N 

 
20 
 

Enterprises adopting or improving equality 
strategies and monitoring systems 
 

 
N 

 
21 

 
Funding secured 
 

 
N 

 
22 
 

 
Gross Jobs created 
 

 
Y 

 
24 
 

 
Jobs safeguarded 
 

 
Y 

 
26 
 

New or improved products, processes or services 
launched 
 

 
N 

 
28 
 

 
Products, processes or services registered 
 

 
N 

 
29 
 

 
R&D Investment Induced 
 

 
N 

 
30 
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3.2  Detailed Indicator Definitions  
 

The A4B team recognise that the above Outputs and Results will take time to 
achieve. In the early stages a project may be required to report on the 
following Performance Indicators to support activity generated as the project 
proceeds. These indicators have been produced in order to monitor activity 
which underpins the outputs and results.  
 
Demonstrations 
 
Definition: The number of technology demonstrations held during the course 
of the project to illustrate the specialist, high-technology equipment or new 
research ideas. Technology demonstrations may take place during seminar 
events held at the centre / institution or may be held as a separate event.  
 
Evidence requirements: A record of the duration of the demonstration, with 
which company and a description of the advice and information provided. 
 
Ideas Discovered  
 
Definition: An idea from a member of staff that is thought to have commercial 
potential which, is based on a current academic capability and/or resource 
within the University or College. 
 
Evidence requirements: An official disclosure form that has been completed 
by a technology transfer or commercialisation officer that outlines the potential 
commercialisation case. 
 
Ideas Evaluated 
 
Definition: A disclosed idea that is evaluated to validate its potential 
commercial viability.  The evaluation may consider the IP position, market, 
Route to Market and Technical Feasibility of an idea.   
 
Evidence requirements:  Copies of any reports, an overall evaluation of the 
idea and the conclusion drawn from the evaluation.  At this stage the idea 
may be rejected or go forward for further development and validation. The 
output for a successful evaluation would be a commercialisation plan which 
may also include a specification for the proof of concept based on the market 
and route to market evaluation. 
 
 
Ideas going to Initial Development 
 
Definition: A development project aimed at demonstrating the technical 
feasibility, proof of concept or to provide a demonstrator to engage potential 
investors or licensees going forward to an internal commercialisation board for 
consideration.  These projects will be applying for internal funding from 
University or College resources (ESDF or other internal funding) and based 
on a successful evaluation phase.  
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Evidence requirements: The minutes from the internal commercialisation 
board dealing with the request. There should be a clear audit trail that the idea 
is progressing through a commercialisation process. 
 
Ideas going to Further Development 
 
Definition: A development project requiring support from external funding to 
the University or College and aimed at demonstrating the technical feasibility, 
proof of concept or to provide a demonstrator.   
 
Evidence requirements: Documentation supporting the application to an 
external body for funding support for the idea.  This could be a completed 
application form together with any supporting correspondence, a notice of the 
result of the application. There should be a clear audit trail that the idea is 
progressing through a commercialisation process. 
 
Network meetings 
 
Definition: The number of network meetings held during the course of the 
project to facilitate effective technology transfer and knowledge exchange 
services to industry. Meetings may also be held for internal 
information/networking purposes.  
 
Evidence Requirements: Confirmatory document recording the contact 
including some detail of the networking meeting; Attendance list; adequate 
support documents recording for example: name of the company, the number 
of hours assistance/attendance; spreadsheet evidencing individual 
enterprises showing the activity.  
 
Projects identified 
 
Definition: The number of future, demand-led, industrial R & D projects 
identified through effective knowledge exchange services where the potential 
exists to address a technical or business related problem. 
 
Evidence Requirements: Details of the individual projects identified and the 
proposed future direction for each.  
 
Projects transferring environmentally friendly technology 
 
Definition: Any project which demonstrates commitment to the European 
Community and Welsh Assembly Government Cross Cutting Themes.  
 
Project activities that demonstrate achievement against any of the categories 
below could be recorded against this indicator:-  
 

• Reducing emissions of greenhouse gases to help limit the extent of 
climate change and help adapt to its effects (see Section 8.1 Cross 
Cutting Themes for further details). 
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• Promoting sustainable transport (see Section 8.2 Cross Cutting 
Themes for further details). 

 

• Promoting the efficient use of natural resources (see Section 8.3 Cross 
Cutting Themes for further details). 

 

• Minimising the risk of pollution and other environmental hazards 
thereby safeguarding the health of communities and the environment 
(see Section 8.4 Cross Cutting Themes for further details ). 

 
Evidence Requirements:  Evidence is dependant on the type of activity carried 
out. This will be individual to each project. Evidence could include (but not 
limited to):- 
 

• Section 8.1: Formal notification from the provider certifying that an 
Environmental Management System (EMS) has been adopted or 
improved according to an agreed specification by the enterprise 
assisted. (e.g. ISO 14001, Green Dragon 2 Level 5) 

• Section 8.2: A travel plan based on initiatives such as car sharing 
schemes, public transport options, safe cycling schemes etc.  
Innovative use of ICT systems to reduce travel need where possible 
such as records of Webinars, Video Conferencing etc. 

• Section 8.3: A completed Life Cycle Analysis (e.g. how the 
product/process could be made as efficiently as possible). 

• Section 8.4: Authorisation from the relevant authorities to demonstrate 
that waste has been disposed of in line with environmental best 
practice and legislation.  

 
The nature of the project may lend itself to transferring environmentally 
friendly technology and this should be considered in line with the guidance at 
Section 8 when recording activities against this indicator.  Please refer to the 
guidance on Cross Cutting Themes.  
 
 
Scoping Discussions/Diagnostic Interviews Held 
 
Definition: The number of scoping discussions/diagnostic interviews 
undertaken with companies, generated as a result of seminar events, 
technology demonstrations or other forms of initial contact. Scoping 
discussions/diagnostic interviews will determine the technology related 
problems faced by a company / group of companies and establish how the 
specialist equipment and/or expertise can best assist.  
 
Evidence requirements: A record of the duration of the discussion with the 
company, a description of the advice and information provided and a record of 
any planned non-routine consultancy towards undertaking a collaborative 
R&D project to solve the technology related problem.  
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Seminars  
 
Definition: The number of seminars held with attendees to promote project 
capabilities.  Seminar events provide an opportunity to establish initial industry 
/ academic links with companies, network with companies, provide information 
exchange and dissemination, increase the client base of the centre, offer 
technological assistance to new markets and generate leads for future 
knowledge transfer in the form of collaborative R&D projects.  Seminars may 
also be held for internal information / networking purposes.  
 
Evidence requirements: A record of the duration of the seminar, list of 
attendees and a description of the advice and information provided including 
any promotional / marketing materials produced for the seminar. 
 
Steering Group Meetings  
 
Definition:  Project Steering Groups are normally held on a quarterly basis and 
chaired by the Project Director within the lead academic institution. The 
Steering Group provides an opportunity for all members of the consortium to 
review progress and make decisions on any changes to the project plan which 
may become necessary to take account of experimental findings.  
 
It is a condition of funding that A4B officers and / or their representatives will 
be invited to attend both project management and Steering Group meetings 
as and when appropriate.   
 
Evidence: Minutes of the meeting; list of attendees; date and duration of 
meeting. All minutes and papers from these meetings should be kept on file 
and be available to the A4B Monitoring Team upon request. 
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3.3 Detailed Outputs and Results Definitions 
 
This section provides the detailed definitions associated with each output and 
result listed in the above summary list.  The detailed definitions include 
information on: 
 

• Formal indicator title 

• The origin of the indicator 

• A detailed explanation of the indicator, including definition, use, scoring 
and evidence requirements 

• Any associated category breakdowns 
 
 
Collaborative R & D 
  

Title 
 

Collaborative R & D 

Origin 
 

2007-13 ERDF Structural Funds Programme indicator 

 
Definition 

 
The number of collaborative R&D projects between an 
enterprise and a research institution. 
 
The collaboration should be an ongoing relationship 
between enterprises and research institutions (WDA, 
2004/5, p.79) spanning the length of an R&D project.  
Assistance or financial support must be provided prior to or 
during the collaboration and directed at the enterprise 
and/or the research institution(s) involved (OffPAT, 2005b, 
p.9). 
 
R&D: Any work undertaken on a systematic basis to resolve 
scientific or technological uncertainty aimed at achieving an 
advance in science or technology. Advances include new or 
improved products, processes and 
services (OECD, 2002a, p.30; DTI, 2006a). 
 

  
This output should be recorded at the inception of the 
collaboration. 
Information required on Enterprise to evidence result: 
name, address including postcode, telephone number, 
ownership, number of employees, date assistance or 
financial support received 
Information required on Research institution to 
evidence result: name, address including postcode, 
telephone number, 
Evidence of Collaboration: letter of agreement of 
collaboration/memorandum of 
understanding, which states what each partner is going to 



 18 

put in/receive from 
the collaboration (OffPAT, 2005b, p.10) 
 

 ERDF CONVERGENCE PROGRAMME PRIORITY 1 - 
BUILDING THE KNOWLEDGE BASED ECONOMY 
ERDF CONVERGENCE PROGRAMME PRIORITY 4 - 
CREATING AN ATTRACTIVE BUSINESS ENVIRONMENT 
 

 
 
 
Enterprises assisted  
 

Title 
 

Enterprises assisted 

Origin 
 

2007-13 ERDF Structural Funds Programme indicator 

 
Definition 

 
The number of enterprises assisted. 
 
Enterprise: Any entity engaged in an economic activity, 
irrespective of its legal form.  This includes self-employed 
persons and partnerships or associations regularly engaged 
in an economic activity (EC, 2003a). 
 
Receiving a minimum of seven hours 
 

  
To be scored once the 7 hours threshold has been reached 
and client confirmation of the assistance has been received.  
Examples of confirmation – documents from the provider to 
the enterprise recording the contact including some detail of 
the assistance; adequate supporting documents from the 
provider to the enterprise recording the number of hours of 
assistance; spreadsheet evidencing individual enterprises 
showing the activity undertaken. 
 
 

 The following information will need to be collected for each 
enterprise assisted: 
 
Contact details: Name, address, contact number(s), email 
address, preferred language of communication. 
 
Company make up:  Number of male owners, number of 
female owners, number of BME owners, number of BME 
owners, number of owners who consider themselves 
disabled, number of owners with a work limiting health 
condition, number of owners who understand/speak, read 
and write Welsh, number of owners who are aged 16-18, 
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19-24, 25-49, 50+ 
 
Company type: Start up, social enterprise, SME, sector, 
number of employees, turnover, VAT no,  
 
Activity details: Date received assistance, duration of 
assistance. 
. 

