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This document covers:
· Financial records you need to keep as a grant recipient
· Securing best value
· Definitions of capital and revenue costs
· How to acknowledge your grant
· Suggestions of outcomes to strengthen your application
· Monitoring and reporting
· Submitting your application
Please note – for legal purposes SMEEF is considered part of NatureScot 
Financial information and records 
One of the Conditions of receiving a grant from us is that you keep sufficient financial information and records relating to your Project. This is outlined in the NatureScot Standard Terms and Conditions of funding - paragraph 17 - Financial Information and Records. Your financial information and records may need to be examined by us, or on occasions by other representatives such as external auditors, to make sure our funding is being spent appropriately. In some cases, we may ask you to include information each time you claim for payment. If we need to review your project financial information and records we’ll let you know what we need. 
You must keep sufficient project financial information and records for a minimum of 6 years after the Contract Period specified in your Grant Offer. Your Grant Offer will specify if there are any circumstances where information must be kept for a longer period of time than this. You can find information about requirements for keeping financial information and records on the following websites: 
· www.gov.uk - HM Revenue Customs 
· SCVO - Accounts and Reporting 
Keeping sufficient financial information and records for your project is a Condition of your Grant Contract with us. Failing to do so is a breach of that Contract and may result in action to withdraw and/or reclaim our grant as per our Standard Terms and Conditions of Funding.

[image: ]The table below outlines examples of the type of financial information and records we expect you to keep when buying equipment, materials or services or where claiming for organisational and overhead costs. 
You should include accurate project costs in your application. You must show that costs are reasonable by including evidence. All costs need to be available for audit.
Your costs must be clear and justified, including making the most of other sources of funding and resources for the project.
Costs should be extra – the fund must help you achieve outputs or outcomes that would not otherwise be possible. 
You must show that your procurement process:
· is open and transparent
· shows value for money
· is competitive and where applicable goes out to tender 

Securing best value
If the Project involves buying goods or services or undertaking works, you must secure good value for money with the Grant.
To help achieve this you must get competitive quotes and tenders for all goods, works and services in accordance with the contract thresholds outlined in our Grant Application form. Contract thresholds reflect the value of the contract, not the total Project value or SMEEF/NatureScot grant value.
If you intend to contract on a different basis from the thresholds outlined in our Grant Application form, you must get our prior approval, in writing.
If you are a public body you should follow your own purchasing procedures to ensure public accountability.
You must put formal contracts in place with contractors, suppliers and professional advisers before you start the respective element of the Project.
The terms of these should be proportionate to the standards required of the Project. Employers or clients should be appropriately experienced to carry out the work required of them.
If the Project involves a new post(s) you must advertise this and conduct a formal recruitment process.
Further details regarding procurement will be included in your offer letter. 
What constitutes capital expenditure? 
Your budget should separate out your capital and revenue costs to allow us to keep track of expenditure. Capital costs should be proportionate to your project and can include:
· The purchase of items associated with land/coast management activities, such as plants, fencing and capital works items required to deliver the outcomes.
· General costs incurred in installing the capital works, which include contractor costs for labour and use of equipment.
· The purchase of machinery and equipment up to the market value of the asset.
· The purchase, design and installation of interpretation panels (and translation costs).
· Acquisition or development of computer software and acquisitions of patents, licenses, copyrights and trademarks.
· Consultant and architect fees, other technical design costs, site surveys and professional fees such as fees related to environmental and economic sustainability.
· Planning application fees and costs. Fees incurred for statutory permissions, licences and consents are also eligible even if they have been completed and paid for prior to approval, provided they are essential for the delivery of the capital project.
· Up to £3,000 can be included as capital contingency. This must be used on capital spend.

What constitutes revenue (resource) costs?
These costs can include:
· staff time
· activity costs (events, refreshments etc.)
· room hire
· evaluation
You may not include future costs for ongoing maintenance or running costs.
Subsidy control
· It is an applicant’s responsibility to confirm that their application has been considered and checked in relation to subsidy control rules.
· At the point of publication of this guidance for applicants, public funding for organisations is no longer governed by the European Commission’s state aid rules as set out in Article 107-109 of the Treaty of the Functioning of the European Union and associated regulations and guidelines. 
· Instead, all grant decisions made after 11pm on the 31 December 2020 are subject to the new UK subsidy control regime, the principles of which are set out in Chapter 3 (Subsidies) of Title XI (Level Playing Field) of Part Two (Trade, Transport, Fisheries and Other Arrangements) of the Trade and Cooperation Agreement.
· There is expected to be further guidance, a consultation and possibly new legislation in this area to build upon those principles. You will be expected to comply with the principles of the subsidy control regime and to satisfy any future requirements.
· Agreements that have been entered into will be reviewed and varied accordingly. We reserve the right to impose further requirements and additional conditions in relation to this matter. 
· It is an applicant’s responsibility to check whether state aid or subsidy control clearance is required. Applicants should seek independent legal advice if they are unsure whether a project will require clearance.

