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Article 125 - On the Spot Verification - CFO Provider Guidance 
Purpose

This guidance document has been produced to help CFO Providers to complete prior visit information within the On the Spot verification report and to inform you of what to expect during that visit.  Your CFO compliance manager will issue you with the report and the sections highlighted in yellow are to be completed by you and sent back to the CFO compliance manager. Any questions on the completion of the report should be referred to your CFO Compliance Manager. The CFO Compliance Manager will review the completed report upon receipt before forwarding it to the designated ESF Verification Manager.
The general principle of the A125 OTS visit is to verify that ESF co-financed products and services have been delivered and that expenditure declared by the beneficiaries has been incurred and paid and that it complies with Union regulations (including national eligibility rules), the operational programme and the conditions for support of the operation and that they comply with Union policies relating to:

· partnership and multi-level governance;
· promotion of equality between men and women;

· non-discrimination;

· accessibility for persons with disabilities;

· sustainable development;

· public procurement;

· state aid;

· environment rules.

The OTS visit will also identify any areas requiring remedial action including irregular expenditure.
For background information, ESIF common regulation 1303/2013 Article 125 is the article that specifies the purpose of the On the Spot visit.
Please note: the completion of an A125 On the Spot visit record does not guarantee that further issues will not be identified by other external auditors.
Colour Coding Key:

	
	To be pre filled by CFO Compliance Manager. Each CFO may use different job titles but this is usually either your usual contact or their audit staff.

	
	To be completed by the CFO Provider. This term refers to you either as a prime contractor or contractor with your CFO which may either be ESF or match specific contract.

	
	To be completed by ESF Verification Team.


Section A – Background and Reference Information

	Memorandum of Understanding Number 
	This is a unique reference number given to the operation by the ESF Managing Authority. 

	CFO Organisation Name 
	The name of the CFO for this project.

	Provider Name 
	

	Priority Axis
	The priority that the project has been approved under as outlined in the Memorandum of Understanding

	Investment Priority(s)
	The ESF Investment Priority(s) which this project is delivering activity as outlined in the Memorandum of Understanding.

	CFO Contract Reference(s)
	Contract reference number(s) used by your CFO.

	ESF or Match Contract(s)
	Funding type.

	Provider Visit Address
	Full postal address of the visit address including post code. 

	Contact name and phone number 
	

	CFO contract start date
	CFO contract end date 

	
	


Visit Details

	Date and time of visit.
	As stated.

	Value of expenditure tested at visit (£)
	Value of paid expenditure sampled for testing.

	Total value verified as eligible at visit (£)
	Value of paid expenditure tested and supported by evidence.

	Amount of expenditure declared irregular (£). 
	Value of paid expenditure tested as irregular after consulting with CFO compliance managers.


Project staff present during visit

As the CFO Provider you will need to advise and assure us that all relevant records will be available on the day of the visit.  Individuals with the following roles might therefore need to be available at some point during the review visit: 

· HR (equality requirements)

· Estates (environmental sustainability requirements) 

· Management Information

· Project Management

· Finance Manager/ Claims Officer (The Big Lottery only)

· Payroll (The Big Lottery only)

1. Publicity and Communications

It is very important that the use of Structural Funds across Europe is publicised and there are certain specific European Union requirements in relation to publicity and its branding.  

	1.1 Are you meeting publicity requirements as described on your PIV/ previous OTS? Specifically

· Display of A3 sized posters advertising ESF (including those of subcontractors/ partners)

· Logos on websites (including those of subcontractors/ partners)

· Ensuring participants are aware they are on an ESF funded programme

· Provision of case studies

· Logos on advertisements, key project documentation and marketing/ promotional materials

	ESF posters should be displayed at all delivery site locations, should be of A3 size and provide a brief description of the project. ESF logos should appear on all partner websites and project related documentation.

	1.2 How do you as the lead partner, if applicable, monitor publicity requirements for sub contractors and/or delivery partners?

	Please provide details of the monitoring mechanisms used to ensure publicity compliance. 


2.
Cross Cutting Themes

To ensure the CFO Provider and its sub contractors or delivery partners are complying against European funded programme rules concerning gender equality, diversity and sustainable or environmental development.
	Your comments in this section should address how the project rather than the organisation as a whole is applying this cross cutting theme.

	2.1 Gender Equal Opportunities. Please provide your Gender Equal Opportunities Policy and Action Plan when returning this checklist. What activity has the provider undertaken to date and please detail progress against the action plan objectives? How does the lead partner, if applicable, monitor these plans and policies for sub contractors and delivery partners?

	Is there an up to date Gender Equal Opportunities policy and action plan in place? Who champions this? 
What mechanisms exist to review it and how frequently? 

A Gender Equality policy and action plan should be attached with the completed checklist. 

	2.2 Equality and Diversity Information Management. Please provide, for participants, a standard report detailing progress to date against profiles for the range of equality data stated within your CFO contract. For example by gender, age, ethnicity, disabled by starts, results and outputs, as well as a short explanation for areas of under performance and plans for improvement.

	Report required that shows actual progress made against profiles broken down by key demographics, outputs and results. Under-performance to be accompanied with a brief narrative explanation.



	2.3 Environmental Sustainability. Please provide your Environmental, Sustainable Development Policy and Action Plan with this checklist. For environmental sustainability, what activity has the project undertaken to date and please detail progress against the action plan objectives?  How does the lead partner, if applicable, monitor these plans and policies for sub contractors and delivery partners?

