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SHARE Museums East museum development programme 2015/16: 
Small Scale Capital Grants: Information for Museums 
This guidance document explains the purpose and process of the SHARE Museums East Small Scale Capital Grants Scheme for Museums. Please see below for further information, grant guidance and eligibility. 
After reading this document, we recommend you contact your Museum Development Officer (MDO) to discuss your proposal before submitting your application to the grants scheme.
Introduction
The Small Grants Capital Grants programme is part of a £1.7m programme of one-off investment by Arts Council England (ACE) for the museums and libraries sector in 2015-16, aiming to make a strategic contribution to the mission of ACE and their underpinning goals. 

Museum development providers across England are administering these grants on behalf of ACE. In the East region (Essex, Bedfordshire, Hertfordshire, Cambridgeshire, Norfolk and Suffolk) this is delivered through SHARE Museums East, managed and administered by Norfolk Museums Service. The region has been allocated a grant of up to £158,400 as a one-off investment by Arts Council from their 2015/16 Grant in aid Capital (CDEL) resources, which is a restricted fund.
The purpose of the funding is to allow a number of museums in the East region working within the Arts Council England Museum Accreditation Scheme to fund the purchase of capital assets to help the selected museums increase their resilience. 
The outcomes expected from ACE’s investment are:

· An increase in the number of Accredited non-national museums able to take loans from National museums or Major partner museums
· An improvement in the longer term infrastructure and capacity to manage significant and strategic loans in each Area
What you could apply for 
The projects you identify must be for capital expenditure due to the nature of the funding from ACE. They define capital expenditure as money spent on the purchase, improvement, restoration, construction or creation of an asset, including expenses or costs that are directly attributable to delivering the capital project. 
Museums can apply for grants from a minimum of £10,000 up to a maximum limit of £50,000 for any one museum (awards of this size will be made in exceptional circumstances, average grant awards are likely to be between £10,000 and £30,000).
Only museums Accredited or formally working towards Accreditation are eligible for support.
What type of expenditure is eligible? 
· buying assets such a furniture and equipment

· installing new technologies and upgrading buildings to deliver increased production and broadcast capacity

· buying digital and broadcasts equipment such as cables, cameras or screens
· environmental sustainability costs including installing or retrofitting sustainable technologies

· professional fees association with capital spending on your project, providing the appointments have been made in accordance with the procurement requirements set out below

· legal fees associated with capital spending on your project

· VAT that you cannot recover from HM revenue and Customs

· building work if you have our written agreement beforehand
What type of expenditure is not eligible?
In general, the funding would not normally pay for:

· expenditure that will not be capitalised on your balance sheet

· costs of research or feasibility work

· costs for developing architectural drawings

· building work if you do not have written agreement beforehand

· capital assets that you plan to sell

· costs you have to pay for before a decision is made on an application to SHARE Museums East
· projects that demonstrate little or no potential to benefit the public

· costs that are already covered by other funding

· general running costs and overheads that are paid for by other income, including your own funds after the project is complete. This includes overheads related to equipment or buildings, such as insurance and maintenance costs

· additional revenue funding to support increased running costs

· capital projects required to support activities for educational purposes necessary by law

· goods and services, including consultants and contractors, that have not been appointed in accordance with the requirements set out

If you are unsure if what you are applying for is eligible for a grant please speak to your MDO or Annette French, Regional Museum Development Manager in the SHARE Museums East team. We are happy to talk it through with you. 

Eligibility and key requirements
· museums can apply for grants from a minimum of £10,000 up to a maximum of £50,000

· museums must be registered as an Accredited museum or Working Towards Accreditation at date of grant deadline as published at http://www.artscouncil.org.uk/what-we-do/supporting-museums/accreditation-scheme/accreditation-statistics
· preference will be given to museums who have not had a loan from a National or Major Partner Museum before or been able to meet the requirements of GIS

· funds must be committed by 31 March 2016. Activities must have started before 31 March 2016 and any funds committed need to be spent and capitalised by 31 March 2017
· environmental impact is a criterion in decision making, with preference given to lower carbon impact proposals. Museums should demonstrate in their application what the environmental impact will be
· grant recipients must provide a minimum of 10% match funding in cash or in kind support
· grant recipients must be able to demonstrate the support and engagement of their governing body or managing committee

· grant recipients must be committed to share learning and contribute to the evaluation of the grants programme for example through the SHARE Museums East website/e-bulletin
· by applying for a grant you are acknowledging that you will provide SHARE Museums East with details of what capital assets have been bought as a result of the funding, case studies of funded projects (including photographs), evidence of expenditure and activity monitoring and evaluation reports 
Exclusions

Applications will not be considered:

· to cover the costs of activities taking place before a grant offer is made
· by museums that are not Accredited or actively working towards Accreditation 
· museums that are in receipt of Major Partner Museum funding from Arts Council England are not eligible to apply. For the East region this includes all Accredited museums within University Cambridge Museums and Norfolk Museums Service 
Procurement

Museums in receipt of a grant must comply with all applicable UK public regulation procurement laws when buying any goods or services that will be used directly or indirectly in relation to the capital project. In relation to contracts for goods or services, organisations must:

· demonstrate that procedures to recruit consultants and contractors are fair and open and keep to the relevant legislation 

· have quotations and tenders for contracts for goods or services available for inspection by us