 ERDF CONVERGENCE PROGRAMME PRIORITY 1 - 
BUILDING THE KNOWLEDGE BASED ECONOMY 
ERDF CONVERGENCE PROGRAMME PRIORITY 2 - 
IMPROVING BUSINESS COMPETITIVENESS 
ERDF CONVERGENCE PROGRAMME PRIORITY 4 - 
CREATING AN ATTRACTIVE BUSINESS ENVIRONMENT 
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Enterprises adopting or improving Environmental Management Systems 
 

Title 
 

Enterprises adopting or improving Environmental 
Management Systems 
 

Origin 
 

2007-13 ERDF Structural Funds Programme indicator 

Definition 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The number of enterprises adopting or improving 
Environmental Management Systems. 
 
Environmental Management Systems: The implementation 
of a formal system within an enterprise whereby progress is 
monitored against defined targets to achieve a more 
efficient usage of natural resources thereby improving 
environmental performance (WEFO, 2004a, p.137). The 
Environmental Management System must have been 
adopted or improved as a result of the assistance or 
financial support. 
 
Enterprise: Any entity engaged in an economic activity, 
irrespective of its legal form. This includes self-employed 
persons and partnerships or associations regularly engaged 
in an economic activity (EC, 2003a). 
 

  
See Section 8.1 (a, b & f)  

  
Scored once support has been provided and formal notice 
from the EMS provider certifying that the environment 
management system has been effectively adopted or 
improved according to an agreed specification has been 
received. 
 

 ERDF CONVERGENCE PROGRAMME PRIORITY 1 - 
BUILDING THE KNOWLEDGE BASED ECONOMY 
ERDF CONVERGENCE PROGRAMME PRIORITY 2 - 
IMPROVING BUSINESS COMPETITIVENESS 
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Enterprises adopting or improving equality strategies and 
monitoring systems 
 

Title 
 

Enterprises adopting or improving equality strategies and 
monitoring systems 
 

Origin 
 

2007-13 ERDF Structural Funds Programme indicator 

 
Definition 

 
Number of enterprises adopting or improving a strategy, 
which outlines the key priorities for action by the employer 
and its staff to promote equality and challenge 
discrimination (GLA, 2005), and monitoring progress against 
these priorities. The equality strategies and monitoring 
systems must have been adopted or improved as a result of 
the assistance or financial support. 
 
Enterprise: Any entity engaged in an economic activity, 
irrespective of its legal form. This includes self-employed 
persons and partnerships or associations regularly engaged 
in an economic activity (EC, 2003a). 
 
 

  
Scored once support has been provided and copies of 
Annual Report on progress of the integration of equal 
opportunities within the project have been received. Report 
would include monitoring data and any actions to be taken 
forward. 

 ERDF CONVERGENCE PROGRAMME PRIORITY 1 - 
BUILDING THE KNOWLEDGE BASED ECONOMY 
ERDF CONVERGENCE PROGRAMME PRIORITY 2 - 
IMPROVING BUSINESS COMPETITIVENESS 
ERDF CONVERGENCE PROGRAMME PRIORITY 4 - 
CREATING AN ATTRACTIVE BUSINESS ENVIRONMENT 
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Funding secured 
 

Title 
 

Funding secured 

Origin 
 

DE & T indicator 

 
Definition 

The value of Public Sector specialist funding accessed by the 
client through the facilitation of the Department for use on R & 
D and innovation activity.   
 
As part of its support for businesses, individuals and 
communities, the Department advises and facilitates clients 
to apply for specialist funds, other than those administered by 
DE & T. 
 
This assistance is a significant part of the work done by many 
specialist business support activities, enabling access to 
funds which may otherwise be inaccessible without the skills 
to prepare business plans and proposals in a sufficiently 
focussed manner. 
 
Examples of funding included: 

o Research and development funding 

o Information and communications technology funding 

o Research grants 

o Academic grants / funding for research, development, 
prototyping etc. 

o FIG / FEG 
 
DE & T administered funds (including WEFO) do not qualify 
as funding secured, as these are internal to the Department. 
The volume and value of DE & T administered funds is a 
standard element of the schemes project management.  
 
To claim funding secured the level of assistance should have 
been of a suitable level and focussed provision to enable a 
client to attribute the securing of the funding to the support 
received. Typical example would be for smaller amounts of 
funding at least ½ a day of support and advice in respect of 
the application, and for larger amounts at least 2 days of 
support. 
 

  
It is recommended that this information is used to capture 
public funding secured in respect of innovation R & D, for 
example European R & D Investment Funds (not WEFO 
approved ERDF/ESF projects) and regeneration activity which 
frequently includes public sector in addition to private sector 
funding. 
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 Funding secured should be scored in £000’s when the funding 
has been granted and confirmed to ensure that accurate 
values are used. 
 
Where funding is undertaken in a number of clear, separable 
phases or tranches, the Funding Secured may be scored on 
the completion of award at each phase. 
 
Scoring of Funding Secured should be supported by the 
documented award of funding and, as with all Department 
outputs, confirmed by the client.  
 

  
N/A 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 24 

Gross Jobs created 
 

Title 
 

Gross Jobs created 

Origin 
 

2007-13 ERDF Structural Funds Programme indicator 

 
Definition 

 
The gross number of jobs created. 
 
Job: A new permanent post, i.e. there is a reasonable belief 
that the post has no finite life-time: that it is not of fixed 
duration. The post itself should be counted, not an estimate 
of the number of people that may occupy the post over time. 
A seasonal job may also be counted, so long as the job is 
expected to recur indefinitely. In this case the project should 
report, in addition to number of hours per week, the 
proportion of the year worked (WEFO, 2004; WEFO, 2004a, 
p.135). Project management/administration jobs within the 
Structural Fund project cannot be included. 
 
Jobs should be reported as Full Time Equivalents (FTEs), 
based on a 30 hour week. For example, if a post involves 
working 30 hours or more per week then it is 1 FTE. If a job 
is not full-time, then the hours worked each week will need 
be divided by 30 to give the proportion of FTE represented. 
For example, 18 hours per week would be 0.6 FTE. 
 
Gross: The total number achieved for an indicator through 
the activity (irrespective of the proportion of the project 
funded) and has not been adjusted for dead weight, 
displacement, leakage and multiplier effects (WDA, 2004/5, 
p.17; WEFO, 2005a). 
 
Created: Achieved through the assistance or financial 
support and did not exist prior to the activity. This does not 
include jobs which have been relocated. 
 
 

  
When written confirmation is received from the client that 
the jobs are to be created.  Scoring to include the standard 
occupational classification (categorised by the ONS 
SOC2000*) and salary (by wage band**) of the job. 
 
Personnel records showing the increase in headcount. Any 
other documents showing that these directly relate to the 
project. 
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* Standard Occupational Classification 
 
1. Managers and senior officials 
2. Professional occupations 
3. Associate professionals and technical occupations 
4. Administrative and secretarial occupations 
5. Skilled trade occupations 
6. Personal service occupations 
7. Sales and customer service occupations 
8. Process, plant and machine operatives 
9. Elementary occupations 
 
www.statistics.gov.uk/methods_quality/ns_sec/soc2000.asp 
** Wage band £000’s 
 
Minimum wage 
10.5 – 14.9 
15 – 19.9 
20 – 24.9 
25 – 29.9 
30 – 34.9 
35 – 39.9 
40 – 44.9 
45 – 49.9 
50 – 54.9 
55+ 
 

 ERDF CONVERGENCE PROGRAMME PRIORITY 1 - 
BUILDING THE KNOWLEDGE BASED ECONOMY 
ERDF CONVERGENCE PROGRAMME PRIORITY 2 - 
IMPROVING BUSINESS COMPETITIVENESS 
ERDF CONVERGENCE PROGRAMME PRIORITY 3 - 
DEVELOPING STRATEGIC INFRASTRUCTURE FOR A 
MODERN ECONOMY 
ERDF CONVERGENCE PROGRAMME PRIORITY 4 - 
CREATING AN ATTRACTIVE BUSINESS ENVIRONMENT 
ERDF CONVERGENCE PROGRAMME PRIORITY 5 - 
BUILDING SUSTAINABLE COMMUNITIES 
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Jobs safeguarded 
 

Title 
 

Jobs safeguarded 

Origin 
 

DE&T indicator 

 
Definition 

 
The number of permanent full-time equivalent paid jobs in a 
client business which would have been lost and have been 
safeguarded through Department support. 
 
Job:  A ‘job’ to be safeguarded has the same definition as 
for a ‘Job Created’ in respect of full-time, permanent, 
treatment of part-time etc.  
 
Safeguarded: A Job Safeguarded is one which: 

• Exists at the time the decision is made to provide 
support 

• Is forecast by the client, and supported by the 
Relationship Managers understanding of the clients 
business and business plan, to be lost from the region 
within one year if the project does not go ahead. 

• Is still in existence after the provision of support and 
Is no longer deemed at risk of being lost within one year. 
This does not require waiting for one year post support to 
ensure position still in place, rather an assessment of the 
post support trading position of the business and its’ revised 
business plans. 
 

  
Jobs Safeguarded as an output should only be claimed 
where there is a genuine threat to the business, and the 
support provided is a strategic solution. Usually this will take 
the form of support for businesses in declining rural or urban 
areas, for major local employers which have a significant 
effect on the local economy, or for strategically important 
clients.  
 

  
Scoring is of the number of Jobs Safeguarded as defined 
above, when written confirmation is received from the client 
that the jobs have been safeguarded.   
This confirmation should be elicited from the client after 
support has been given and should be in addition to the 
initial application for support as conditions may have 
changed between application and receipt of support. 
 
The client should be prepared to provide confirmation that 
jobs were at risk and are no longer. If the client is not willing 
to provide confirmation that positions are at risk, careful 
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consideration should be given as to the reasons why, and 
whether the jobs are truly at risk. For evidence, p 
 

  
* Standard Occupational Classification 
 
1. Managers and senior officials 
2. Professional occupations 
3. Associate professionals and technical occupations 
4. Administrative and secretarial occupations 
5. Skilled trade occupations 
6. Personal service occupations 
7. Sales and customer service occupations 
8. Process, plant and machine operatives 
9. Elementary occupations 
 
www.statistics.gov.uk/methods_quality/ns_sec/soc2000.asp 
** Wage band £000’s 
 
Minimum wage 
10.5 – 14.9 
15 – 19.9 
20 – 24.9 
25 – 29.9 
30 – 34.9 
35 – 39.9 
40 – 44.9 
45 – 49.9 
50 – 54.9 
55+ 

  
N/A 
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New or improved products, processes or services launched 

 

Title 
 

New or improved products, processes or services launched 

Origin 
 

2007-13 ERDF Structural Funds Programme indicator 

 
Definition 

 
Number of new or improved products, processes or services 
developed to market introduction (for products and services) 
or use (for processes) (DTI, 2005). 
 
