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Application Content 
	Name of Applicant


	

	Home Postal Address


	

	Home Telephone


	

	Personal Email address


	

	
	

	Institution: 


	

	Institution Postal Address


	

	Business Telephone


	

	Business Email address


	

	Please state your job title and describe to what extent your role involves management of procurement activities (please estimate a % if it is less than 100%), or in the case of an application for funding for the benefits of group training / development the work profile / position of the expected beneficiaries.

	


	Application Title:


	

	Proposed Training Provider


	

	Please provide details of the course content

And a copy of the quotation from the provider.
	

	Requested funding from this application:
	£

	Total cost of the proposed course


	£

	Please state if (a) you / the beneficiaries are making a personal contribution to the cost of this development activity, or (b) another organisation is making a contribution to the cost of the development activity.
Note that CIPS etc. membership fees are not paid by the fund and should not be entered as a personal or institutional contribution.

	Personal Contribution 
	Your institution/Other Organisation Contribution

	
	£
	£

	If you have not obtained / included any other funding except what is requested in this application, please state the efforts you have made to secure funding. 
	


	Please summarise in no more than 300 words, the purpose of the application and provide a further explanation / detailed breakdown of funding required.

	


	Please state in bullet points the benefits to the individual(s), their employing institution(s) or the sector generally (as appropriate) from undertaking the development activity that is the subject of the bid.

	


	Please state the impacts from funding not being awarded in relation to this application 

	


	I confirm that the information I have provided is correct and that if I / we are awarded and accept funding, I / we agree to comply with the conditions and arrangements set out in this in this document and any specific conditions defined by the Trustees.
I fully understand the ‘repayment in the event of leaving the sector or not using 25% of the funds in the first year’ conditions specified in the attached guidance notes.

	Signature 
	Date 

	
	


	Approved as a valid application by, and supported by, the Senior Responsible Person* for the Procurement Process in the employee’s institution (or in the case of a group application, the Senior Responsible Person for the Procurement Process in at least one of the beneficiary institutions)

	Name 


	Job Title 
	Signature 

	
	
	


*= The Senior Responsible Person for the Procurement Process will normally be the Director / Head of Procurement where they exist, otherwise it shall be the senior responsible officer for the Procurement process (in such cases normally the Finance Director etc). If the Director / Head of Procurement is making the application, they shall need approval of their line Manager.
Please send a scanned/signed copy to enquiries@hpdf.org
If you require any clarification about how to complete the form or any other aspect of the fund, please send your enquiry by email to enquiries@hpdf.org
Guidance Notes
Introduction

The HE/FE Procurement Development Fund has been established to utilise the funds which were generated initially from the COUP 2011 event run by APUC at the University of St Andrews (but to which future funds may be added in later years):

1. to make grants to individuals who are or may be involved in procurement within the university or college sectors to support and significantly enhance their procurement skills and/or leadership skills (where leadership is primarily over procurement activity) where the financial support for such training and development cannot reasonably or in practical terms (in the opinion of the Trustees), be funded (either fully or partially) by their institutions. This funding support will be beneficial to the individual, institution and sector;

2. to provide/offer financial support for a defined training activity/development opportunity in periodic offerings which the Trustees feel would encourage/bring an overall increase in procurement capability in the sectors;

3. to make grants to provide for collective training and development requirements in procurement for universities and colleges where such training would be provided across more than 2 institutions to further the procurement knowledge and leadership skills across the university and college sectors, 
4. to monitor the progress and achievement of targets for each grant award to ensure that the funds are being used effectively and appropriately.

Who May Apply for Funding and When?

The following may apply for funding under (1) and (3) above (i.e. those that are invited to apply for funding):

· Permanent Employees of universities and colleges (the definition of Permanent Employees within this scope is those with permanent contracts of employment with Higher and Further education institutions that are charitable bodies and not for profit HE/FE sectoral centres of expertise).

· They must be involved in managing a material part of the Procurement* process although it does not have to be, at this stage in their career, a role that is fully Procurement focussed.

