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1. Introduction   
Capacitybuilders, using public funds, supports the overall outcome of the ChangeUp 
framework, which is that by 2014 the needs of frontline third sector organisations will be met 
by support which is: 
 

• available nationwide 
• structured for maximum efficiency  
• offering excellent provision which is accessible to all while reflecting and promoting 

diversity  
• sustainably funded 

 
Individual funding streams or programmes and the grants awarded within them have been 
designed to fund specific priorities that will help achieve this overarching outcome. 
 
Having effective systems in place for monitoring progress in achieving outcomes is critical for 
both grant recipients and funders as it contributes to the evidence base for what works and 
why. Our new monitoring procedures are designed to support Capacitybuilders’ aim to focus 
on outcomes rather than activities and to be proportionate in our administrative demands on 
grant holders.   
 
At the beginning of the grant we require you to complete a Workplan (Appendix A - 
SEP/W/01) that reconfirms the outcomes you expect to achieve with the funding, how they 
might be measured and some of the possible risks to you being able to achieve the 
outcomes. It is likely that you will already have most of this information as it will have formed 
part of the development of your application. You are also likely to have begun delivery of 
some aspects of the work. We will require you to provide a Monitoring Report (Appendix B - 
SEP/M/01) to us every six months to tell us about progress towards meeting your outcomes.  
 
This guidance explains our expectations from you, in relation to: 
 

• submitting a Workplan (SEP/W/01) 
• forecasting and reporting on your expenditure using the Expenditure Summary 

(SEP/E/01) 
• monitoring the progress of your work using the Monitoring Report template (SEP/M/01) 

 
As a grant recipient of the Social Enterprise Programme you will be required to complete the 
following reports throughout the life of your grant: 
 

• SEP/W/01 Workplan (Appendix A) by 31st March 2009. 
• SEP/M/01 Monitoring Report (Appendix B) every six months from October 2009 
• SEP/E/01 Expenditure Summary (Appendix C) every three months from January 2009 

 
These documents are available to download from our website: 
www.capacitybuilders.org.uk/monitoring 

http://www.capacitybuilders.org.uk/monitoring
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2. The Workplan  
The Social Enterprise Programme outcomes are:  
 
1.   Organisational Effectiveness 
Support services are better able to provide social enterprises and entrepreneurs with the 
resources, knowledge and support they need to increase their effectiveness in delivering a 
triple bottom line (people, planet, profit). 
 
2. Voice & Influence 
Support services are able to enhance market opportunities for social enterprise and influence 
the development and delivery of policies and programmes. 
 
 
In the Workplan (SEP/W/01), we ask you to tell us about your intended project outcomes, 
indicators, milestones and risks. The key questions that underpin our approach are: 
 

• Outcome: what change are you hoping to bring about with this funding?  
• Indicator: how will you know that the change has happened?  
• Milestone: where do you expect to be and by when in reaching your outcome?  
• Risk: what are the main risks to you achieving the outcome?  

 
 
Outcomes 
In your application you were asked to identify which of the above programme priorities your 
project would support and the outcomes you aim to achieve. These may have been discussed 
with you during the assessment process. In your Workplan (SEP/W/01) please reconfirm the 
programme priorities you are supporting and the specific (i.e. project) outcomes you aim to 
achieve with your grant ensuring that you clearly explain the change you wish to bring about. 
 
Indicators 
Please consider what indicators will tell you whether you have achieved the intended 
outcome. For example, if a project outcome is to improve the understanding of local public 
service commissioning, the indicator might be the number of frontline organisations stating 
their increased confidence in this area by a particular date. Indicators should be measurable 
whenever possible. It is important, where possible, that you provide some indication of 
baseline information at the beginning of your project to help you provide evidence of what has 
changed over the life of the grant.  
 
Milestones 
We expect you to have a detailed delivery plan, but we do not require you to submit this to us. 
We do however wish to know about key milestones that will indicate progress over time 
towards your outcome. These should be triggers that help you to consider if you are on track 
to achieve the outcome, or if there are things that you need to do differently to help you get 
there. As a general guide, between 2- 4 milestones will usually be sufficient for each outcome. 
 