For products and services: improved “with respect to its 
capabilities, such as quality, user friendliness, software or 
subsystems.” New to the enterprise, but not new to the 
market, “it does not matter if the innovation was originally 
developed by” the “enterprise or by other enterprises.” (DTI, 
2005) 
 
For processes: “improved methods for the supply of goods 
or services.” New to the enterprise, but not new to the 
market, “it does not matter if the innovation was originally 
developed by” the “enterprise or by other enterprises.” (DTI, 
2005) 
 

  
This can also include products, processes or services which 
have also been recorded against the indicator “Products, 
processes or services registered”. 
 
 

  
Scored once support has been provided and documentary 
evidence to show that the product or service has been 
introduced to market, such as sales receipts, or that 
processes are being implemented in the enterprise, such as 
a sign-off that the process is being implemented by 
(depending on the size of enterprise) the Managing Director, 
Financial Director, Operational Management or whoever 
was responsible for participation in the activity has been 
received. Whoever signs off that the process is being 
implemented should be familiar with, and able to express a 
knowledgeable opinion on, the activity. 
 

 ERDF CONVERGENCE PROGRAMME PRIORITY 1 - 
BUILDING THE KNOWLEDGE BASED ECONOMY 
ERDF CONVERGENCE PROGRAMME PRIORITY 4 - 
CREATING AN ATTRACTIVE BUSINESS ENVIRONMENT 
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Products, processes or services registered 

 

Title 
 

Products, processes or services registered 

Origin 
 

2007-13 ERDF Structural Funds Programme indicator 

 
Definition 

 
The number of intellectual property (IP) rights for products, 
processes or services registered. 
 
This indicator includes: the registration of IP rights for 
products, processes or services created, with the UK Patent 
Office or an equivalent office abroad, by assisted or 
financially supported enterprises or research institutions; or 
the licensing of right to use of someone else’s IP. 
 

  
http://www.patent.gov.uk/abroad.htm 
 

  
Scored by type once support has been provided and 
evidence of registration or licensing has been received.   
 
For registration: Documentary evidence of the registration of 
the IP with the UK Patent Office or an equivalent office 
abroad. 
 
For licensing: A copy of the licence agreed with the IP 
owner. 
 

 ERDF CONVERGENCE PROGRAMME PRIORITY 1 - 
BUILDING THE KNOWLEDGE BASED ECONOMY 
ERDF CONVERGENCE PROGRAMME PRIORITY 4 - 
CREATING AN ATTRACTIVE BUSINESS ENVIRONMENT 
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R&D Investment Induced 
 

Title 
 

Innovation / R&D Investment induced 

Origin 
 

DE&T developed  
subset 

 
Definition 

 
Measured in £, this is the gross amount of direct investment 
from the private sector for the purposes of Innovation and 
R&D. 
 
R&D: Any work undertaken on a systematic basis to resolve 
scientific or technological uncertainty aimed at achieving an 
advance in science or technology. Advances include new or 
improved products, processes and services (OECD, 2002a, 
p.30; DTI, 2006a). 
 
 
Innovation  
An innovation is the implementation of a new or significantly 
improved product (good or service), or process, a new 
marketing method, or a new organisational method in 
business practices, workplace organisation or external 
relations. (OECD 2002 Glossary) 
 
Private sector for these purposes includes: commercial, 
charitable and not-for-profit organizations and private 
individuals (WDA, 2004/5, p.41). This does not include 
funds awarded from the National Lottery. 
 
This indicator captures capital and revenue investment. 
 
The types of investment that this could encompass include: 

- Specialist staff 
- Technical testing trials 
- Investment in new technologies 
- Materials 
- IP costs and commercialisation 
- Consultancy 
- Equipment and facilities 
- Specialist subcontracting 
- Overheads 
- License fees 

 
 
Investment for the purposes of this definition does not 
include ongoing operational costs, such as personnel costs 
(ibid.). The investment must have been induced through the 
financial support or assistance provided and must not 
include any project match funding. 
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This indicator should only be used by Innovation support 
activities. 

  
Investment may be capital or revenue investment in assets 
and costs as noted above.  
 
Investment must arise as a consequence of financial 
support or assistance provided by A4B .  
 
The investment may arise when A4B revenue support is 
given which directly facilitates an investment by the private 
sector.  
 

  
Scored once support has been provided and detail for each 
investor: name, address, contact details, receipt of financial 
contribution or for intangible investment: recipient statement 
(signed by Finance Director) on what was provided and its 
financial value, with evidence of its financial value (e.g. for 
equipment, evidence of market value such as invoice or 
copy of receipts) (OffPAT, 2006, p.11) has been received. 
 

  
ERDF CONVERGENCE PROGRAMME PRIORITY 1 - 
BUILDING THE KNOWLEDGE BASED ECONOMY 
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3.4 Category Breakdown Guidance (WEFO guidance) 
 
It is a requirement of the European Commission that WEFO sponsored projects collect equal opportunities data on those benefiting 
from the Structural Funds Programmes in Wales. To enable the A4B team to report this data to WEFO you are required to robustly 
monitor participation on your projects. The following additional data for each enterprise (including social enterprises) receiving 
assistance or financial support (definition of assistance and financial support can be found in the indicator definition guidance) 
should be collected:- 
 

Category Criteria Guidance 

Contact title  For example Mr, Ms, Miss, Mrs, Dr etc 
 
In order to assess the lasting effects of Structural Funds WEFO will 
need to carry out research. For the purpose of this research WEFO 
may need to contact enterprises. 

Contact first name(s)   

Contact surname   

Contact job title   

Contact address   

Post code of contact   

Unitary Authority of 
Enterprise 

Blaenau Gwent; Bridgend; 
Caerphilly; Cardiff; Carmarthen; 
Ceredigion; Conwy; 
Denbighshire; Flintshire; 
Gwynedd; Isle of Anglesey; 
Merthyr Tydfil; Monmouthshire; 
Neath Port Talbot; Newport; 
Pembrokeshire; Powys; 
Rhondda Cynon Taff; 
Swansea; Torfaen; Vale of 
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Glamorgan; Wrexham; Outside 
of Wales. 

Telephone number   

Alternative 
telephone number 

  

E-mail address   

Preferred language 
for communication 
 
 
 
 
 
 
 

Welsh; English.  

Number of male 
owners 

 This equal opportunities information should be provided for the 
owners of the enterprise assisted of financially supported. If 
information is not available for owners, information should be 
provided for directors or senior managers. 
 

Number of female 
owners 

 This equal opportunities information should be provided for the 
owners of the enterprise assisted of financially supported. If 
information is not available for owners, information should be 
provided for directors or senior managers. 
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Number of BME 
owners 

 This equal opportunities information should be provided for the 
owners of the enterprise assisted of financially supported. If 
information is not available for owners, information should be 
provided for directors or senior managers. 
 
Ethnic origin questions are not about nationality, place of birth or 
citizenship. They are about broad ethnic groups. 
 
Black and Minority Ethnic groups include people who may face 
barriers because of their ethnic origin, in accessing opportunities in 
Wales. 
 

Number of non-BME 
owners 

 This equal opportunities information should be provided for the 
owners of the enterprise assisted of financially supported. If 
information is not available for owners, information should be 
provided for directors or senior managers. 
 
Ethnic origin questions are not about nationality, place of birth or 
citizenship. They are about broad ethnic groups. 
 
Black and Minority Ethnic groups include people who may face 
barriers because of their ethnic origin, in accessing opportunities in 
Wales. 
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Number of owners 
who consider 
themselves disabled 

 This equal opportunities information should be provided for the 
owners of the enterprise assisted of financially supported. If 
information is not available for owners, information should be 
provided for directors or senior managers. 
 
Owners should be asked whether they consider themselves to be a 
disabled person because of the barriers (attitudinal, environmental 
and organisational) which prevent them from participating fully in all 
areas of life. 
 

Number of owners 
with a work limiting 
health condition 

 This equal opportunities information should be provided for the 
owners of the enterprise assisted of financially supported. If 
information is not available for owners, information should be 
provided for directors or senior managers. 
 
This, as above for disability, should be self-reported by the owners. 
 

Number of owners 
who understand 
Welsh 

 This equal opportunities information should be provided for the 
owners of the enterprise assisted of financially supported. If 
information is not available for owners, information should be 
provided for directors or senior managers. 
 
This criterion is about whether an owner understands Welsh and is 
exclusive from the language criteria below, which are about use of 
Welsh. 
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Number of owners 
who speak Welsh 

 This equal opportunities information should be provided for the 
owners of the enterprise assisted of financially supported. If 
information is not available for owners, information should be 
provided for directors or senior managers. 
 

Number of owners 
who read Welsh 

 This equal opportunities information should be provided for the 
owners of the enterprise assisted of financially supported. If 
information is not available for owners, information should be 
provided for directors or senior managers. 
 

Number of owners 
who write Welsh 

 This equal opportunities information should be provided for the 
owners of the enterprise assisted of financially supported. If 
information is not available for owners, information should be 
provided for directors or senior managers. 
 

Number of owners 
who are aged 16-18 

 This equal opportunities information should be provided for the 
owners of the enterprise assisted of financially supported. If 
information is not available for owners, information should be 
provided for directors or senior managers. 
 

Number of owners 
who are aged 19-24 

 This equal opportunities information should be provided for the 
owners of the enterprise assisted of financially supported. If 
information is not available for owners, information should be 
provided for directors or senior managers. 

Number of owners 
who are aged 25-49 

 This equal opportunities information should be provided for the 
owners of the enterprise assisted of financially supported. If 
information is not available for owners, information should be 
provided for directors or senior managers. 
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Number of owners 
who are aged 50+ 

 This equal opportunities information should be provided for the 
owners of the enterprise assisted of financially supported. If 
information is not available for owners, information should be 
provided for directors or senior managers. 

Start-up Yes; No. Is the enterprise less than two years old at the time of receiving 
assistance or financial support? 

Social enterprise Yes; No. A definition of “social enterprises” can be found in the indicator 
definition guidance. 
 

SME Yes; No. Is the enterprise classified as a Small and Medium-sized Enterprise? 
See 
http://ec.europa.eu/enterprise/enterprise_policy/sme_definition/decisi
on_sme_en.pdf for a definition of SMEs. 
 

Sector SIC 2007 UK Standard Industrial Classification of Economic Activities 2007 
(SIC 2007) should be used to provide class level information on the 
enterprise to a minimum level of four digits. Further guidance can be 
found at: 
http://www.statistics.gov.uk/methods_quality/sic/downloads/SIC2007
explanatorynotes.pdf  
 

Number of 
employees 

  

Turnover 
 

£ See indicator definitions for a definition of turnover. 

Date received 
assistance or 
financial support 

dd/mm/yyyy This should be the date that assistance or financial support was first 
received by the enterprise. 