· In the case of (3) above, individuals or groups covered by the scope may apply for funding for collective delivery to those that meet that defined scope
· In relation to (1) above, there are limits to how much one individual can apply for and be awarded from the fund, this being £2000 over any two consecutive year period.

· In the case of (2) above, the Fund will make allocations based on its own selection – i.e. Trustees will utilise their knowledge and understanding of the sector to establish when such activities would bring enhanced capability based value to the sectors.

* Procurement in this context is not in relation to its original meaning but instead as defined within its more modern interpretation as “the acquisition, whether under formal contract or otherwise, of goods, services and works from third parties" (Scottish Procurement Policy Handbook 2009).

Criteria for Funding Allocation 

The amount of funding that will be made available each year will be restricted, therefore the requests that most strongly meet the criteria, in the opinion of the Trustees, will be awarded grants / funding. 

The primary criteria are as follows:

· The intended recipient of the proposed training must originate the application.

· Applicants must first have requested for partial or full funding from their employing institution. Where in the opinion of the Trustees that a refusal or only granting of partial funding by the employing institution is deemed reasonable, but where the development need still has reasonable merit, then this can be considered for an award of funds.

· Applications where the applicant has secured or made all reasonable efforts to secure part funding from other sources, and / or where the applicant is making a reasonable contribution from their personal funds, will be looked on more favourably. 

· Applications will not be considered for reimbursement of training funds that have already been expended or committed.
· Awarded funding will be subject to successful completion of any probationary period by the applicant.
· The level of capability improvement that the proposed training / education / development activity will deliver will be a key award criterion.

· Individual circumstances of the applicant may in some cases also have a bearing of the likelihood of the success of the application.

· Trustees may also from time to time apply relevant topical or business / sector need criteria in considering applications.

· Trustees will establish at each funding round if there is specific criteria to be considered beyond that above – in such cases, when the funding round is advertised, such specific criteria will be made clear.

· Trustees will for each round, score all applications accordingly, with those with the most merit being awarded funding. 

· Although a cap will be set for each round of funding, there will be no minimum value set for award. 

· Applications may not be considered where funding has been awarded previously and development activity was not completed.

· Awards may not be made if, in the view of the Trustees, any application is not deemed to be appropriate.

Post Award / Conditions of Award

· The primary condition of award of funding will be that the Applicants / Applicant Lead will do what they state they will do in the application in line with the timings set out in the applications.

· Applicants / Applicant Leads will in all cases be required to provide an update to the Trustees of the Fund on progress of achievements against the aims set out in the relevant applications (where relevant).  Successful applicants will be required to provide feedback to the Trustees, when their training is completed, on the benefits accrued to the individual /sector to help demonstrate the success of the fund.

· The Trust will reserve the right to apply appropriate conditions to awards of funds and to stagger payments based on development milestones etc. where appropriate

· If an Applicant / Applicant Lead does not undertake what they propose to do within a reasonable or defined period, they must repay all of the funding received, or if the Trustees are satisfied that some material value has been achieved from a part completion, an appropriate amount, as agreed by the Trustees shall be repayable to the Fund. The Trustees will use reasonable judgement in applying this condition.

· Funds paid within the 12 months preceding the date of leaving should be paid back if an applicant leaves the HE/FE sector up to one year after completing the funded course or training and the process relating to loans or other returnable funds received by applicants from their organisations should be clarified if referred to in an application in relation to how the trustees allocate funds. The institutional application ‘approver’ shall be responsible for ensuring that the funds, in liaison with relevant staff within the institution, are paid back under the above circumstances through institutional HR processes and policies.
· A minimum of 25% of the allocated funds must be used in the first year or the entire funding will be forfeited, unless exceptional circumstances apply.
· Full use/draw down of previously awarded funds must be completed before new funding awards can be made or confirm that remaining funds are no longer required and released back to the fund prior to new awards being made.
HE/FE Procurement Development Fund is a charity registered in Scotland with registration number SCO43317

