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DEVELOPMENT FUND FINANCIAL SETUP FORM
DFFSF

For Development Fund Projects, post-approval, to establish a framework for financial control and monitoring
AUGUST 2006

NAME OF PROJECT:  

Before completion please refer to the guidance notes at the end of the form.

FINANCIAL PRINCIPLES

GENERAL

1. The project grant / loan will be issued as additional departmental budget, in annual instalments as agreed.

2. Subject to paras. 3-4 below, project expenditure will be authorised by the department / research institute and coded to departmental codes to be set up specifically for the project.  These will be issued following submission of this form.

3. Any capital works expenditure will be authorised by and coded to Estates.  Additional coding will be issued to Estates so that capital works expenditure funded from the Development Fund will be separately identifiable.

4. Where existing staff spend a proportion of their time on project work and the cost is a legitimate charge to the project, this will be recharged to the project codes where the amount is material. 
5. Project income will be coded and measured according to the principles set out in paras. 7-11 below.  

6. Where grant / loan issued as annual budget is likely to be underspent at the year end, application may be made to the Finance Department to carry forward the unspent portion to the following year.  Where the amount is likely to be material (over £10,000), the Finance Department should be notified by 30 April so that consideration can be given to any implications for the corporate budget.

BASIS FOR MEASUREMENT OF PROJECT INCOME

7. Project income will be measured on an incremental basis.  The basic principle is that only additional income resulting from the project is relevant in monitoring the outcome of the project or for loan repayment purposes.

8. Fee income from new or existing degree courses will be coded centrally along with other degree course income.  It will be monitored using information from The Planning Office which may involve some degree of approximation, eg in respect of students withdrawing during a course.

9. Fee income from new short courses or other sources will be coded in a way which permits direct measurement of project income.  In practice this will be achieved by coding income against a suitable departmental code.  

10. The relevant courses for the project are as listed below showing agreed baseline annual levels of fee income (nil for new courses):


Course
Base Year
Baseline income £

11. It is recognised that some projects will increase income in less measurable ways, eg via their enhancement of a wide range of courses or via HEFCE grant  These less measurable forms of additional income will be borne in mind in monitoring project progress and outcomes.

FURTHER PRINCIPLES APPLYING TO LOAN-FUNDED PROJECTS (Delete this section for grant-funded projects)

12. Repayment of  loan will normally be effected by retaining centrally all project income, up to the point at which the loan has been repaid in full.  For ease of measurement, income from sources other than degree courses will be coded against a suitable departmental code but will be regarded, until sufficient income has been earned to repay the loan, as belonging to the University centre.
13. Where the project approval letter / email refers to future income after loan repayment and removal of an overhead being credited to the department’s core funds, this will be achieved as set out in paras. 14-15 below.  Overhead will be determined in accordance with University policy at the time.  Current policy in respect of commercial activities (as per Financial Regulations para 34.2) is to calculate overhead as 10% of income. 

14. Where project income is from degree courses, the department’s budget will be enhanced by an amount equal to the project income, excluding income already utilised for loan repayment, less an overhead charge.  This mechanism is necessary to preserve the basic principle, fundamental to the university’s overall financial management, that degree course income is coded centrally.

15. Where project income is from any other source, eg short courses or consultancy, income earned once the loan has been repaid in full will be coded directly to the project and regarded as belonging to the department.  The associated overhead will be charged to the project.

16. Following the end of each year the Finance Department will provide a statement showing the amount of loan at the start of the year, the amounts advanced and/or repaid during the year, and the outstanding amount at the year end.