VAT number  If not VAT registered enter “N/A”. 
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It is also important for projects to keep a record of a participant’s consent to pass detail to WEFO. Be aware that anyone processing 
personal information must comply with the Data Protection Act 1998 (DPA). Guidance on DPA can be found at www.ico.gov.uk    
 
To ensure confidentiality, the equal opportunities monitoring form should not contain identifying information such as name and 
address. The form should be given an identifying number which only the person responsible for collecting this information within the 
institution will be able to match with the other information relating to the enterprise.  
 
NB: WEFO standard equal opportunities monitoring forms can be found at www.wefo.wales.gov.uk. However, A4B adapted forms 
can be accessed by downloading them from iPM Main Menu / Resource Area / Useful Documents. Either may be used for 
collecting additional monitoring data. 
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4. ELIGIBLE EXPENDITURE 
 
4.1 Staff Costs 
 
Staff hours given to the project (whether dedicated Full Time to the project or 
occasional part time work) may be claimed. 
 
The job descriptions of staff employed only to deliver elements of the project 
should accurately reflect their role.  You should calculate details of their actual 
payroll costs, including gross salary, superannuation, pension and employer’s 
National Insurance contributions from actual payroll details for the project 
period and add them into the project costs. 
 
Eligible Staff Costs include existing staff members who are employed 100% 
on the project and have specific contracts of employment and job descriptions 
to support this.  New employees specifically contracted to work on the project 
and part time staff members who have a contract of employment clearly 
stating their contracted hours on the project.  These staff members should be 
identified within the application for funding from A4B. 
 
For the avoidance of doubt, expertise ‘bought in’ from outside (Contract 
Services) would be classed as ‘Other Costs’. 
 
Overtime 
 
Overtime will only be paid where an institution has actually paid out the cost 
for A4B related work over and above the normal contracted hours. 
 
Staff Recruitment Costs 
 
Time spent interviewing and inducting A4B funded staff and cost of 
advertisements which carry the appropriate logos. 

Staff Time Methodologies 

 
The following paragraphs explain the method for charging staff costs in each 
of these instances. 
 

Individuals employed Full Time (100%) on A4B (Project Specific) 

 
For individuals employed 100% on an A4B project (Project Specific) it is 
acceptable to charge actual salary costs plus actual on costs (i.e. employers 
NI including rebate if applicable and employers superannuation) as recorded 
each month in the payroll. Time sheets will not necessarily be required to 
support hours worked on the project, however the following checks will be 
undertaken to ensure that an individual is 100% A4B (Project Specific):- 
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• The Contract of Employment will be reviewed to ensure that a person is 
100% A4B, (i.e. the contract complies with the criteria). Where 
institutions use generic Contracts of Employment (due to Union 
agreements etc.) which include requirements such as to 'carry out any 
other duties that they are assigned' , the relevant A4B staff must keep 
diaries that are sufficiently detailed that the individuals can show that 
they have not worked on other A4B projects or performed non A4B 
duties. 

 

• A review of the individuals expenses to confirm that the individual has 
not incurred expenses on non-A4B work. 

 

• A review of personal diaries or computerised work schedules. 
 
Should there be any evidence that an individual is not 100% A4B, then the 
individual will have to retrospectively account for their time by completing time 
sheets, derived from time recording methods such as diaries etc. 
 
In each case this can be claimed if it is in line with your organisations staff 
policy or on the individual contract of employment. 
 
The entry into iPM should read as follows:- 
 
Hours Worked = 1 
Hourly Rate = monthly payroll cost 

Total (calculated by iPM) = monthly payroll cost 

 
Please ensure the payroll amounts are obtained on, at least, a quarterly basis 
to coincide with the claim periods. 
 
NB: Payroll amounts will change as a result of variations such as incremental 
salary increases, inflationary salary increases, changes in National Insurance 
rates (this occurs every tax year) etc. Therefore, it is essential that these 
changes are reflected in the staff time cost to ensure that the amounts 
claimed from A4B are consistent with the actual payroll expenditure. 

Individuals employed Full Time (100%) on A4B (Several Projects) 

 
Claims for staff who are 100% funded from A4B, but are not project specific, 
i.e. individuals who work hours for different A4B projects, must be supported 
by a signed, authorised and approved time sheet. This time sheet must 
clearly highlight each project reference and the time must be clearly allocated 
to each specific project. Overtime will not be paid unless it has been actually 
paid out by the institution, and therefore, the time sheets must be limited (in 
the absence of overtime) to the actual contracted hours. 
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Individuals working Part Time on A4B 
Claims for staff who are not 100% funded from A4B, i.e. individuals who work 
occasional hours for A4B, must be supported by signed, authorised and 
approved time sheets. 
 
Claims for staff not working 100% on an A4B specific project will be based on: 
 

Hours worked: 

• Total number of hours actually worked on A4B and confirmed by time 
sheets. 

 
Default hourly rate: 

• The default hourly rate must be calculated as follows:- 
 

Annual gross salary plus on costs (employers NI minus rebate, 
superannuation) divided by the Total hours available to work (260 days minus 
annual and public holiday entitlement multiplied by the number of hours 
required to work each day) 
 
Multiply the result by the number of hours given to the project and this is the 
amount to be claimed from A4B via iPM.  
 
NB: If they work part time or leave during the year, work out their reduced 
number of available hours. 
 
Please ensure these rates are re-visited on, at least, a quarterly basis, to 
coincide with the claim periods, when details should be checked for each 
month during that quarter.  
 
Hourly rates will change as a result of payroll variations such as incremental 
salary increases, inflationary salary increases, changes in National Insurance 
rates etc. Therefore, it is essential that these changes are reflected in the 
hourly rate to ensure that the amounts claimed from A4B are consistent with 
the actual payroll expenditure. 
 
Approved staff time sheet templates can be downloaded from the iPM 
Resource Area / Useful Documents (at www.internetprojectmonitor.co.uk).  
 

Staff Cost related A4B Records 

All payroll records, time sheets, working papers (e.g. methodology for the 
calculation of the staff hourly rate), contracts of employment etc. must be 
retained in accordance with European requirements. Due to the sensitive 
nature of this material, it is acceptable to keep such records in the 
Finance/Personnel Department instead of in A4B project files. However, such 
records must be made available for audit purposes and be subject to the EU 
document retention regulations.  
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4.2 Staff Expenses 
 
Staff Travel and Subsistence Costs 
The costs of travel on A4B related business including the cost of refreshments 
(no alcohol) and hotel accommodation can be claimed providing they are 
supported by signed and approved travel claims, car parking receipts, hotel 
invoices etc. Institutionally agreed default mileage rates, daily subsistence 
rates, ceilings on the cost of hotel accommodation etc. apply. 
NB: International travel outside the EU is not permitted without the 
approval of the A4B Case Officer unless already agreed within the 
application.  
 
NB: Other travel relates to non-staff travel. All staff related travel must 
be recorded under “Staff Travel”.  
 
4.3 Other Costs 
 
Project costs  
Costs, in the categories described below, incurred in the delivery of the A4B 
project may be claimed provided they are supported by paid invoices. Costs 
may only be claimed from A4B once they have left the institutions bank 
account. This is in accordance with WEFO’s guidance: 
http://www.wefo.wales.gov.uk/resource/Guidance7880.pdf    
You may only claim for costs which have been agreed in your funding 
agreement.  
 
NB: iPM is set up such that costs may be entered as and when an invoice is 
received by the project team. However, they will not be included in the 
expenditure claim until the defrayed date has been entered. To identify all 
costs not allocated a claim number it is advisable to run the ALL 
UNALLOCATED spreadsheet within the Claims section of iPM (Guidance can 
be found within the iPM User Guidance Manual).  
 
Eligible costs include the following:- 
 
Top Level Sub Level 

Accommodation Equipment Leases 

Accommodation Rates 

Accommodation Rent 

Accommodation Room Hire 

Administration Depreciation Costs 

Administration Office Furniture & Equipment 

Administration Photocopying 

Administration Postage 

Administration Stationery 

Administration Telephone/Fax 

Administration General Consumables 

Human Resources Recruitment Costs 

Human Resources Specialist Training 

ICT Hardware 

ICT ICT Consumables 
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ICT ICT Equipment Rental 

ICT Software 

ICT Website Costs 

Legal & Professional Advice & Guidance 

Legal & Professional Consultancy Fees 

Legal & Professional Contract Services 

Legal & Professional Legal & Professional 

Legal & Professional Patent / IP Costs 

Legal & Professional Subscriptions 

Marketing & Promotion Advertising & Promotion 

Marketing & Promotion Business Events 

Marketing & Promotion Events & Awards 

Marketing & Promotion Exhibitions 

Marketing & Promotion Media Costs 

Marketing & Promotion Meetings & Conferences 

Marketing & Promotion 
Printing, Production & 
Reprographics 

Marketing & Promotion Publicity 

Marketing & Promotion Research 

Other Travel & Transport (Non 
staff) Mileage 

Other Travel & Transport (Non 
staff) Other Travel Costs 

Other Travel & Transport(Non 
staff) 

Public Transport 
 

 
A list of these can also be found on iPM Main Menu / Resource Area / Useful 
Documents.  
 
The above list should be used when entering costs into iPM. The iPM system 
only displays the Top Level category in order to decrease the number of drop 
down lists. This is also in line with the Schedule 2 contract information.  
NB: You will only be able to claim for costs under top levels categories as 
approved in your funding agreement.  
 
VAT paid on items and services can be included in the amounts claimed from 
A4B if the institution cannot later recover all or part of the VAT paid from HM 
Revenue and Customs. VAT which is recoverable, refunded or offset by 
whatever means cannot be considered eligible, and therefore cannot be part 
financed by the Structural Funds.  
 
VAT liability on the purchase of items / services may vary even within your 
own institution so it is therefore essential that A4B obtains a declaration from 
the Director of Finance (or equivalent) of each FE & HE institution, which 
clearly states the VAT status of the institution. Institutions with partial 
exemption status will need to provide A4B with the agreed partial exemption 
rate applicable to financial year 2010/11 initially and for 2011/12 and 2012/13 
where sub-project activity continues and the new rate of partial exemption is 
known.  
 
Where collaborations exist lead institutions must only accept paid invoices 
from partner institutions for inclusion in the quarterly claim. 



 

 44  

 
4.4  Procurement  
 
The institutions own procurement policy must be followed. Most institutions 
will have a policy detailing the regulations to be followed for European 
procurement where the internal procedure is such that the European 
procurement regulations must be used.  
 
 
NB: Tender Documentation for larger purchases and the procurement of 
external expertise, showing conformance with the tendering policy of the 
institution must be retained for audit purposes.  Full EU procurement must be 
followed. Further details on EU procurement rules can be found at 
www.wefo.wales.gov.uk 
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5.  CLAIMS AND REPORTING  
 
5.1 Claims Process 
 
The Welsh Assembly Government is required to submit quarterly ERDF 
claims to WEFO for expenditure and activity and to report activity internally on 
a monthly basis. To enable the Welsh Assembly Government to process 
institutional claims and thus prepare the WEFO claim, institutions must submit 
their claims within one month following the end of the quarter.  It is essential 
that claims are submitted within this deadline as only defrayed costs can be 
included on the WEFO claim.  Late submission of claims may result in non-
payment. 
 