Risks 
We would like you to consider the main risks to you achieving your outcomes and how you 
might address them. This exercise is useful in ensuring that you have planned realistically to 
minimise the things that could adversely affect your ability to deliver the outcomes. For 
example, if a key risk is the lack of capacity of frontline organisations to participate in training, 
the delivery plan should include a task to identify the particular barriers to participation and 
ways of addressing them (e.g. location, frequency and timing of training events).  
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3. The initial financial forecast and ongoing financial reporting  
Within the Workplan (SEP/W/01) we require you to complete a financial forecast estimating 
the expenditure pattern during the life of the grant. 
 
We will also ask you to provide us with a quarterly Expenditure Summary (SEP/E/01 - see 
example in Appendix C) from January 2009.  
 
4. Paying your grant 
HM Treasury rules stipulate that Capacitybuilders funding must be accounted for within the 
financial year (April 1st – March 31st). Your grant will usually be paid in quarterly instalments 
subject to you meeting the terms and conditions of your grant.  
 
Your offer letter set out details about claiming your initial payment.  
 
To release the final payment of your grant for Year One (2008/9) we will require you to submit 
an Expenditure Summary report (SEP/E/01) covering the period October to December 2008, 
to confirm whether you are on track to spend the Year One grant allocation. 
 
For subsequent quarters, we will usually issue grant payments in advance, and automatically, 
based on the information you provide in your regular expenditure summaries. We will review 
progress throughout the course of the grant and may contact you at any point for additional 
information or clarification prior to issuing a quarterly payment. 
 
At the end of the grant, you will be asked to deliver a final report on the delivery of your 
outcomes and expenditure over the lifetime of the grant. 
 
It is very important that you complete all documentation fully and on time. Failure to do 
so may result in delays to your grant payments or a reduction in the overall amount of 
your grant. 
 
Table A -overleaf- summarises the key documents you are required to submit in each quarter. 
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Table A: Key documents in the life of your grant. 

Year Financial Year 1 
to 31st March 2009 

Financial Year 2 
1st April 2009 –  
31st March 2010 

Financial Year 3 
1st April 200 –  

31st March 2010 
 

Quarter Pre 
Grant 
Docs 

 

Q4 
Jan-Mar 

2009 
 

Q5 
Apr-
Jun 
2009

Q6 
Jul-
Sep 
2009

Q7 
Oct-
Dec 
2009

Q8 
Jan-
Mar 
2010

Q9 
Apr-
Jun 
2010

Q10 
Jul-
Sep 
2010 

Q11 
Oct-
Dec 
2010 

Q12 
Jan-
Mar 
2011

Close

Offer letter             

Bank 
statement 

           

Audited 
accounts  

           

Workplan  
SEP/W/01 

           

Expenditure 
summary  
SEP/E/01 

  
         

Monitoring 
form 
SEP/M/01  

  
         

End of grant 
report  
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5. Monitoring your grant 
Your six-monthly Monitoring Report (SEP/M/01) will focus on the outcomes your grant aims 
to achieve and should tell us about your progress towards meeting them. If you are not on 
track, we will ask you to tell us what the issues are and what you are doing to tackle them. 
The approach is intended to be a useful review exercise for you, without being unduly 
burdensome. Please be as honest as possible – if you are not making as much progress as 
you anticipated, it is helpful to reflect on the reasons, as this contributes to the overall learning 
about what interventions work and why. The key questions are: 
 

• Are we going in the right direction towards achieving the outcomes?  
• Are we where we want to be at this point?  
• Do we need to do things differently (e.g. more / fewer / different activities)? 

 
Verification visits 
 
As part of our monitoring process, we identify a number of grant recipients each year to 
receive a verification visit, to discuss the grant in more depth.  These visits will be scheduled 
in advance and at a time when all key members of staff will be available. 
 
Grant conditions 
 
In your offer letter, we may have set out a number of special conditions applicable to your 
grant.  As part of our monitoring process we may ask to see evidence of compliance with 
these conditions at any time during the grant period, either as part of a verification visit, or as 
a spot check. We will also ask you to report on them in your end of grant report. 
 
An example of the Monitoring Report (SEP/M/01) template is provided in Appendix B. 
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Appendix A: The Workplan (SEP/W/01) 
Your Workplan: This is an example of the Workplan we would like you to submit to us 
A blank template is provided separately, and is available to download from 
www.capacitybuilders.org.uk/monitoring. 
 
Programme Social Enterprise 

Organisation name  

Project name  

URN  

Contact name   

Position   

Date completed  
  
Programme Outcomes 1.  Organisational Effectiveness 

Support services are better able to provide social 
enterprises and entrepreneurs with the resources, 
knowledge and support they need to increase their 
effectiveness in delivering a triple bottom line (people, 
planet, profit). 
 