Management Accounts Only

Cost Centre_______________________

Project No _______________________
FINANCIAL PROFILE


GRANT / LOAN (to be issued as budget)




TOTAL                   £

YR 1             £
YR 2             £
YR 3             £
YR 4             £
YR 5             £

APPROVED GRANT 








APPROVED LOAN (A)










INCOME




TOTAL                   £

YR 1             £
YR 2             £
YR 3             £
YR 4             £
YR 5             £

DEGREE COURSE FEE INCOME








SHORT COURSE FEE INCOME
 

 
 
 
 
 

RESEARCH INCOME

 

 
 
 
 
 

CONSULTANCY INCOME
 

 
 
 
 
 

TRADING INCOME

 

 
 
 
 
 

OTHER (Please Specify)































 

 
 
 
 
 

TOTAL INCOME (Net of VAT)
 

 
 
 
 
 

Of Which

DEGREE COURSE INCOME TREATED AS LOAN REPAYMENT (to be coded centrally)

 

 
 
 
 
 

OTHER INCOME TREATED AS LOAN REPAYMENT (to be coded to project)








SUB-TOTAL (TOTAL LOAN REPAYMENT) (B)










DEGREE COURSE INCOME POST LOAN REPAYMENT (to be coded centrally)








OTHER INCOME POST LOAN REPAYMENT

(to be coded to project) 








TOTAL INCOME (as above)
 

 
 
 
 
 



EXPLANATION OF ANY DIFFERENCE BETWEEN APPROVED LOAN (A) AND TOTAL LOAN REPAYMENT (B)

MANAGEMENT ACCOUNTS PLEASE NOTE

Please take care to avoid double-counting when including project income in departmental or University totals, having regard to the notes on coding above.  Project degree course income will be coded along with all other degree course income.  



EXPENDITURE (excluding Capital Works)






TOTAL                   £

YR 1             £
YR 2             £
YR 3             £
YR 4             £
YR 5             £

STAFF COSTS








ACADEMIC


 

 
 
 
 
 

TECHNICAL

 

 
 
 
 
 

ADMINISTRATIVE

 

 
 
 
 
 

PART TIME LECTURERS
 

 
 
 
 
 

SPECIAL LECTURERS

 

 
 
 
 
 

RESEARCH

 

 
 
 
 
 




 

 
 
 
 
 

NON STAFF COSTS







TRAVEL & SUBSISTENCE
 

 
 
 
 
 

CATERING RECHARGES
 

 
 
 
 
 

STAFF DEVELOPMENT

 

 
 
 
 
 

DP : SOFTWARE

 

 
 
 
 
 

DP : MAINTENANCE

 

 
 
 
 
 

EQUIPMENT < £6,000 : IT
 

 
 
 
 
 

EQUIPMENT < £6,000 : NON IT
 

 
 
 
 
 

CLASS MATERIALS

 

 
 
 
 
 

ADVERTISING / PUBLICITY
 

 
 
 
 
 

POSTAGE


 

 
 
 
 
 

TELEPHONES

 

 
 
 
 
 

XEROX


 

 
 
 
 
 

REPROGRAPHICS

 

 
 
 
 
 

OFFICE EQUIPMENT

 

 
 
 
 
 

COMPUTING RECHARGES
 

 
 
 
 
 

EXTERNAL CONSULTANCY
 

 
 
 
 
 

OTHER (Please Specify)
 

 
 
 
 
 




 

 
 
 
 
 




 

 
 
 
 
 




 

 
 
 
 
 










TOTAL ESTIMATED PROJECT COSTS
 

 
 
 
 
 












APPROVED GRANT / LOAN
 

 
 
 
 
 




DIFFERENCE (IF ANY)
 

 
 
 
 
 

EXPLANATION OF ANY DIFFERENCE BETWEEN ESTIMATED PROJECT COSTS AND APPROVED GRANT / LOAN

Finance Department Signature

The Finance Department has seen the financial profile of this project as shown above.   I have consulted the Planning Office regarding the baseline fee income for any degree courses listed and agree that this represents a best estimate of income from the relevant courses in the year prior to the start of the project.

Comment:

Name_____________________________________Signature_________________________ Date ___/___/200___
Head of Department Signature

I have given consideration to the comments of the Finance Department.

I understand the financial principles applying to the project, including the basis on which any project income is to be coded and measured, the basis on which any loan is to be issued and repaid, and the basis on which certain future income will be credited to the department’s core funds.

