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INCREASE Enterprise Proposal Plan: Guidance Notes

The following notes refer to the numbered sections and sub-sections in the Full Proposal Plan.
NB: The Full Proposal Plan and associated Guidance Notes are only for INCREASE Enterprise.
Full Proposal Plan:

The following notes provide support to applicants who intend to submit a Full Proposal Plan
following approval of eligibility on the submission of their Outline Proposal.

To assist applicants we have produced a template in the form of a Business Plan. If your
organisation already has a Business Plan you will be expected to submit this along with your Full
Proposal Plan and an explanation of how your proposal fits with the strategic development /
direction of your organisation as a whole. This will require reference to your organisational
Business Plan.

All applicants will be required to fill in this Full Proposal Plan.

We have provided example excel spreadsheets for project costings to illustrate the information
required.

Each section of the Full Proposal Plan follows business planning techniques and offers the
applicant the opportunity to describe in detail all elements of the proposal. If your proposal is
entirely new, the Full Proposal Plan can be used post-application to guide your project and act as
your Business Plan.

Each section in the Full Proposal Plan requires specific information. The notes below detail what
kind of information is expected.

NB: All sections have page limits. If you exceed the page limits the extra text will be discarded.
Please ensure that all text is no smaller than font size 12.

Introductory Section: You will need to state here if you have an organisational Business Plan
and how your proposal fits with the strategic development / direction of your organisation as a
whole.

If you do not have an Organisational Business Plan you will still need to explain how the proposal
fits with the development of your organisation. This could be because you are a new organisation,
you have never had to write a Business Plan before, you are moving from being predominantly
grant dependent to operation as a social enterprise etc.

Section 1. Executive Summary: This section asks for your Project name (as cited on your
Outline Proposal document).

This section also acts as the Executive Summary of your proposal. The Executive Summary
should provide a snapshot of what your proposal will do. What will the funding help you achieve?

It is sometimes useful to complete this section last.
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Section 2: The Proposal / Organisational Details: This section asks for details regarding the
following:
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Proposal details — name, address, key contact, legal status.
Proposal brief — aims and objectives.

Organisation details — name, address, key contact, legal status.
Management and organisational structure.

Organisation aims and objectives.

Organisation background.

External relations — solicitor / accountants.

Section 3: Key Staff and management structure of the Proposal: This section requires the
following information:
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A brief summary of the skills, experience and knowledge of all those involved with the
project proposal.

Details of proposal specific training requirements.

You will need to submit job descriptions for posts / volunteering opportunities / placements
for all positions created / maintained by the funding (in appendices).

Please list details of Board Members and their competencies.

Please discuss training requirements at this stage with your Regional CRNS Development
Officer. They will be able to signpost you to relevant training providers / programmes and
advise on how to build these costs into your Full Proposal Plan.

Section 4: Description of your Proposal: This section asks for a more in-depth description of
your Proposal and what it will achieve. Please include information on the following:

¥
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Information relating to the service or activities you expect to undertake as part of your
Proposal.

Please include information relating to materials / tonnage diversion, number of beneficiaries.
Please also include reference to the Programme criteria and weighting as detailed below.
Further details are given in the Outline Proposal Guidance Notes.

Programme criteria and weighting:

Criteria Weighting
Enterprise

Tonnes diverted from landfill 20%

Testing or application of an 250,

innovative approach or project

Social inclusion 15%

Financial sustainability 250,

Behavioural change

Integration with 15%

related/complementary services
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Section 5: The Market: This section asks you to provide information on the market for your
service / activities and the research that you have undertaken to ensure that a market does indeed
exist. Please include information on the following:

Who are your services / activities targeted at?

Why will individuals / communities participate?

What market research have you undertaken?

Are there any other organisations undertaking similar activities in Scotland / in the region in
which you wish to work?

SWOT analysis.

Critical success factors.
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Section 6: Environmental, Social and Economic Impact: This section asks you to provide
details on how you will monitor and evaluate the environmental, social and economic impact of
your proposal. In this section please include information on the following:
¥ Systems already in place for monitoring your impact, for example, the Social Accounting
and Audit process, SROI, LM3 tools etc.
¥  Any Environmental Management Systems you may have in place.
¥ How your proposal contributes to the objectives outlined in the National Waste Plan
(National Waste Management Plan for Scotland once revised), a Zero Waste Scotland, and
Single Outcome Agreements in the Local Authority areas in which you are planning to work.

Please note, that if you wish to undertake any of the above methods of monitoring your impact, this
can be submitted in your Proposal finance as an eligible cost. For example you might wish to go
on a Social Accounting and Audit training course.

Section 7: Enterprise: Please provide details on the following:

Expected turnover.

Expected non-commercial income.

Expected profit, if any.

How long will it take to achieve sustainability and how will you achieve this? This may not
be achievable under INCREASE Prevention.

¥  Scenario planning.

K K K K

Section 8: Marketing and Sales: This section asks for information on your planned marketing
strategy and information regarding any sales figures that your proposal will include. Please provide
details on the following:

Proposal marketing strategy and budget.

Proposal pricing strategy.

Promotional mix.

Please indicate how you will utilise Waste Aware Scotland branding throughout your
Proposal.
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Section 9: Premises, Insurances and Licensing: The information provided in this section should
relate to the Proposal. Please provide details on the following:
¥ The location and property details of your proposal detailing cost and proposed method of
financing (buy / rent / lease).
¥ Please include any relevant information on planning, health and safety issues, building
renovation or adaptation costs.
¥ Insurance.
¥ Licensing.
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Section 10: Plant and equipment: Please give details of all significant plant and equipment to be
utilised in the delivery of the proposal, finance arrangements and depreciation policy (three quotes
per item to be submitted in the appendices).