Submitting a claim 
 
All claims must be submitted using the Internet Project Monitor (IPM) system 
developed for A4B.  Claims must be submitted by the last day of the next 
month following the end of the claim period. i.e. 01 January to 31 March 
claims must be submitted by 30 April.  
 
You are required to submit three documents as part of your overall claim:- 
 

• Claim report – expenditure 

• Claim report – activity 

• Quarterly project progress report 
 

 
The expenditure, activity and quarterly project progress reports should be 
signed by the head of the institution (or a previously nominated deputy). If a 
deputy is nominated to sign expenditure claims, written notification must first 
be provided to the Senior Finance Officer. 
 
All expenditure and activity entries on the quarterly claim report will be entered 
automatically from the data input to date. Please ensure that your activity 
claim and narrative report fully correspond and fully reflect the quarterly 
project achievements.  
Incomplete claims will be placed on hold until all relevant documentation is 
received and / or data input.   
 
All claims should be submitted to the A4B Senior Finance Officer at the 
following address:- 
 
Claire K Harris 
A4B Senior Finance Officer 
QED Centre 
Main Avenue 
Treforest Industrial Estate 
Pontypridd 
CF37 5YR 
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NB: The final claim must be accompanied by a final report. Please see 
section 9.1 for further information.  
 
5.2 Expenditure Claims 
 
All eligible expenditure defrayed by the institution and partner institutions 
(where applicable) during the claim period must be entered onto the iPM 
system. The following costs can be included:- 
 
Capital Costs 
Staff Time 
Staff Travel and Subsistence 
Other Costs  
 
It is recommended that the claim is reviewed before submitting it for payment 
to ensure that it is accurate, eligible and includes all relevant project 
expenditure.  
 
5.3 Activity Claims 
 
All eligible project activity carried out by the institution and partner institutions 
(where applicable) during the claim period must be entered onto the iPM 
system. The activities can be input as either company related activities or 
project performance indicators:- 
 
Company Related Activities 
 
Seminars 
Demonstrations 
Scoping discussions / diagnostic interviews 
Projects transferring environmentally friendly technology 
Collaborative R&D 
Projects transferring environmentally friendly technology 
New or improved products, processes or services launched  
Gross jobs created 
Gross jobs safeguarded 
Enterprises adopting or improving environmental management systems 
Enterprises adopting or improving equality strategies and monitoring systems 
R&D Investment Induced 
 
Project Performance Indicators 
 
Steering group meeting 
Project identified 
Products, Processes or Services registered 
Funding Secured 
Ideas Discovered 
Ideas Evaluated 
Ideas going to Initial Development 
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Ideas going to Further Development 
 
NB: An “Enterprise Assisted” can only be counted once an enterprise has 
received seven hours or more of assistance from the project. iPM will 
automatically score this to the activity report once you have entered 
assistances to the duration of seven hours or more.  
 
It is recommended that the claim is reviewed before submitting it for payment 
to ensure that it is accurate, eligible and includes all relevant project 
expenditure.  

5.4 Quarterly Progress Reports 

 
The quarterly project report must be completed as fully as possible to inform 
the A4B Case Officers conducting each quarterly review of the projects 
progress against profiled expenditure and activity to date. The quarterly report 
also provides an opportunity to explain any shortfalls in targets and 
expenditure when compared to existing profiles. You may also report indirect 
project activity in this document. Please complete each narrative box with an 
entry.  
 
Quarterly claims will not be processed for payment unless an activity report 
and quarterly claim report is attached and reflects the activity highlighted in 
the activity claim. 
 
Please do not use correction fluid on the forms. 
 
5.5 Quarterly Claim review  
 
Your A4B Case Officer will monitor actual performance against projections 
when quarterly claims are submitted for reimbursement and may invite 
institutions to make adjustments where the variance from projected 
expenditure and activity targets is in excess of 15%. 
 
The quarterly milestones, targets and cash flow profile provided at the start of 
projects will form the basis for review, monitoring and evaluation.  This will be 
superseded by any agreed changes to profile and reflected on the budget 
monitoring section of iPM.  
 
Funding is dependent on satisfactory quarterly reviews. In the first instance of 
a project review where targets have not been met, correspondence will be 
made with the institution for clarification of the variance. If there is no 
improvement by the second quarterly review, then a member of the A4B 
regional team will arrange a visit to discuss the variance and offer advice and 
support to bring the project back in line with the original project targets and 
milestones. If on the third quarterly review there has been no improvement, 
then the A4B team will have to undertake a detailed review for that particular 
institution. 
 
 



 

 48  

 
6. PUBLICITY 
 
6.1 Publicity Requirements 
 
The onus is on the recipient of funding from the Academic Expertise for 
Business Fund to ensure that the necessary information and publicity 
measures are complied with for each relevant funding organisation. 
 
A4B Funding 
 
As with all European funded projects, it is a requirement of A4B funding that 
the recipient acknowledges financial assistance in any marketing or publicity 
activities that they undertake relating to the funded project or programme. 
 
As A4B is overseen by the Welsh Assembly Government it is a requirement 
that the Welsh Assembly Government logo and applicable European logo are 
used to acknowledge A4B funding, together with a ‘descriptor’ clarifying the 
relationship between funding body and the funded project.   
 
e.g. “The Academic Expertise for Business Fund (A4B) is managed by the 
Welsh Assembly Government’s Department for the Economy and Transport, 
and is financed by the Welsh Assembly Government and the European 
Union”. 
 
European Funding 
 
Promoting the support from the European Union, provided through the Welsh 
Assembly Government, is a condition of grant included in the approval letter.  
As an integral element of their visits the Financial Control Team will be 
verifying that the support provided by the European Union has been properly 
acknowledged throughout all the project documentation and other publicity 
and information material including electronic material.  Some or the entire 
grant awarded may be reclaimed if such support is not acknowledged in 
accordance with the approval and the guidance on publicity. 
 
These guidelines relate to the use of: 
 

• Commemorative plaques 

• Billboards 

• Publications (e.g. Booklets, newsletters, leaflets) 

• Electronic information (e.g. Websites, audio-visual  material) 

• Information events 

• Information to beneficiaries 

• Posters 

• Press releases 
 
Updated guidelines have been placed on the WEFO website 
(www.wefo.wales.gov.uk/publicity) in line with the new European Commission 
Regulation on publicity and information measures. 
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6.2 Publicity Procedures  
 
Prior to the production of publicity you will need to submit a logo request form 
to the Welsh Assembly Government’s branding department 
(brand@wales.gov.gsi.uk) for approval. Please allow 48 hours for a response. 
Logo request forms can be found on the iPM system on the Main Page / 
Resource Area / Useful Documents.   
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7. STATE AID COMPLIANCE 
 
The following sections provide a summary guidance on the R, D & I 
Framework, Deminimis and GBER applications including the flow through 
principle.  
 
Please note that this is summary guidance only and you should refer to 
Schedule 4 of your contract for further information.  
 
 
7.1 Research, Development and Innovation Framework  
 
Commission Framework for State Aid for Research and Development and 
Innovation 
 
The circumstances under which aid can be awarded for research and 
development activity are set out in the Commission Framework for State aid 
for Research and Development and Innovation (OJ C 323 of 30.12.2006 p1) 
(“the Framework”). The Framework also clarifies the rules in relation to the 
funding of research organisations to carry out research and development 
activity, identifying what is deemed to be State aid.  
 
You are referred to and must comply with the rules contained in the 
Framework.  
 
Please find below a summary only of the relevant rules contained in the 
Framework. The summary is not a substitute for the Framework.  
 
The Framework clarifies that public funding of the following activities carried 
out by research organisations does not normally constitute State aid: 

 

(1) education for more and better skilled human resources; 
(2) the conduct of independent research and development for more 
knowledge and better understanding, including collaborative research and 
development;  
(3) the dissemination of research results ; and  
(4) technology transfer activities (licensing, spin-off creation or other forms of 
management of knowledge created by research organisations) if these 
activities are of an internal nature and all income from these activities is 
reinvested in the activities of the research organisation referred to in (1), (2) 
and (3) above.  

 
 A research organisation is defined in the Framework as an entity, such as a 

university or research institute, irrespective of its legal status, whose primary 
goal is to conduct research activities (fundamental, industrial or experimental 
development) and to disseminate their results by way of teaching, publication 
or knowledge transfer with all profits being reinvested in the conduct of 
research activities, the dissemination of their results or teaching.   
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In order to qualify as a research organisation, there must be no preferential 
access to the research capacities of the organisation or to the research 
results generated by it by shareholders or members who can exert an 
influence upon the organisation. 
 
The Framework provides the following definitions: 
 
'Industrial Research'  means planned research or critical investigation aimed 
at the acquisition of new knowledge and skills for developing new products, 
processes or services or for bringing about a significant improvement in 
existing products, processes or services. It comprises the creation of 
components of complex systems, which is necessary for the industrial 
research, notably for the generic technology validation, to the exclusion of 
prototypes as covered by the term Experimental Development; and  
 
'Experimental Development' means the acquiring, combining, shaping and 
using of existing scientific, technological, business and other relevant 
knowledge and skills for the purpose of producing plans and arrangements or 
designs for new, altered or improved products, processes or services. These 
may also include, for example, other activities aiming at the conceptual 
definition, planning and documentation of new products, processes and 
services. The activities may comprise producing drafts, drawings, plans and 
other documentation, provided they are not for commercial use. 
 
The development of commercially usable prototypes and pilot projects is 
included where the prototype is necessarily the final commercial product and 
where it is too expensive to produce it to be used only for demonstration and 
validation purposes. In case of a subsequent commercial use of 
demonstration or pilot projects, any revenue generated from such use must 
be deducted from the eligible costs. 
 
The experimental production and testing of products, processes and services 
are also eligible, provided that these cannot be used or transformed to be 
used in industrial applications or commercially. 
 
Experimental Development does not include the routine or periodic changes 
made to products, production lines manufacturing processes, existing services 
and other operations in progress even if such changes may represent 
improvements. 
 
For the avoidance of doubt, you must ensure that you use the Funding in 
accordance with the rules set out in the Framework. You must have robust 
and transparent procedures and policies in place to enable you to 
demonstrate compliance with the rules contained in the Framework.  
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The Funding 
 
You may use the Funding to undertake/create: 

 
(a) Industrial Research and/or Experimental Development including 
proof of concept; 
(b) Industrial Research and/or Experimental Development including 
collaborative Industrial Research and collaborative proof of concept; 
(c) technology/knowledge transfer; and/or 
(d) feasibility studies including evaluation of intellectual property 
opportunities, academic networks and knowledge exchange 
activities. 