2.  Voice & Influence 
Support services are able to enhance market opportunities 
for social enterprise and influence the development and 
delivery of policies and programmes. 

 
 
Part one: Outcomes 
Programme Priorities: Which of the programme priorities (listed above) does your 
project support? You provided this information in your application.   

 
Project Outcome 1 (What is the change you wish to bring about?). You provided this 
information in your application. 
 

Indicators (What will tell you that the change has happened?) Please make these 
measurable if possible. 
 

Milestones that will indicate progress towards the project outcome (with dates where 
possible). You may have provided this information with your application, but you may wish 
to update / modify it. 
 

Risks to achieving this outcome and how you will address them 
 
 
Copy and paste the table for more outcomes as required. 



Social Enterprise Programme  
SEP/G/01 
  

Page 9

Part two: Financial forecast 
 
HM Treasury rules stipulate that Capacitybuilders’ grant awards must be aligned to each 
financial year (April 1st – March 31st) over the period of your grant. Unspent funds cannot be 
carried over into the following financial year.  
 
This has two significant implications: 
• funding allocated for 2008/09 is available for expenditure only up to the end of March 2009 
• the timescales for expenditure of funding for Years Two and Three are April 2009 to March 

2010 and April 2010 to March 2011 respectively.  
 
Your offer letter will have set out a grant amount for each year of your award. As the 
timescale for spending in Year 1 is shorter than twelve months, we would encourage you to 
consider how best to maximise the benefits of this funding.  
 
In the table overleaf, please provide a forecast setting out your estimated pattern of 
expenditure of your grant reflecting the requirements outlined above. Please estimate your 
Year One expenditure for the three periods indicated (October-December 2008; and January 
– March 2009). 
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Financial Forecast for Grant 

Year 1 
to March 2009  

Year 2 
April 2009 
– March 

2010 

Year 3 
April 2010 
– March 

2011 

 

Expenditure 
Headings 

Q3 
Oct-Dec 

2008 
(c) 

Q4 
Jan-Mar 

2009 
(d) 

 

Total for 
Year 1 

 
 

(c+d) 

Total 
 
 
 

(e) 

Total 
 
 
 

(f) 

Total 
Forecasted 
Expenditure 

for grant 
(c+d+e+f) 

Project delivery activity   

Communication & 
marketing 

  

Commissioned work   

Staffing & associated 
costs 

  

Total Project Specific 
(a) 

  

   

Management Costs   

Office/premises costs   

Total Administration 
(b) 

  

   

Total predicted grant 
expenditure  
(a + b) 

  

Offer from Capacitybuilders  
(g) 

 

Any predicted underspend against grant offer 
(a+b-g) 

 

 
 
Notes:  

• The annual profile should not exceed the grant amount for each year as stated in your 
offer letter.  

• Please use this forecast to profile grant funding from Capacitybuilders only. 



Social Enterprise Programme  
SEP/G/01 
  

Page 11

 
Illustrative example of a completed Workplan: 
Programme priority   
a) Organisational Effectiveness 
 Support services are better able to provide social enterprises and entrepreneurs with the 
resources, knowledge and support they need to increase their effectiveness in delivering a 
triple bottom line (people, planet, profit). 

Project Outcome 1 (What is the change you wish to bring about?) 
We will establish a new resource centre targeting female entrepreneurs to provide 
support, information and to share resources, facilities good practice. 

Indicators (What will tell you that the change has happened?)  
• Five enterprises housed and operating within the centre 
• Support materials and workshops designed to aid further support. 
• Create a baseline of existing provision. 
• Childcare provision established within the centre 

Milestones that will indicate progress towards meeting the project outcome  
• Staff recruited by February (Oct 2009) 
• Capital funding for refurbishments secured (Aug 2009) 
• Improved links with local authority and new contracts secured (Mar 2010) 

Risks to achieving this outcome and how you will address them 
• Low uptake – address through marketing, ensuring development officers aware of 

support available 
• Lack of skilled support staff – ensure dedicated time allocated to project from existing 

staff members  
 
Copy and paste the tables for more outcomes as required. 
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Illustrative example of a completed Workplan (continued….) 
 