· allow us to review your contract appointment procedures before the terms and conditions of each appointment are agreed, if requested by us

How to apply
It is important to follow these instructions carefully, to ensure the success of your application and claim. Failure to comply with the scheme guidelines may result in an offer being withdrawn.
· after reading this document we strongly recommend you discuss your application in advance with your county Museum Development Officer (MDO)
· application forms are available to download from www.sharemuseumseast.org.uk or contact us by email at sharemuseumseast@norfolk.gov.uk
· only fully completed application forms will be considered
· the application and supporting documents may be submitted by email or as hard copies
· applications must be supported and signed by a second person at senior level, eg Chair, Director or Manager (an electronic signature such as an identifiable email from the appropriate individual can be provided)
You must enclose full details of the proposed development activity to be funded and a detailed breakdown of costs. Supporting evidence is required e.g. draft brief for contractor or works, evidence of all expected costs e.g. quotations, estimates, price lists for equipment. Hard copies or electronic versions are acceptable. You may provide additional documents if they are relevant.
What happens after you apply

· applications will be acknowledged by email only 

· applications will be evaluated by the SHARE Museums East team and reviewers representing Major Partner Museums. When reading applications, the reviewers ask themselves:
· whether the applicant museum is working within the Arts Council England Museum Accreditation Scheme?
· how do you know there is a need for this work and how does this planned activity respond to the museum’s forward/business plan?

· how and if the applicant’s museum’s timescales for loans have been identified?

· whether the applicant museum will be able to confirm its full costs by 4 March 2016 and start activity in order to commit its funding by 31 March 2016
· if the applicant museum can demonstrate their ability to commit for the duration of the project?
· what impact will the funding have on the applicant museum’s resilience?
· what benefit will this investment have for the applicant museum’s audiences?

· how the applicant museum will measure the success of its project?

· whether the applicant museum has had loans from National museums/ MPMs before?

· whether the applicant museum has already initiated partnerships with National museums / MPMs?
· what loan conditions will these museums expect you to meet and how will this grant help you achieve these conditions (e.g. Government Indemnity Scheme- GIS)?
· whether the applicant museum has previously applied to the GIS scheme before?
· has the environmental impact of this capital expenditure been considered?
· if the applicant museum is able to provide at least 10% match funding from other sources whether in cash or in kind?
· a decision will be provided by Friday 11th December 2015
· Successful applicants will receive an offer letter by email. This will confirm the amount of the grant and any special conditions applied, in addition to the general expectations set out in this document
Grant offer and payment

· the offer letter will be accompanied by an acceptance form. This will clarify the responsibilities of the applicant organisation, SHARE Museums East and other stakeholders such as Arts Council England
· to accept the grant on the terms offered, the acceptance form must be completed, signed and returned by the deadline stated in the letter, or the offer may be withdrawn 

· the grant payment will be made on behalf of SHARE Museums East through Norfolk County Council
· grants may not be used for any other purpose than that stated in the application form and offer letter otherwise you may be liable to payback these costs in full
· the grant activity should be completed within the timetable stated in the application

· any variation in timing must be notified to SHARE Museums East as soon as possible
· publicity about the development grant award must acknowledge that it has been funded by a grant from the SHARE Museums East Museum Development Programme, supported using public funding by Arts Council England. Please visit www.artscouncil.org.uk/grantawardlogo. For more information you can email grantawardlogo@artscouncil.org.uk 
How to claim your development grant

It is your responsibility to claim your development grant by submitting your invoice to us. 
· in order to transfer the grant amount to your organisation’s bank account, a ‘New Suppliers Form’ may need to be completed and returned
· once details have been received, a Purchase Order (PO) number will be sent to your museum. You should keep a record of the PO number as you will need this to claim your grant.
· your invoice claim cannot exceed the amount offered in your letter
· after the development activity has taken place, recipients should submit:

· A completed feedback form
· A copy of the paid invoice(s) from the supplier etc.

· Relevant receipts for other expenses shown on the original application form
· the claim documentation may be submitted by email, but must include a signed copy of the claim form (scanned if necessary)
· all claims must be received, correctly submitted, by 31st March 2016. Claims received after this deadline will not be paid
Key dates
	Launch of scheme and applications opened
	16th October 2015 

	Deadline for grant submission
	5pm Friday 20th November 2015

	Successful applicants will be informed and grant offers made by
	11th December 2015

	Confirm full costs
	4th March 2016

	Activity must have started before
	31st March 2016

	Funds committed and grants claimed by
	31st March 2016

	All receipts/evidence of expenditure, case study material, photographs and final reports on the impact of the grant activity must be provided to SHARE Museums East by
	3rd March 2017

	Any funds committed needed to be spent and related capital expenditure capitalised on the museum’s balance sheet by 
	31st March 2017


Where can I get more information?

Visit our website at www.sharemuseumseast.org.uk/local-links/ for contact details of your local MDO.
For more information or if you have any queries about your application please contact Annette French, Regional Museum Development Manager. Tel: 01603 228925 
Email: annette.french@norfolk.gov.uk
Contact the central SHARE team by email to sharemuseumseast@norfolk.gov.uk
For more information about the Arts Council’s Government Indemnity Scheme (GIS) and to download the guidance for non-national institutions see the following link:

http://www.artscouncil.org.uk/what-we-do/supporting-museums/cultural-property/protecting-cultural-objects/government-indemnity-scheme/
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