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INTRODUCTION 

[bookmark: _Hlk518916402]These Guidance Notes explain how to complete the online application form. Please read these notes carefully and refer to the following documents. 
· Invitation to Tender (CLLPS3_001)
· Challenge Brief (CLLPS3_002)
· Online Application Form (CLLPS3_003) 
· Launch Pad Contract (CLLPS3_005)
· FAQs (CLLPS3_006)

APPLICATION PROCESS 

All bids must be made using the online application form which is accessible by the following link. Applications received by any other means will not be accepted. The deadline for applications is 17.00pm on 31st July 2024. 

Applications received after the deadline will not be accepted. All applications will be treated in confidence.
If you have any queries about the application form or application process, please email aberinnovation@launchpad.com 


SCORING METHODOLOGY 

	Scoring System
	Definition

	0
	Unanswered or totally inadequate answer 
	Completely fails to meet required standard or does not provide a response. No evidence apparent 

	2
	Poor or unacceptably generic or mostly irrelevant answer
	Response significantly fails to meet the standards required, contains significant shortcomings and/or is inconsistent with other proposals. Where evidence is required or necessary, no evidence.

	4
	Below average, lacking specific detail and with significant gaps
	Response falls short of achieving expected standard in a number of identifiable respects. Where evidence is required or necessary, insufficient evidence

	6
	Average, acceptable but not demonstrating particular added value
	Response meets the required standard in most material respects, but is lacking or inconsistent in others. Where evidence is required or necessary, some relevant evidence.

	8
	Good answer, specific & detailed, demonstrating significant added value
	Response meets the required standard in all material respects. Where evidence is required or necessary, full and relevant evidence

	10
	Excellent response in all respects, fully meeting or exceeding expectations
	Response meets the required standard in all material respects and exceeds some or all of the major outcomes. Where evidence is required or necessary, full and relevant evidence









	[bookmark: _Hlk83661567]Question 
	Score Weighting
	Scoring

	Stage one (Application Form) 
	
	100%


	Question 1 – 14 (applicant details)
	Not Marked
	

	Question 15
	220
	

	Question 16
	220
	

	Question 17
	220
	

	Question 18 + 19

	180
	

	Question 20 - 28
	160
	

	Total 
	1000
	

	Stage two (Clarification Pitch)
	
	Scores verified





APPLICATION FORM GUIDANCE 

Only use acronyms where a term is mentioned frequently throughout the proposal. If you do choose to use an acronym, do not assume that the reader knows what it means, and be sure to define it, bearing in mind that individual sections of the application may be read separately during the assessment process.

In order for your application to be accepted you must submit all the required information. This includes all mandatory fields from the application form and failure to complete these fields will result in your application being rejected on the grounds that it is incomplete. Attachments are permitted for Question 19 in addition to the text entered in the application form (these should be attached using the link on question 20. Further documents or supporting information will not be accepted. The application form has a max word count for the answer to each question; if you enter text that exceeds this amount, or submit appendices that exceed the set maximum length, it will not be read or assessed. 

Applicants must complete the declaration prior to submission of the Application Form. 


INDIVIDUAL SECTIONS GUIDANCE 

Project Details (Not scored)
 
1. Project Title (Mandatory) 

Please provide the title for the project. This should be both clearly descriptive and concise. It should contain keywords relevant to the project (max 200 words)  


2. Total Project Cost (£s) (Mandatory) 

Projects should state the proposed total cost. Proposed projects can tender for a maximum contract cost of up to £3,200. 


Details of lead applicant (Mandatory - not scored)

3 to 10. Please state the lead organisation name, and other details as requested on the Application Form. Organisations should declare whether they are VAT registered or not.

Lead applicant organisation status (Mandatory - not scored)

11 to 13. Please submit details of the lead applicant organisation status, and other details as requested on the Application Form. 

14. Title and Abstract for Publication (Mandatory - not scored)

Please provide a brief, "public facing” description of the project. Should your project be successful, this information may be made public once the award is confirmed. Do not include any commercially confidential information in this section. We reserve the right to amend the description before publication if necessary but will consult you about any changes (Max 200 words). 

15. The approach and innovation (Mandatory - scored)

Describe what you are proposing to do in the project and detail the approach to the challenge theme. State what is innovative about your new product, service or process and explain how it will improve on current solutions (Max 400 words).
Applicants should consider:

· Describing the challenge which your project addresses and the need for innovation.
· Describing what the solution is and what is expected at the end of the project.
· Detailing the innovative concepts and the benefits of the new solution.
· What is wrong with current approaches and/or solutions.

Projects should describe the motivation for the project and the need for the solution. Provide details of the impact of the challenge and show that there is a gap for a new solution. Applicants should back up with evidence and high-level data where possible. Projects should also identify the nearest current state-of-the-art and its limitations. Avoiding the use of unnecessary technical jargon, describe clearly how your innovation will address the challenges as described in the challenge brief. What evidence have you acquired to support your claims? 