	Is there an up to date Environmental policy and implementation plan in place? Who champions environmental issues? 
What mechanisms exist to review this and how frequently? 

An Environmental policy and implementation plan should be attached with the completed checklist.


3. Sub contracting and Partners

To ensure that the provider has adequate systems in place for the effective procurement and monitoring of its sub contractors or delivery partners in respect of project delivery, financial performance, risk and ESF Compliance. Refer to Directive 2014/24/EU on public procurement, implemented in England, Wales and Northern Ireland by the Public Contracts Regulations 2015 (2015 No. 102) and any amendments or replacements.
	3.1 Please describe and evidence (if applicable) the procurement of any new sub contractors or new delivery partners since your CFO application?  

	For any new sub contractors or delivery partners engaged with (not included in the original application), please provide details of the procurement processes used and whether this was a single, full tender, preferred bids or Commissioned activity etc. 


	3.2 ESF requirements: For all sub contractors or delivery partners, please describe how ESF requirements are incorporated within their contracts or Service Level Agreements (SLAs)?

	Ensure key ESF requirements are mirrored in SLAs as they should appear in contracts between the Department and the grant recipient. In particular Publicity, Document Retention/ Protection, State Aids (if relevant) and cross cutting themes). 


	3.3 Partner monitoring: Please describe the procedures in place to assess and monitor sub contractors and delivery partners to deliver ESF effectively and compliance with ESF requirements?

	Copies of internal monitoring visit reports, audit reports, risk assessments, performance meetings and contract review meeting minutes or agendas agenda’s are usually a good sources of evidence. Information on how poor performing subcontractors or delivery partners are addressed may also be useful. 



	3.4 Anti Fraud measures. Please describe your anti fraud prevention policies or procedures?

	For example, have you an Anti-Fraud Policy or whistleblowing policies in place? Do they include:
· A statement setting out what fraud means within your organisation context, including your sub contractors or delivery              

          partners; 

· How you will respond to fraud;
· Key responsibilities of senior staff in preventing and detecting fraud and in co-operating with any investigations;
· How individuals can report concerns and suspicions of fraud.




4. State Aid

To ensure compliance with EC regulations relating to block exemptions and de-minimis within State Aid
	4.1 Does your project receive State Aid? Your CFO can provide additional information. If so please describe the type of aid given. If not please go to section 5.

	Your CFO can provide additional information.



	4.2 If applicable, what steps have you and (where applicable) your subcontractors or delivery partners taken to ensure compliance with Block Exemption rules? Refer to (Commission Regulation (EU) No 651/2014) 



	How are applications or proposals for assistance assessed and approved?


	4.3 De-Minimis. If applicable, please describe how you ensure that you and your sub contractors or delivery partners are compliant with the regulations relating to De-minimis?  Refer to (Commission Regulation (EU) No 1407/2013) 



	Your CFO can provide additional information.



5. Document Retention and Data Protection 

To ensure that the CFO Provider and its subcontractors or delivery partners have a coherent policy on the retention of documentation covering all aspects of ESF and Match providers which complies with European Regulations 1303/2014 – Article 140.
	5.1 Please provide your Document Retention and Data Protection policies with this checklist.

	Is there a written policy in place for the provider and your subcontractors or delivery partners (if applicable) to ensure adherence to Document Retention and Data Protection requirements?
Are you and (where applicable) your sub contractors or delivery partners aware that the final retention date may be subject to change?  Documents must not be destroyed until confirmation has been received from the ESF Managing Authority. Please consult your CFO.
Are you and (where applicable) your sub contractors or delivery partners operating under a State Aid scheme. If so you will need to keep documents for 10 years after the last aid is granted under the scheme?
What arrangements are in place to ensure data is retained in a protective and secure environment and (where applicable) stored documents cannot be manipulated or amended?

	5.2 Please describe the arrangements for your sub contractors and delivery partners to archive and protect project documentation? Please list the providers responsible for keeping source documentation, its locations, and plans for its archive by the responsible organisations and its archived locations?

	If an external archiving facility is used – please specify. 
What is the retrieval time for requesting documents? 
Do sub contractors/ partners retain their own documents or send these to the lead partner?
Is there a written policy or procedure in place for Data Protection?

Does the project use encryption and passwords when sharing sensitive information by email?

Who has access to information?


Non Big Lottery CFO providers:

Participant Sample Verification - 30 participants to be selected on a random basis per contract (maximum of 2 contracts per provider).
Big Lottery only:
Project Expenditure Details 
· Staff Costs – Table to be populated with cost sample. 
· Other Costs - Table to be populated with cost sample. 

7. Summary Table of Observations, Recommendations & Action Points
	Observations (by exception), Irregularity calculations, Recommendations and Action Points

	Internal use only.

Highlight observations, recommendations and action points made. 

Include any areas identified as ineligible or potentially ineligible requiring further investigation. 


	Contracts and other Documents noted as part of A125 activities

	Detail all relevant contracts, variations and other documents received in support of the OTS verification. Dates, titles and where applicable values should be recorded here.


	Claim period tested
	Calendar quarter to be input

	Coverage
	Yes/ No

	Has a maximum of 30 participants (covering all cost headings and delivery partners) been verified in the claim? (Not applicable to the Big Lottery).


	If not please explain why?



	Has the necessary number of Staff and Other costs been verified in the claim (in accordance with the Risk Management Framework? (Only applicable to the Big Lottery).
	If not please explain why?
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