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The following information is a guide to the selection and monitoring process of the Guideline & Audit Implementation Network Funding process.
What it the Timescales for Project Applications?

On a yearly basis GAIN will send out an invitation to the health and social care community to apply for funding for the developments of regional guidelines or the undertaking of regional audits.
	The invitation process will be: 

	May & September 
	Invitation to apply 

	September & December 
	Decisions on applications made by GAIN Operational Committee

	September & January 
	All applicants informed of decisions 

	October & April 
	Commencement of all Guidelines and audits 


Applications received after the given date will not be accepted.  All applications will be required to be physically signed by named persons and dated. Electronic signatures are not acceptable.  This is a check to ensure that appropriate approval has been given to staff working on this project. 

How are projects selected? 

Anyone involved in the health and social care community is free to submit an application. Only correctly completed applications will be considered. Advice on completion of forms can be provided by GAIN.

The selection process is as follows.  Once the applications have been received up to the closing date, a sub-committee of the Operational Committee will be convened to consider the applications against prioritisation criteria in relation to available funding.  There may be a need on some occasions to attain further information on the project from the Project Lead.  This does not mean that the project will not be considered for that year. Successful projects for funding will be informed by letter.

Once all applicants have been informed of the Committees decision a monitoring process will be set up to begin in October or April of the given year.

An initial meeting will be arranged for either the GAIN Manager or Regional Audit Facilitator to meet with the Project Team and discuss the way forward for your project.

Following this meeting GAIN will require an update on a quarterly basis (See Appendix 1).
What information will you need to provide to GAIN?
We will need to see the following:
· Invoices relating to the project and, if applicable, evidence of how you have apportioned the costs 

· The systems you have in place for recording outputs, results and impacts 

· Evidence of how the project is progressing
· Information on mileage and for what purpose

· Update on the timescales set.
This information will be required prior to the receipt of your next financial request.  Funding will not be provided unless this information is supplied.  (Appendix 1 is a copy of the form you will be required to complete).
It is required that GAIN Regional Audit Facilitator attend Project Team Meetings to ensure that the project is one track and also to help with any queries you may have.
The Visit
It would be helpful to start the meeting with a brief discussion of the general terms of the project with the Project Lead and the person in charge of keeping note of the finances (if a different person). The financial examination to ensure that a proper audit trail is in place. It would therefore be helpful for key project personnel to be present at this meeting.

The main purpose of this visit is to: 

· Satisfy GAIN that the project is proceeding well 

· Review the adequacy of systems and procedures 

· Ensure that the project is operating in accordance with the terms of the offer letter.

What will we be looking for?
The general areas that GAIN is looking for are as follows: 

Project Progress
General progress of the project, how it is being managed and demonstrating how the overall project objectives are being met. 

Financial Systems 
The systems you have in place that enables you to demonstrate and manage actual expenditure against planned expenditure. 
Outputs 
Documentary proof of outputs achieved. 
 
If after reading through these pages you have any general monitoring enquiries please contact:

GAIN Office

Room C4.17

Castle Buildings

Stormont

BELFAST

BT4 3SQ

Tel: (028) 90520629

Email: nicola.porter@dhsspsni.gov.uk
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Appendix 1
AUDIT MONITORING FORM
	Trust/Board
	

	Title of Project
	

	Project Contact
	

	Specialty(s) Involved 
	

	Professional/Staff Groups Involved
	

	Funding Received
	

	Date of work completed 
	From:                   To:

	Summary of Work Undertaken to Date



	Funding Utilised in this Quarter

Expenditure category
Amount £

Comments
Gross payroll costs 

£

Clerical support costs

£

Service user input/ focus groups

£

Data collection / analysis
£

Training costs
£

Travel & Subsistence

£
Hospitality

£
Stationery & printing
£

Dissemination of results
£

Re-audit
£

Other (please state)

£

Totals

£



	Signed
	Date
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	TRAVEL EXPENSES CLAIM FORM
	 

	
	
	
	
	
	
	

	Name of person claiming travel:

	Name of Guideline/Audit:

	
	
	
	
	
	
	

	DATE OF 
TRAVEL
	FROM
	TO
	PURPOSE OF TRAVEL
	MILEAGE
	AMOUNT 
CHARGED 
PER MILE
	CLAIM 
AMOUNT (£)

	
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	TOTAL
	£
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