 
All of the above are operated on a no State aid basis on the understanding 
that the Funding is used in the following ways: 
 
a). Industrial Research and/or Experimental Development including proof of 
concept 
 
Public funding to research organisations to carry out the following activities 
does not normally constitute State aid, on the basis that they are non 
economic activities, and as such research organisations are not considered to 
be undertakings for the purposes of the European Community State aid rules: 
 
(i) education for more and better skilled human resources; 
(ii) the conduct of independent research and development activities for more 
knowledge and better understanding, including collaborative research and 
development; 
(iii) the dissemination of research results; and  
(iv) technology transfer activities (licensing, spin-off creation or other forms of 
management of knowledge created by research organisations) if these 
activities are of an internal nature and all income from these activities is 
reinvested in the primary activities of the research organisation referred to in 
(i), (ii) and (iii) above.  
 
By internal nature, the Commission means a situation where the management 
of the knowledge of the research organisation is conducted either by a 
department or a subsidiary of the research organisation or jointly with other 
research organisations. Contracting the provision of specific services to third 
parties by way of open tender does not jeopardise the internal nature of such 
activities.  
 
The Grantor will not provide funding in respect of Fundamental Research but 
will provide funding in respect of Industrial Research and Experimental 
Development. 
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b)  Industrial Research and/or Experimental Development including 
collaborative Industrial Research and collaborative proof of concept 
 
If you collaborate with industry/business, the collaborations are operated on a 
no State aid basis on the understanding that the Funding is only provided for 
the costs incurred by you with no indirect aid transferring to industry/business. 
Paragraph 3.2.2 of the Framework sets out the conditions under which 
collaborations must operate in order to prevent transfer of aid to 
industry/business. In line with the Framework, and to ensure that no State aid 
is passed to industry/business, you must ensure that one of the following 
conditions is met:   
 

i. Industry/business bears the full cost of the collaboration; 
ii. Results which do not give rise to Intellectual Property Rights 

(IPR) are fully disseminated and any IPR which results from 
the research, development and innovation linked to your 
activity  are fully allocated to you; 

iii. You receive compensation equivalent to the market price for 
any of your IPR transferred to industry/business (any 
contribution of industry/business to your costs to be 
deducted). 

 

Therefore, provided that industry/business provide full consideration for any 
IPR they receive in relation to the activity carried out by you by paying for it, or 
only retains ownership of IPR directly generated from its own participation as 
part of the collaboration, there should be no indirect State aid transferred to 
them and the project can proceed on a no State aid basis. 
 
Any income that you derive from collaboration with industry/business must be 
reinvested in the primary activities of the research organisation (as listed in 
1(i)(ii)and (iii) above). 
 
However, in collaborations where none of the conditions of paragraph 
3.2.2 of the Framework are met, indirect State aid will be granted to 
industry/business. This will require cover under either Commission 
Regulation (EC) No 1998/2006 of 15th December 2006 on the application 
of Articles 87 and 88 of the EC Treaty to de minimis aid (the De Minimis 
Regulation) or European Commission Regulation (EC) 800/2008 
declaring certain categories of aid compatible with the common market 
in application of Articles 87 and 88 of the Treaty (the General Block 
Exemption Regulation) in general and Article 31 in particular.  
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The De Minimis Regulation 
 
In particular you:  
 

• must ensure that where de minimis aid is to be offered that, prior to making 
an offer of assistance, the de minimis threshold will not be breached; 

 

• must inform industry/business receiving aid that they are in receipt of de 
minimis aid in compliance with the De Minimis Regulation ; 

 

• must ensure that industry/business receiving de minimis aid keeps a 
record of the de minimis aid and declares the amount to any aid awarding 
body who requests information on how much de minimis aid they have 
received; 

 

• must retain detailed records of aid provided under the De Minimis 
Regulation  for 10 years from the date on which the last individual aid is 
granted. 

 
 
The General Block Exemption Regulation 
 
In particular you:   
 

• must inform industry/business that they are in receipt of aid in line with the 
General Block Exemption Regulation under State aid reference no 
X329/2009  or your own registered scheme;  

 

• must submit details of the systems in place to monitor compliance and 
reporting with the General Block Exemption Regulation to the Grantor 
within 1 month of the date of this letter; 

 

• must maintain records relating to the award of aid for 10 years from the 
date on which the last individual aid is granted;  

 

• must provide annual reporting for the project under registration no 
X329/2009  . 

 
 
c) Knowledge/Technology transfer activities 

 
The Framework states that if a research organisation can prove that the 
totality of the public funding that it receives to provide certain services has 
been passed to the final recipients and that there is no advantage granted to 
the research organisation as intermediary, the research organisation may not 
be a recipient of State aid. 
 
You must provide clear evidence to the Grantor that the facilities and services 
provided with the Funding are genuinely meeting a gap in the market, that the 
risk of overlap with any commercial providers is minimised and that the pricing 
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of the product/service to final recipients does not undercut any commercial 
providers. 

 
You must maintain robust and transparent accounting procedures and records 
showing that any revenue surplus generated from the product/service is 
recycled back to the non-economic/primary activities carried out by you (i.e. 
teaching, independent research, dissemination of results and knowledge 
transfer). 
Normal State aid rules will apply to aid at the level of the final recipients. The 
potential for State aid at the level of the final recipients will depend on the 
nature of the support offered. You will need to put in place the necessary 
systems to assess, monitor, record and report any State aid awarded.    
 
If you charge the final recipients the full market price for the facilities and 
services provided, as benchmarked against other providers (if possible) or by 
reference to independent evaluation (if there are no other providers), there will 
be no State aid to the final recipients.  
 
However, if you provide facilities and services to the final recipients at below 
market rates (or below cost plus reasonable margin) there will be State aid at 
the level of the final recipients. You will need to ensure that this aid is 
provided in line with either the General Block Exemption Regulation or the De 
Minimis Regulation.  
 
You must put systems in place to ensure transparency about the full costs of 
the services provided, as well as the price paid by the final recipient, so that 
aid to the final recipients is measurable and the difference between the price 
being paid and a market or cost-plus price fits within the levels allowed under 
the General Block Exemption Regulation or the De Minimis Regulation.  
 
 
d) Feasibility studies, including evaluation of intellectual property 
opportunities, academic networks and knowledge exchange activities 
 
Funding used for feasibility studies, including the evaluation of intellectual 
property opportunities, the creation of academic networks or knowledge 
exchange activities are operated on a no State aid basis on the understanding 
that the activities carried out by you are non-economic in nature and limited to 
initial awareness-raising, without support for any direct commercial activity 
undertaken. 
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7.2 De Minimis (overview and application)  
 
The following section contains the desk instructions on the application of the 
de minimis regulation (EC No. 1998/2006: 01.01.07 – 31.12.13) 
 
Forms 1 and 2 are required to be completed when administering aid 
under de minimis. (NB: Templates for use can be found under the Resource 
area of iPM).  
 
Full details of the De Minimis regulation can be found in Commission 
Regulation (EC) No 1998/2006. 
 
 
Overview 
 
The De Minimis Regulation covers small amounts of aid ("de minimis” aid) 
within a predetermined threshold which do not count as State aid in the sense 
of Article 87(1) because the Commission considers that such small amounts 
of aid will have a negligible impact on trade and competition and are therefore 
exempt from the notification requirements of the EC competition rules.  
 
De minimis aid cannot be awarded where the total de minimis aid awarded to 
the undertaking over the last three fiscal years would breach the ceiling of 
€200,000 (€100,000 for undertakings in the road transport sector). De minimis 
aid may not be cumulated with other State aid in respect of the same project if 
such cumulation would result in an aid intensity exceeding that fixed by the 
relevant block exemption or approved aid (this means that the practice of 
‘topping up’ other aid with de minimis aid is prohibited).  
 
 
Application of De Minimis 
 
De minimis should only be applied as a last option where it is not possible to 
provide cover for the funding under an approved aid scheme or block 
exemption. This is important because an organisation may be in receipt of de 
minimis funding from a number of sources and the threshold may quickly 
become exhausted, and so the amount of de minimis aid available to the 
organisation would be limited. Also, De minimis aid can be difficult to 
administer, particularly when determining the previous levels of de minimis 
funding received by organisations.  
 
Some examples of schemes currently being operated by WAG divisions under 
de minimis include the following (but please note that this list is not 
exhaustive): 

 

• Environmental Goods and Services Programme (EGS) provides 
business support to Wales-based companies involved (or wishing to be 
involved) in the growing market for environmental goods and services;  
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• General Support for Business (GSB) provides high quality advice and 
support to potential, new and existing SMEs in Wales;       

• Carbon Trust provides Energy-Efficient Loans which are interest free 
loans available to qualifying SMEs looking to invest capital in energy 
saving projects. 
 

 
Administrative Requirements 
 
Award of De Minimis aid directly to an organisation 
 
 Before Granting De Minimis aid you will need to: 
 
1. Ensure that the beneficiary is Eligible to receive De Minimis aid 
 

The following are NOT eligible for support: 

• aid to the fishery and aquaculture sectors, as covered by 
Council Regulation (EC) No 104/2000; 

 

• aid linked to the primary production of agricultural products as 
listed in Annex 1 to the Treaty, in the following cases: 
- when the amount of aid is fixed on the basis of the price or 

quantity of such products purchased from primary producers 
or put on the market by the undertakings concerned; 

- when the aid is conditional on being partly or entirely passed 
on to primary producers primary producers; 

(noteAnnex 1 products are raw agricultural products as listed in 
Annex 1 of the Treaty; examples include unprocessed meat, 
dairy produce and cereals). 

• aid to export related activities; 
(note: export aid is defined in the SME Block Exemption as “aid 
directly linked to the quantities  exported, to the establishment 
and operation of a distribution network or to other current  
expenditure linked to the export activity”; however, there is 
scope to provide aid for  trade fair participation and/or 
consultancy under the SME Block Exemption) 
 

• aid contingent upon the use of domestic over imported goods; 
 

• aid to the coal sector, as defined in Regulation (EC) No 
1407/2002; 

 

• aid for the acquisition of road freight transport vehicles granted 
to undertakings performing road freight transport for hire or 
reward; 

 

• aid to undertakings in difficulty, as covered by Council 
Regulation (EC) 2004/C 244/02. 
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2. Ensure that the aid to be granted by you does not take the total level 

of de minimis aid granted to the undertaking (organisation being 
funded) over the de minimis threshold  

 
For example, if an application for de minimis is approved in February 
2011, any funding the company has received from April 2008 to January 
2009 (i.e. fiscal years 08-09, 09-10, 10-11) would need to be considered. 

 
Obtain details from the recipient about other de minimis aid received 
during the current and last two fiscal years. This will need to be confirmed 
in writing.  