Part two: Financial forecast 
 
 

Financial Forecast for Grant 

Year 1 
to March 2009  

Year 2 
April 2009 
– March 

2010 

Year 3 
April 2010 
– March 

2011 

 

Expenditure 
Headings 

Q3 
Oct-Dec 

2008 
(c) 

Q4 
Jan-Mar 

2009 
(d) 

Total 
for Year 1 

 
(c+d) 

Total 
for Year 2 
 

(e) 

Total 
for Year 3 

 
(f) 

Total 
Forecasted 
Expenditure 

for grant 
(c+d+e+f) 

Project delivery activity 5500 6000 11500 12000 12000 35500

Communication & 
marketing 

3000 500 3500 3000 2000 8500

Commissioned work 1500 500 2000 2000 2000 6000

Staffing & associated 
costs 

8000 12000 20000 21000 22000 63000

Total Project Specific 
(a) 

20000 19000 37000 38000 38000 113000

   

Management Costs 2000 2000 4000 5000 5000 14000

Office/premises costs 5000 5000 10000 2000 2000 14000

Total Administration 
(b) 

7000 7000 14000 7000 7000 28000

   

Total predicted grant 
expenditure  
(a + b) 

 51000 45000 45000 141000

Offer from Capacitybuilders  
(g) 

54000 45000 45000 144000

Any predicted underspend against grant offer 
(a+b-g) 

3000 0 0 3000
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Appendix B: The Monitoring Report (SEP/M/01)  
MONITORING REPORT: 
This is an example of the Monitoring Report that will we will send to you for completion at six-
monthly intervals during the life of your grant. The first report is due by October 31st 2009, 
covering progress from the receipt of your grant. 
A blank template is provided separately, and is available to download from 
www.capacitybuilders.org.uk/monitoring. 
 
Part one: 
Programme Social Enterprise 

Organisation name  

Project Name  

URN  

Contact name   

Position   

Date completed  

Project year (1/2/3)  

This report covers period  dd/mm/yyyy to dd/mm/yyyy 
  
Part two: 
Your six-monthly Monitoring Report (SEP/M/01) focuses on the outcomes you set out in your 
Workplan (SEP/W/01) and asks you to tell us about your progress towards meeting them. If 
you are not on track, we ask you to tell us what the issues are and what you are doing to 
tackle them. The approach is intended to be a useful review exercise for you without being 
unduly administratively onerous.  
 
Please be as honest as possible – if you are not making as much progress as you 
anticipated, it is helpful to reflect on the reasons as this contributes learning for you and for us 
about what interventions work and why. The key questions to consider when completing this 
monitoring exercise are: 
 

• Are we going in the right direction towards achieving the outcomes?  
• How do we know (what is the evidence)? 
• Are we where we want to be at this point?  
• Do we need to do things differently (e.g. more / fewer / different activities)? 
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Repeat the table below for all project outcomes as required. 
 
Project Outcome  

Indicator(s)  

Please summarise your progress against this outcome in one of the following three 
classifications:   

Very good progress: no 
remedial action is required  
 

Evidence:  

Good progress: some 
remedial action is required.  

Evidence:  
 
 
What action are you taking to improve the chances of meeting 
this outcome (e.g. what needs to be done differently)?   
 
 

Only moderate progress: 
meeting outcome will be 
difficult / may not be 
achievable 

Evidence: 
 
 
What action are you taking to improve the chances of meeting 
this outcome (e.g. what needs to be done differently)?  
 
 

Risk 
In your Workplan (SEP/W/01), you identified key risks. Are there any new risks to you 
achieving this outcome? 
 
 
Learning 
Please tell us about any learning points (e.g. any interventions you have learned work better 
than others, or general learning that might be useful for other grant holders) 
 
 
Is there any other information you wish to tell us about your progress?  
 
 
 
 



Social Enterprise Programme  Page 15 
SEP/G/01 
  

Appendix C: Expenditure Summary (SEP/E/01) for 2008-09 

• On the next page, you will see an extract from an electronic form (SEP/E/01) which will be sent to all grant-holders to use to report 
quarterly expenditure.  

• The form will be sent to you (and available to download), and you are required to submit a first expenditure summary (on spend to 
the end of December 2008) in January 2009. 

• The form will include guidance on the steps to take to complete the form, and automatic calculations so that figures do not have to 
be entered more than once. 

• Your expenditure summary should be submitted within one month of the end of quarter to which the report relates i.e. 31st 
January, 30th April, 31st July and 31st October for the duration of the grant. 

• The first submission is therefore due by 31st January 2009. 
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