Acknowledging a grant from SMEEF
For the duration of your grant agreement with SMEEF, we ask that you acknowledge the funding support from SMEEF as much as you can. This helps to raise awareness of the Fund and increase donor support so it is to everyone’s benefit that the logo is used widely. 
The SMEEF logo should be included on the following:
· Project signs and construction boards visible in public areas.
· On any promotional material and publications such as website, leaflets, brochures, newsletters, posters, electronic materials, reports and guidebooks.
· On signage at events which are related to our funding, for example, a launch event. This could also mean on programmes and invitations.
We also ask that you acknowledge SMEEF at any relevant events and give us the opportunity to attend public gatherings. 
Images from your project should be submitted with appropriate copywrite information. Useful images for us include before and after photos, photos of groups of people engaging in project activity, people doing training and images of biodiversity or habitat improvements. 
For further information please contact us grants@smeef.scot. 
Outcomes 
The following are examples of biodiversity, ecosystem and financial outcomes that may help you in development of your application to SMEEF. This is not an exhaustive list and you should identify outcomes relevant to your project regardless of whether they are included below. 
Thriving plants and wildlife
Such as;
· supporting or improving biodiversity
· increasing the condition of sites
· restoration of marine habitats and reduction of degraded seabed
· protecting threatened species
· net zero or negative emissions from habitat enhancement
· creation of habitats
Protection from flooding, drought and other environmental hazards, and mitigation of and adaptation to climate change
Such as:
· Saltmarsh and sand dune restoration
· Flood resilience
· Managing climate change risks 

Financial outcomes
For example, your application should describe:
· how the investment model will produce revenue or cost savings from ecosystem services
· how the revenue or cost savings produce a return for an investor
· the scale of investment your model is likely to attract, including timeframes
· if you have approached any investors
You should also consider how your application will contribute to the Scottish Government’s Fair Work First policy.
Project potential, innovation and learning
Your application should describe your plans for how to complete the project and the potential to gather, keep and share knowledge.
This should include:
· whether your approach has been tried or carried out elsewhere (if this is outside Scotland, you should say how you plan to reproduce this in Scotland) 
· the potential for the model to be scaled or reproduced
· how the long term sustainability of the outputs and outcomes will be maintained
· the extent to which the proposal is innovative and an opportunity for testing new approaches
· the potential to share knowledge from your proposal with others

Value for money
You must show how you will:
· minimise costs
· get the best value from the resources you have
· use suitable and effective project management methods
· plan for assessing success

Monitoring, reporting and evaluation
Please tells us how you will monitor your grant and the effectiveness of your project.  
Sign your declaration
Someone of suitable authority within your organisation must sign your declaration.
To sign your declaration, either:
· print the declaration page, sign it in black ink, then email a scan or photograph of the signed page with your application
· send an electronic signature (such as an image file) along with an email from the signatory’s organisational email account confirming they allow the submission of the application form

Send your application
Email your completed application form and all your supporting information to grants@smeef.scot by the deadline which will be at 1700hrs on the date on the website. 
We will not consider late applications.
We will confirm that we have received your application by email within 5 working days. We will send this to the email address given in your application form.
We will contact you by email if there’s missing information. You will have 10 working days from the date of the email to send this. If we do not receive the missing information, we will reject your application.
12. If your application is successful
We will send you a grant agreement to consider. You will get:
· a grant offer letter
· your terms and conditions
· any relevant updates about your application
You then must check your grant agreement. It sets out the terms and conditions of your grant offer and any specific conditions that apply, including:
· the start and end date of your agreement
· the amount of your grant
· your payment schedule
· expected outputs
· the evidence you must give to justify payment claims, such as timesheets, invoices and reports
· what will happen if you do not meet the terms and conditions of your grant
You, or someone from your organisation authorised to enter into a grant agreement, must accept or reject the offer, sign the agreement in line with the instructions in the grant offer letter and return it to us within 10 working days.
We may withdraw or reduce your grant offer if your project changes or costs increase.
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Your project finances

Financial information and records you should keep

Low value purchase(s) - of

— order records and delivery notes

materials, equipment or - invoices
services - less than £1,000 - receipts
including VAT
High value purchase(s) - of ~order records and delivery notes
materials, equipment or - invoices
services - £1,000 and over - receipts
including VAT. - quotations
~_tender documents
Travel and subsistence ~invoices
- receipts

- travel mileage records and rates
— _subsistence records and rates

Staff costs - you should redact
any bank details before
submitting these

~ timesheets
- payslips

- salary, NI, employee pension contributions.
~_daily staff rates

Organisational and overhead
costs - being claimed as part of
Full Cost recovery

— management and administration costs

— T, finance and human resource support costs

- telephone/mabile phone costs

~ office costs that include rent, electricity and gas

~ You should include details of how you have calculated
these

General cash flow — recording,
the money your project
receives and spends during your
Contract Period

— bank statements and paying-in slips.

- cash book(s) and any other account book(s)

- records of income received, such as receipts

- records of funds spent, e.g. purchase receipts

- annual accounts, including your profit and loss
statement and balance sheet (for larger
organisations)

~_other relevant business correspondence
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