 
 

For the purposes of the calculation you will need to take account of 
the following: 

 

• the ceiling applies to the total amount of de minimis aid to a 
single recipient (i.e. each separate legal entity) from all sources* 
– aid awarded under any other State aid cover (block exemption, 
notified scheme, or no aid) does not need to be taken into 
account. 
*whether from national, regional or local government, or any 
other public or private organisation that has provided de minimis 
aid to the organisation being funded 
  

• the ceiling applies irrespective of the form of aid or the objective 
pursued and whether the aid is financed entirely/ in part by EC 
resources (e.g. structural funds); 

 

• if an application is received which breaches the ceiling, de 
minimis aid cannot be awarded either in whole or in part (even if 
a partial award would not result in a breach of the ceiling); 

 

• de minimis aid may not be cumulated with State aid in respect of 
the same project if such cumulation would result in an aid 
intensity exceeding that fixed by the block exemption or decision 
adopted by the Commission in relation to that State aid; 

 

• where de minimis aid is payable in several amounts, it must be 
discounted back to the written date of the offer; 

 

• the interest rate to be used for discounting purposes is published 
on the European Commission website.  

 

• where the aid is awarded in a form other than a grant (such as 
consultancy services) the aid amount will need to be calculated 
and expressed as a cash equivalent value.  

 

• exchange rate.   
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After De Minimis aid has been awarded 
 

You must ensure that the monitoring requirements are complied with 
 
You are required to ensure that you have a system in place to monitor 
the de minimis aid awarded.  
 
Detailed records of aid provided under de minimis for 10 years must be 
kept from the date on which the last individual aid was awarded or, for 
schemes, the date on which the last individual award was granted 
under the scheme. The information to be recorded should include: 

• the name of the beneficiary and the scheme; 

• the amount and date of the aid awarded. 
 

The Commission can request from Member States within a period of 15 
working days, sufficient information to demonstrate compliance with the 
De Minimis Regulation.  

 
 
 
In particular you:  
 

• must ensure that where de minimis aid is to be offered that, prior to making 
an offer of assistance, the de minimis threshold will not be breached; 

 

• must inform industry/business receiving aid that they are in receipt of de 
minimis aid in compliance with the De Minimis Regulation ; 

 

• must ensure that industry/business receiving de minimis aid keeps a 
record of the de minimis aid and declares the amount to any aid awarding 
body who requests information on how much de minimis aid they have 
received; 

 

• must retain detailed records of aid provided under the De Minimis 
Regulation  for 10 years from the date on which the last individual aid is 
granted. 
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Form 1: Eligibility to receive de minimis aid. 
This form can be used to determine the Value of any De Minimis aid 
previously received by a client, in order to ascertain whether there is 
scope to give further de minimis aid. 
 
Aid administrators may also wish to build the relevant information into 
their application forms, depending on the nature of the de minimis 
scheme being operated. 
 
 
Dear  
 
[SCHEME TITLE (IF APPLICABLE)]  STATE AIDS: DE MINIMIS AID 
 
In order to minimise distortion of competition the European Commission sets 
limits on how much assistance can be given to organisations operating in a 
competitive market.  This letter sets out what is needed to ensure compliance 
with those limits.  You should note carefully the requirements and the 
obligations.  If you have any queries please discuss them with the aid 
administrator. 
 
UNDER EC REGULATION 1998/2006 (DE MINIMIS AID REGULATION) AS PUBLISHED 
IN THE OFFICIAL JOURNAL OF THE EUROPEAN UNION 28-12-06, THE SUPPORT 
PROVIDED  IS A DE MINIMIS AID.  THERE IS A CEILING OF €200,000 (€100,000 FOR 
UNDERTAKINGS IN THE ROAD TRANSPORT SECTOR) FOR ALL DE MINIMIS AID 
PROVIDED TO ANY ONE ORGANISATION OVER A THREE FISCAL YEAR PERIOD (I.E. THE 
CURRENT FISCAL YEAR AND THE PREVIOUS TWO FISCAL YEARS). ANY DE MINIMIS AID 
PROVIDED TO YOU UNDER THIS SERVICE WILL BE RELEVANT IF YOU WISH TO APPLY, 
OR HAVE APPLIED, FOR ANY OTHER DE MINIMIS AID.  THE VALUE OF THE AID UNDER 
THIS SERVICE IS (OR ESTIMATED TO BE) [ ].  YOU WILL NEED TO DECLARE THIS 

AMOUNT TO ANY OTHER AID AWARDING BODY WHO REQUESTS INFORMATION FROM 

YOU ON HOW MUCH DE MINIMIS AID YOU HAVE RECEIVED.  FOR THE PURPOSES OF 
THE DE MINIMIS REGULATION, YOU MUST RETAIN THIS LETTER FOR 3 YEARS FROM 
THE DATE ON THIS LETTER AND PRODUCE IT ON ANY REQUEST BY THE UK PUBLIC 
AUTHORITIES OR THE EUROPEAN COMMISSION.  (YOU MAY NEED TO KEEP THIS 
LETTER LONGER THAN 3 YEARS FOR OTHER PURPOSES.)   
 
PLEASE ADVISE US NOW OF ANY OTHER DE MINIMIS AID RECEIVED DURING THE 

PREVIOUS 3 YEARS, AS WE NEED TO CHECK THAT OUR SUPPORT ADDED TO THAT 

PREVIOUSLY RECEIVED, WILL NOT EXCEED THE THRESHOLD OF €200,000 (€100,000 
FOR UNDERTAKINGS IN THE ROAD TRANSPORT SECTOR) OVER THE LAST 3 FISCAL 
YEARS.  AID INCLUDES NOT ONLY GRANT BUT ALSO ASSISTANCE SUCH AS FREE OR 
SUBSIDISED CONSULTANCY SERVICES, MARKETING ADVICE ETC.  IF YOU ARE IN ANY 
DOUBT ABOUT WHETHER PREVIOUS ASSISTANCE RECEIVED CLASSES AS DE MINIMIS 

ASSISTANCE PLEASE INCLUDE IT.  PLEASE SIGN THE ATTACHED STATEMENT 
CONFIRMING YOUR ELIGIBILITY FOR SUPPORT. 
 
 
 
YOURS SINCERELY 
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STATEMENT OF DE MINIMIS AID RECEIVED 
 
 
I CONFIRM THAT I HAVE RECEIVED THE FOLLOWING DE MINIMIS AID DURING THE 

PREVIOUS 3 FISCAL YEARS (I.E. THE CURRENT FISCAL YEAR AND THE PREVIOUS TWO 

FISCAL YEARS): 
 

BODY PROVIDING THE 
ASSISTANCE/AID 

VALUE OF ASSISTANCE DATE OF ASSISTANCE 

   

   

   

   

   

   

   

   

 
I ACKNOWLEDGE THAT IF I FAIL TO MEET THE ELIGIBILITY REQUIREMENTS, I/WE 

SHALL BECOME LIABLE TO PAY THE FULL PRICE THAT WOULD OTHERWISE BE 

PAYABLE IN RESPECT OF THE SERVICES RECEIVED. 
 
 
COMPANY 
 
CLIENT NAME 
 
 
SIGNATURE 
 
 
DATE 
 
 



 

 62  

Form 2:  Value of De Minimis aid given  
 
This form can be used to provide the client with the actual Value of De 
minimis aid provided at the end of a project, where it is not possible to 
directly quantify the exact level of aid at the outset, for example, in a 
business support scheme where service can be provided up to a 
maximum level. 
 
 
 
Project 
Name_________________________________________________________ 
 
 
De Minimis Aid Provided. 
 
I, ____________________(sponsor representative), on behalf of  
_________________(sponsor), confirm that ____________________ (the 
client) received the following value of De Minimis Aid on the above 
programme: 
 

Nature of Assistance Value of Assistance 
£ 

Date of Assistance 

   

   

   

   

   

   

   

   

 
 
Signed on behalf of 
sponsor_______________________________________________________ 
 
 
Name_________________________________________________________ 
 
Signed on behalf of 
Client_________________________________________________________ 
 
 
Name_________________________________________________________ 
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7.3 The General Block Exemption Regulation 
 
If you award aid under the General Block Exemption Regulation you must 
comply with the following.  
 
In particular you:   
 

• must inform industry/business that they are in receipt of aid in line with the 
General Block Exemption Regulation under State aid reference no 
X329/2009  or your own registered scheme;  

 

• must submit details of the systems in place to monitor compliance and 
reporting with the General Block Exemption Regulation to the Grantor 
within 1 month of the date of this letter; 

 

• must maintain records relating to the award of aid for 10 years from the 
date on which the last individual aid is granted;  

 

• must provide annual reporting for the project under registration no 
X329/2009  . 

 
 
 
For further State Aid guidance please refer to Schedule 4 of your 
Funding Agreement and Appraisal Procedural Guidance.  
 
Please also see the State Aid flowchart for KTCs which is available from 
your A4B Case Officer or by accessing the Internet Project Monitor (iPM) 
system Resource Area/Useful Documents. 
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8. CROSS CUTTING THEMES 
 
Cross Cutting Themes 
 
Along with the European Community the Welsh Assembly Government has a 
long-standing commitment towards equal opportunities, and equal treatment 
between men and women, aiming to eliminate all forms of discrimination.   In 
addition environmental sustainability underpins both the Welsh Assembly 
Government’s and all of the Structural Funds Programmes, therefore, it is 
expected that all projects will fully reflect this aspect when improving the 
Welsh economy. 
 
The 2007-2013 Structural Funds Programmes have the potential to make a 
real difference to all of the people and the environment in Wales by building 
on the success of the 2000-2006 Programmes.  Therefore, where appropriate 
applicants will be required to build in work packages, milestones to address 
how the project will:  

o promote equal access for all to the education, training and employment 
opportunities and Employment Programme regardless of gender, 
disability, ethnic origin, religion or belief, age, sexual orientation and 
with regard to the bilingual nature of many of the communities within 
the region, and 

o promote environmental sustainability and  

o fully integrate environmental sustainability into the project plan.   

The integration of cross cutting themes will be dealt with throughout the 
application form and specific guidance will be provided at the appropriate 
points as required. 

 
Integration of Environmental Sustainability: 
Where appropriate project teams should integrate cross cutting themes into 
the operation of their projects.   
 
Further Guidance is given below on the areas relating to environmental 
sustainability taken from the WEFO Guidelines. 
 
