Appendix g . UINIVIISIE Y UX BALH

Thxs form should be submltted to the Fmance Office prior to the University bemg ﬁnancmlly commxttzd
'pr Finance Office will allocate a Af‘l.lvlty Number, !

UNIVERSITY DEPARTMENT ....................................................................................
TITLE OF COURSE/CONFERENCE ............................................................................................
COURSE/CONFERENCE ORGANISER ........................................................................................
DATE(S) OF COURSE/CONFERENCE ..........................................................................................
BRIEF DETAILS OP COURSE/CONFERENCE ...............................................................................
() Is the Course/Conference educational in nature ? ( see Note A ovérleat) e CSESND
(ﬁ) . Is another organisation involved i morgamsmg the Course/Conference 7 s el YESINO
i) | If YES to Q(ii), does the Course/Conference fulfil the criteria fn Note B? - . YES/NO'
@iv) IINO to Q(iii), is the other orgamsauonanehgxble body ? ( see Note C ) LT YRSING ‘
) i If YES to Q(iv); has anExemptxon Declaration been completed by the other orgamsauon? ' YES/NO :
' e - (Please attachtothls form) 5 ; '
- FINANCIAL DETAILS .
 NOTES' el e fioin § e B gt Lk
1 INCOME (exe. VAT)..........._...'....- ........... e
e '.- Extemalfeepayments‘_ S e i
L Ne e T R e R
' W Printing, copying, telephones, etc - ; Wi " g s
'Other(please spec1fy) ........ : i Dl

----------------

...................

----------------

L0 T e R ...... s e DA s e e b BTN ALY Do 5
Authorised by ’ i sk : AR e e , 3 L
‘Head of Department ................. IR e o oD Tt Bk 8 DL - eI A A i A ANes R o ATy SR W




NOTES

“The supply of educanon by & university is exempt for VAT pnrposes

Education means a course, class or lesson of instruction or study in any subject, whether or not that sub_]ect 16

‘normally taught in universities, and regardless of where and when it takes place.,

+ + Education includes lectures, educational semmars, conferences and Symposia, together with hohday, sporung

and recreational courses, -

'Many conferences are held on behalf of or in oenjuncnon with professxonal bodles and msutubons In such

cases, the supply may still be exempt, 80 long as :-
G20 8) ) athe conference is orgamsedmmtly betwe'en the University and the other body
b) its content and the adnumstranve arrangements are supplxed and controlled _pnmanbr by the
: Umvemty _
-c) all the ﬁnancxal transacuons pass through the Umversrty § accounts
and d) the subject matter is educational ( see above ) ’
: :C " Tobean eligible'body, the organis'ation must be:- -
a) . aUK school
or b) ' aUK HE institution
or: ¢) apublic body
or d) a UK registered charity :
or e) . abody wh1ch is precluded from’ dxstribuu:xg, and does not distribute any profit it makes, and applies
: : any such proﬁts to the contmuance or nnprovement of its ob_]ecnves
D Charges for supplies of accornmodahon. catenng, etc to non—smdents ( e.g. the other organisation’s lecturers)
: are taxable, as are charges to the other orgamsauon for admxmst.ratxon, photocopying, telephones, etc.
B Adv1ce on specific VAT cases is always readrly available from the Finauce 'Office. '
4 ~ Itis the responsrbxhty of the Department to raise invoice requests at the appropnate Ume This form does not
i .'constrtute an invoice request.
2 Only where the Course/Conference is taxable can VAT incurred on costs be recovered. If the
Course/CO-lIerence is exempt all costs should include VAT where apprupnate
3 " The Personnel Office must be advised 1f a contract is requxred for any outside staff ‘
An extra cost_for Employer s National Insurance will be meurred by the University in makmg such payments.
i Allowance should be made for this. An additional 10% to gross salary should be xncorporated in the costings.
B i -Please specify 1f payment to a member of staff is to be made to a general fund. -
6 ‘ If it is a joint conference, it is importarit to be clear on what basrs the other orgamsatxon is makmg a cha.rge
(if any.), and whether VAT will be levied. -
Ll Central costs will be charged to the Department via the Allocation Model. As this uses a combination of cost
' drivers, it is not possible to specify exactly at what level these would be, but a prudent rule of thumb would
" be to takel0% of income (net of Accommodation Office charges). If large sums of maney sre involved, you .
* aTe strongly advxced to talk through Lhe details of the Couis:: Lonference with the ¥ m'mce Office. '
8 ‘The School Overhead is at the discretion of the Head of Department It must be clearly understood that any

deficit arising from the Course/Conference will be transferred to the Department operatmg budget



Additional Questions for setting up Short Courses/Conferences

Is the course/conference credit bearing or non credit bearing?
What type of course is it:-

Academic Conference

Course/Workshop for Schools

Continuing Professional Development (CPD)
Non CPD for adults/organisations

Non CPD Workshop/Conference

Other non CPD

This is needed for HEBCIS

Continuing professional development (CPD) is defined as-

A range of short and long training programmes for learners already in work
who are undertaking the course for purposes of professional development /

upskilling / workforce development — i.e. it does not relate to undergraduate
courses where, for example, the students go on placement.

Is the course/conference Open to any delegate or closed?

This is needed for the University's tax return rather than HEBCIS. The
definition of a closed course is given in the guidance below:

* The attendees are drawn from a narrow range of the public, or
» The criteria for selection for the course exclude the wider general public, or
* The benefit is not to a sufficiently wide sector of the public.

A typical example would be where a university provides a course or training
specifically for a single business.