Section 11: Proposal Partners: Please give details of your Proposal Partners.

Proposal Partners should actually contribute funding / payment for services / in-kind support etc to
your application. You should have a range of agreements with your Partners detailing the terms
and benefits of such a partnership.

Proposal Supporters, such as other community recycling organisations, companies or Local
Authorities may support your Proposal but they do not contribute funding / in-kind support etc to
your application.

You will need to provide firm evidence that your Proposal Partners are in place prior to the
Proposal starting. Verbal agreements or e-mails of intent will not be acceptable as proof of
agreement. Please provide copies of any partnership agreement / Memorandum of Understanding
(MoU) / contracts etc.

If you are the lead organisation in a consortium or are applying on behalf of another organisation
please provide details of the arrangement in this section.

You will also need to detail in this section (in addition to Section 5) how you will complement
existing activities and not duplicate services already provided in the area in which you wish to
work.

Section 12: Action Plan: This section is designed to encourage you to think about your plan of
action over the lifetime of the Proposal. This will allow you to allocate time and resources to the
specific aspects of your Proposal and to be used as a checklist to ensure that you are on course
with your Proposal milestones and key objectives.

Section 13: Finance: This section requests in-depth financial information relating to the Proposal
and should be based on Full Cost Recovery principles. You should provide the following
information:

Income and expenditure including explanatory notes on budget assumptions.

Cash flow forecast.

Finance required and methods of raising finance, including loan finance.

External sources of funding secured / in progress for the proposal.

Assets.

Financial management systems and resources.

Please show financial information for three years (or if a time-bound project for the lifetime
of the proposal).
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Full Cost Recovery:

The term ‘full cost recovery’ means securing funding for — or ‘recovering’ — all your

organisation’s costs, including the direct costs of your projects and all your overheads. In full cost
recovery your organisation’s overheads are shared among your organisation’s different projects.
The full costs of your proposal are all the costs directly relating to the project plus the project’'s
share of the overheads.
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Income and Expenditure:

Please give details of expected income and costs associated with the proposal over the next three
years (or for the lifetime of the proposal). This should clearly show what the INCREASE IlI
investment will be spent on.

An example of an income and expenditure summary is show in Annex |. Please note that the
headings given are for example only. All entries on your income and expenditure summary should
relate solely to your Proposal.

Please note that funding is paid on the basis of actual eligible costs and expenditure incurred.
This means that all other secured funding from other sources must be included as part of the total
costs of the Proposal.

Please also outline the budget assumptions that you have made.

NB: You should be as realistic as possible about the estimated expenditure. Once your proposal
has been approved, the amount awarded cannot be increased. However, spend profiles may be
amended post-approval subject to WRAP authorisation.

VAT: If your organisation is VAT registered, you can include the costs for non-recoverable VAT
only. Organisations registered for VAT should include VAT in their costs.

Depreciation: When you buy capital items such as equipment, furniture or premises that last for
several years the cost of that item can be spread over the length of time that item will be in use.
This is called depreciation. For example you purchase a computer that cost £900 and you expect it
to last for three years, the depreciation on the computer would be £900/3 = £300 for each year.

Cash Flow:

Please provide a cash flow projection for the lifetime of your Proposal. An example cash flow is
provided in Annex Il. It is important that your cash flow clearly distinguishes INCREASE |II funding
from other sources of income as illustrated in the example.

Please include an opening and closing balance for each month that the Proposal is in operation.
Please also provide details of any funding issues that may affect your expected income and cash
flow forecast and give details on how these may be accommodated. Please remember to carry
over any surplus / deficit to the next financial year.

Section 14: Appendices: In this section you must supply all of your supporting information. Your
application cannot progress unless all of this information is received at the time of submission.
Please ensure that all the relevant documents are referenced with your project name. Hard copies
and e-mail copies are required. In this section please include the following:

¥ CVs/ job descriptions etc.

¥ Quotations for equipment (three per item).

¥ References / letters of support (Proposal Supporters) and details of partnership agreements

with Proposal Partners
¥  Any other supporting material (for example social accounts, annual reports etc).
¥ Business Plan.
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Section 15: Declaration: Please submit a signed hard copy and e-mail version of the Proposal
Plan and all supporting information to the following addresses:

Please e-mail all documentation to the CRNS who will forward it onto WRAP.

increase@crns.org.uk

CRNS

Suite 27 Stirling Business Centre
Wellgreen Place

Stirling

FK8 2DZ
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Annex |: Income and Expenditure (please provide on a monthly basis with a yearly
summary):

__

Esmee Fairbairn
New Deal
INCREASE
Aluminium sales
Steel

Plastics

Homeless contract
Bulky goods
contract

Expenditure Total INCREASE Total INCREASE Total INCREASE
Salaries

Staff costs inc NI
Pension

Staff travel

Staff training
Recruitment
Trainee wages

IT training

Utilities

Rent

Rental of retail
outlet

Vehicle Hire
Operating costs
Vehicle Repair
Marketing
Insurance
Licences
Memberships
Subscriptions

H & S Equipment
Professional fees
Depreciation
Overheads

Total Expenditure
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Annex Il: Cash Flow:

__

Esmee Fairbairn
New Deal
INCREASE
Aluminium sales
Steel

Plastics

Homeless contract
Bulky goods contract

Expenditure Total INCREASE Total INCREASE Total INCREASE
Salaries

Staff costs inc NI
Pension

Staff travel

Staff training
Recruitment
Trainee wages

IT training

Utilities

Rent

Rental of retail outlet
Vehicle Hire
Operating costs
Vehicle Repair
Marketing
Insurance
Licences
Memberships
Subscriptions

H & S Equipment
Professional fees
Depreciation
Overheads

Total Expenditure