 
8.1. Reducing emissions of greenhouse gases to help limit the extent of 

climate change and help adapt to its effects  
 
a. Develop and promote innovative technologies and processes to 

reduce the causes and effects of climate change: Innovative solutions 
to combat climate change could take the form of improved environmental 
management systems (EMS), new technologies that could increase 
energy conservation, technologies that could reduce emissions, or 
technologies that could provide new or improved sources of clean 
renewable energy.  
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b. Develop and promote Environmental Management Systems (EMS): 
Encourage enterprises to adopt a formal environmental management 
system (EMS) - ISO14001 or an equivalent such as Green Dragon2 Level 
5. In addition to the obvious environmental benefits, the enterprises would 
experience substantial economic savings, as well as experiencing social 
benefits (staff morale can be raised through an improvement in the 
working environment).  

 
c. Develop and promote effective local supply chains: Utilising local 

suppliers and labour would have a number of positive effects: the local 
economy is boosted and carbon emissions from transporting goods and 
people are reduced. In addition, suppliers should be selected according to 
their environmental performance and the environmental quality of their 
goods and services.  

 
d. Maximise the energy efficiency of any associated premises at the 

initial design stage: The Welsh Assembly Government has set a target 
for all new buildings built from 2011 to be zero carbon rated. Therefore 
steps must be taken now to reduce the carbon footprint of Wales’ 
buildings. The first step in reducing an organisation’s contribution to 
carbon emissions should always be to seek to reduce the amount of 
energy used unnecessarily. If the project involves the construction or 
refurbishment of any premises or research facilities, the initial designs 
should consider the topological features of the site and any opportunities 
to maximise wind protection and passive solar lighting/heating should be 
acted upon. Greater energy efficiency can lead to significant 
competitiveness advantages and subsequent economic gains, as well as 
reducing negative environmental impact. WEFO requires BREEAM 
‘Excellent’ environmental building standards certification (operated 
by BRE) for all new builds. The ‘Excellent’ score must be verified at 
the Post-Construction Review stage and the BREEAM certificate 
presented to WEFO for confirmation. WEFO will also expect BREEAM 
‘Excellent’ standards for refurbishments and extensions wherever 
possible. These would ensure that high building standards and 
subsequent long term economic savings are achieved through providing 
comprehensive advice on effective design/construction (e.g. passive solar 
design* and effective building insulation) and energy efficient lighting and 
heating (e.g. installing Grade A high efficiency appliances including energy 
efficient boilers with combined heat and power* units). An energy 
efficiency premises plan should be followed, which would instruct all 
unnecessary heating, lighting and unused appliances to be switched off. 
This would in itself provide significant economic savings. More detailed 
design information can be found on the BRE website and through the 
WAG sponsored Energy Saving Wales portal. The Carbon Trust and The 
Energy Saving Trust (EST) should be consulted at an early stage to 
provide cost-effective design advice. In addition there are now many BRE-
accredited assessors and consultancies that could deliver advice. Getting 
the right advice at an early stage from the appropriately skilled provider is 
crucial and can provide significant economic savings through preventing 
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unnecessary costs later in the project. Ultimately, projects should be 
aiming to follow the ‘energy hierarchy’:  

 
 

1. Use less energy;  
2. Use energy efficiently;  
3. Use renewable energy.  
 

e. Integrate renewable energy sources: After the necessary energy 
efficiency design and operational measures have been incorporated, it 
may be possible to install facilities for the production of renewable energy 
such as solar water heating*, photo-voltaic (PV)* solar panels, biomass* or 
wind turbines. However, it is crucial that expert advice is provided before 
any renewable energy options are installed, as not all systems may be 
suitable in each case. The installation of wind turbines in particular must 
always be preceded with an expert assessment of whether the building is 
suitable for such an installation. The Energy Savings Trust and The 
Carbon Trust would provide a gateway for such advice. They could also 
advise on available grants aimed at increasing the uptake of renewable 
energy that could provide additional co-financing towards the project. If the 
installation of renewable energy facilities should prove impractical, it would 
still be possible to switch to an electricity company that supplies energy 
from 100% renewable sources, such as Good Energy.  

 
 
8.2. Promoting sustainable transport  
 
a. Develop innovative technologies to promote sustainable transport: 

Research into, and the application of, new technologies to promote more 
environmentally sustainable transport (such as hydrogen fuel cells or 
biogas/biodiesel systems), would provide environmental benefits as well 
as potentially significant future economic benefits.  

 
b. Research innovative ICT systems to reduce the need for travel: 

Information Communications Technology (ICT) has a crucial role in 
eliminating the need to travel. Projects should therefore seek to research 
innovative ICT systems to reduce travel need wherever possible.  

 
c. Adopt a Travel Plan: A Travel Plan should be adopted by the organisation. 

This plan would include such initiatives as car sharing schemes, providing 
information on public transport options, providing facilities for safe cycle 
parking and changing/shower facilities to encourage cycling and walking.  
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8.3. Promoting the efficient use of natural resources  
 
a. Develop innovative technologies and processes to increase resource 

efficiency: Research into better technologies and management processes 
to enable improved resource efficiency is crucial to Wales’ economic 
future. It is also crucial that these innovations are effectively transferred 
from the research/education sector to the business sector.  

 
b. Develop and promote innovative methods of increasing the use of 

recyclates: Developing and promoting innovative techniques to produce 
materials and products derived from waste material. Such actions are 
crucial if Wales is to benefit from the growing market for recyclates. The 
Wales Environment Trust can provide more information on this action.  

 
c. Undertake a Life Cycle analysis of the new product or process: If a 

new product or process is being developed, you should consider the 
following in order to undertake a full ‘Life Cycle’ analysis: where will the 
raw material come from, where will any waste from your product/process 
go, the energy and resource requirements, how the product or process 
could be made as efficiently as possible.  

 
d. Follow the waste hierarchy: Projects should always aim to follow the 

‘waste hierarchy’:  
 

1. Reduce the amount of waste produced;  
2. Reuse materials and products wherever possible;  
3. Recycle materials and products wherever possible;  
4. Compost or recover energy from segregated residual renewable 

materials.  
 
If none of the above offers an appropriate solution then the waste must be 
disposed of according to best environmental practice.  
 
e. Design for ease of recycling: Projects must ensure that consideration is 

given to the logistics of the collection of segregated recyclable materials 
within and from any research facilities or site developed, and that 
adequate space is designed in to ensure the provision of facilities for 
recyclate collection. Waste disposal practices will have to improve as 
demand increases from future legislation such as the WEEE (Waste 
Electrical & Electronic Equipment) Directive.  

 
f. Maximise resource efficiency: Projects should maximise resource 

efficiency, which would bring significant economic savings. The adoption of 
Environmental Management Systems (EMS) would have an important role 
in meeting this objective. Methods to minimise the unnecessary use of raw 
materials should be developed and adopted.  

 
g. Maximise use of reused and recycled materials: The next step should 

be to use secondary and recycled resources in construction or 
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refurbishment wherever possible. Their use impacts positively on the 
environmental in two ways: they reduce waste to landfill; and they reduce 
the need to produce new materials thereby saving energy and natural 
resources. If reused material can be salvaged from on-site, then travel 
costs, energy and emissions would also be reduced. Any existing buildings 
or infrastructure on-site should be re-used if possible. Where reused 
materials are not available, recycled material sources should be explored. 
Targets for the percentage of secondary materials used in construction 
should be adopted and monitored by the project sponsor. WEFO now 
requires a minimum standard for recycled content: at least 10% of 
the total value of materials used should derive from recycled and 
reused sources. However, projects should aim to supply at least 25% of 
aggregates used from secondary or recycled sources, in order to 
contribute towards the objective set by MTAN 1: Aggregates14 (to 
increase the proportion of aggregates production in Wales from secondary 
and recycled sources to at least 25% of total aggregates supply by 2009). 
WRAP15 can provide further information and guidance.  

 
h. Maximise use of local sustainable materials: Where the use of reused or 

recycled materials is not practical, the materials should be sourced as 
locally and sustainably as possible. Sustainable resources can be 
considered those that are managed so as not to deplete the levels of 
natural resources available, for example timber supplied by a woodland 
that has achieved Forestry Stewardship Council (FSC) accreditation.  

 
i. Maximise level of water conservation: Water conservation measures 

such as efficient time-limited tap flows and water storage should be 
installed. Water resources could also be conserved through water storage 
and recycling schemes (which recycle ‘grey water’*). The grey water can 
then be re-used for lavatories and irrigation.  
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8.4. Minimising the risk of pollution and other environmental hazards 

thereby safeguarding the health of communities and the 
environment  

 
a. Develop innovative technologies and processes to minimise the risk 

of pollution and other environmental hazards: These could include 
innovative improved remediation techniques; innovative technologies to 
reduce harmful emissions or pollution run-off.  

 
b. Install pollution prevention measures: As well as decreasing flood risk, 

Sustainable Drainage Systems (SUDS)* would minimise the threat of 
pollution run-off from the site. WEFO supports the Environment Agencies’ 
primary SUDS objective to “establish SUDS as normal drainage practice 
where appropriate for all new developments”19. Therefore all projects that 
have the potential for pollutive run-off will be referred to the Environment 
Agency and would be expected to install SUDS where deemed 
appropriate by the Agency.  

 
c. Dispose of residual waste as per environmental best practice: Waste 

that cannot be reused, recycled or energy recovered must be appropriately 
disposed of in line with environmental best practice and legislation. All 
relevant authorisations must be obtained from the appropriate authorities. 
The Duty of Care must be followed.  

 
d. Prepare and implement a Site Environmental Management Plan: For 

those projects involving premises construction, a Site Environmental 
Management Plan should be prepared and implemented. The Plan should 
contain environmental management guidance on all procedures that 
should be followed during site preparation, construction and operation. 
The plan should include commitments made by the developer during the 
planning process and involve full consultation with the local community.  
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9. PROJECT CLOSURE 
 
9.1 Reporting 
 
Once your project has been completed you are required to submit a project 
closure report with your final claim as an addition to the standard quarterly 
claim report. The purpose of the report is to describe how the project 
performed against overall targets proposed within the project application and 
to report the achievements (whether under or over-achieved) against key 
milestones and objectives and to provide conclusions and recommendations 
resulting from the project activity findings where applicable.  
 
9.2 Feedback to Appraisal Process 
 
Project closure reports will be shared with colleagues in the Development and 
Appraisal team for information purposes. This may be used to inform the 
process should the institution apply for further A4B funding. It is therefore 
critical that all sections of the closure reports are fully completed.  
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Annexe 1 
 
Other useful guidance documents can be found here:- 
 
WEFO Project Monitoring, Management & Control Systems Guidance 
http://www.wefo.wales.gov.uk/resource/Guidance7880.pdf 
 
WEFO Equal Opportunities Monitoring Form 
http://www.wefo.wales.gov.uk/resource/AnnexD-
EqualOppsMonitoringForm15-05-2008.pdf 
 
WEFO State Aid Guidance 
http://www.wefo.wales.gov.uk/resource/State_Aid_Guidance_Version_1_Aug
ust_20078421.pdf 
 
A4B State Aid Flowchart (for KTC projects) 
www.projectmonitor.co.uk 
Resource area/Useful Documents/State Aid Flowchart 
 
De Minimis Award Letters  
www.projectmonitor.co.uk 
Resource area/Useful Documents/De Minimis Award Letter 
 