16. Route to market and growth (Mandatory - scored)

Describe the market opportunities and the route to market. How will you and/or others profit from the innovation (max 400 words).

Applicants should consider:

· Providing the size of the market opportunity and detailing potential customers of the innovation. 
· Providing a clear plan for commercialisation of the innovation.
· Whether commercialisation will be undertaken by yourself or licenced to a third party.

Explain how you are building upon your idea/product to make it unique within the marketplace and detail the route to market. Provide a detailed plan for commercialisation of your product or service. Show how the solution will lead to growth of the organisation and how the opportunity will be exploited. 



17. Impact on Ceredigion and follow on activities (Mandatory - scored)

Please provide details of the proposed impacts of the project and the expected follow-on activities (Max 400 words). 

Applicants should consider:

· The social, economic, and environmental benefits to Ceredigion. 
· What impact the innovation might have on public sector and how it might contribute to national policy.
· The next steps and plan to exploit the innovation after the project has completed.

Projects should clearly describe the expected impact and potential follow-on activities predicted from the project. Explain how the innovation will positively impact people and communities in Ceredigion and describe what the long-term plan will be to deliver impact. Applicants should consider how the solution will benefit Ceredigion. Applicants should refer to the following policies to understand the challenges and opportunities to contribute to improving agricultural and food-production developments within Ceredigion. 

· [bookmark: _Hlk168646126]The UK Agriculture Act 2020 (Link) 
· Beyond Recycling (2021) (Link)
· The Environment Bill (2021)  (link) 
· The Well-being of Future Generations (Wales) Act 2015 (Link)
· The Public Health (Wales) Act 2017 (Link)
· The Healthy Weight: Healthy Wales strategy (2019) (Link)
· The Food and Drink Wales Industry Board's Vision 2030 (2019) (Link)
· The Environment (Wales) Act 2016 (Link)


18. Delivering your project and supporting your work placement (Mandatory - scored)

Please provide details of how you will manage the project and provide details about the team. (max 400 words). You may wish to attach an appendix to support your answer up to 4 pages long.

Applicants should consider:

· What project management methodology you will use (e.g. PRINCE2, SCRUM etc.) 
· What key risks exist in the project and mitigating actions.
· Details of project staff and roles on the project.
· The tasks your work placement will undertake and the skills they will develop.  

The project plan should identify the major packages of work within the project, with well-defined milestones. The emphasis throughout should be on practicality – we are seeking evidence that the innovation works, can be made into a viable solution, and can achieve the proposed benefits. You should list the risks with this project and any activities you can undertake to reduce their impact on the successful outcome of your project. Please provide a description of the relevant skills, knowledge, expertise, and track record of the team. Explain how the work placement will benefit the individual and how they will work alongside your team. You should provide details of tasks that they will undertake. Applicants should consider including a Gantt chart and risk register to support the answer (no more than 4 pages long). 


19. Please upload any supporting documents for Q19 using the following link: 
https://bit.ly/3tVWLBc


Project Finances (Mandatory - scored)

20 – 27. Please provide details of how you intend to spend the funding for this project. Include details of any partners or subcontractors you may work with. 

Applicants are instructed that the costs quoted must reflect actual costs at a “fair market value” and profit should not be included.  

Please provide a summary of costs including VAT. Please note that VAT is the organisations responsibility.

Directly Incurred Costs: 

These are costs that are specific to the project that will be charged to the project as the amount actually spent, fully supported by an audit record in justification of a claim. They comprise: 

· Labour costs for all those contributing to the project broken down by individual 
· Material Costs (including consumables specific to the project) 
· Capital Equipment Costs and any required system interfaces
· Sub-contract costs  
· Travel and subsistence 
· Indirect Costs 
· Other costs specifically attributed to the project 

Indirect Costs:

Indirect costs should be charged in proportion to the amount of effort deployed on the project. Applicants should calculate them, using their own cost rates. They may include:- 

· General office and basic consumables 
· Library services/learning resources 
· Typing/secretarial 
· Finance, personnel, public relations, and departmental services 
· Central and distributed computing 
· Cost of capital employed 
· Overheads 

Itemisation of costs and methods of calculation may be requested to support the application at a later date. 

28. Cost Justification (Mandatory - scored)

Describe how this project represents value for money and justify why you need the funding (max 250 words).  

Applicants should consider:

· Why the organisation is unable to fund the project and therefore requires public funding
· Why specific costs are critical to the project delivery
If there is significant use of subcontractors, please explain how these will be used and the costs of each. Please note the Assessors are required to judge the application finances, in terms of value for money i.e. does the proposed cost for effort and deliverables reflect a fair market price. 


29. Declaration by applicant (Mandatory) 

Lead applicants are expected before submitting applications, to have discussed their proposals with their own company or any other body whose co-operation will be required in the conduct of the project.  By submitting the application, you are confirming that the information given, in this application, is complete and that you are actively engaged in this project and responsible for its overall management and agree to administer the award if made.  
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