I believe that the above financial profile represents a best estimate of the measurable income likely to result from the project and of the costs (excluding capital works) needed to deliver it.

I will promptly notify the Finance Department in the event of circumstances arising which seem likely to have a material effect on the income or costs.   I understand that if the cost of delivering the project should appear likely to exceed the amount of the grant / loan then it may be necessary to curtail or scale down the project.

Head of Department___________________________ Signature__________________________
Date ______/_______/200______  


Extn:_________________
On completion of all the relevant sections of the form please forward to the Finance Department:

AUTHORISED SPENDING OFFICERS

FINANCIAL YEAR   2006/07
Department


Cost Centre


Project/Activity


Head of Department


Signature


I agree to the following members of staff acting as my Deputy Officer, subject to the limitation shown and in accordance with Financial Regulations. They will abide by the procurement procedures for the purchase of goods and services and recognise that failure to do so may result in disciplinary action.

Name
Limit
Signature


£



£



£



£



£


Finance Office use Only

Cost Centre


Project/Activity Number


Director of Finance Signature
Date




PROJECT INCOME & EXPENDITURE PHASING    YEAR NUMBER 1        2006/07






















INCOME

TOTAL

August
September
October
November
December
January
February
March
April
May
June
July

SHORT COURSE FEE INCOME
 

 
 
 
 
 
 
 
 
 
 
 
 

RESEARCH INCOME
 

 
 
 
 
 
 
 
 
 
 
 
 

CONSULTANCY INCOME
 

 
 
 
 
 
 
 
 
 
 
 
 

TRADING INCOME
 

 
 
 
 
 
 
 
 
 
 
 
 

OTHER INCOME
 

 
 
 
 
 
 
 
 
 
 
 
 

TOTAL INCOME (Net of VAT)
 

 
 
 
 
 
 
 
 
 
 
 
 

















EXPENDITURE















ACADEMIC

 

 
 
 
 
 
 
 
 
 
 
 
 

TECHNICAL

 

 
 
 
 
 
 
 
 
 
 
 
 

ADMINISTRATIVE
 

 
 
 
 
 
 
 
 
 
 
 
 

PART TIME LECTURERS
 

 
 
 
 
 
 
 
 
 
 
 
 

SPECIAL LECTURERS
 

 
 
 
 
 
 
 
 
 
 
 
 

RESEARCH

 

 
 
 
 
 
 
 
 
 
 
 
 

TRAVEL & SUBSISTENCE
 

 
 
 
 
 
 
 
 
 
 
 
 

CATERING RECHARGES
 

 
 
 
 
 
 
 
 
 
 
 
 

STAFF DEVELOPMENT
 

 
 
 
 
 
 
 
 
 
 
 
 

DP : SOFTWARE
 

 
 
 
 
 
 
 
 
 
 
 
 

DP : MAINTENANCE
 

 
 
 
 
 
 
 
 
 
 
 
 

EQUIPMENT < £6,000 : IT
 

 
 
 
 
 
 
 
 
 
 
 
 

EQUIPMENT < £6,000 : NON IT
 

 
 
 
 
 
 
 
 
 
 
 
 

CLASS MATERIALS
 

 
 
 
 
 
 
 
 
 
 
 
 

ADVERTISING / PUBLICITY
 

 
 
 
 
 
 
 
 
 
 
 
 

POSTAGE

 

 
 
 
 
 
 
 
 
 
 
 
 

TELEPHONES

 

 
 
 
 
 
 
 
 
 
 
 
 

XEROX

 

 
 
 
 
 
 
 
 
 
 
 
 

REPROGRAPHICS
 

 
 
 
 
 
 
 
 
 
 
 
 

OFFICE EQUIPMENT
 

 
 
 
 
 
 
 
 
 
 
 
 

COMPUTING RECHARGES
 

 
 
 
 
 
 
 
 
 
 
 
 

EXTERNAL CONSULTANCY
 

 
 
 
 
 
 
 
 
 
 
 
 

OTHER Please.Specify
































 

 
 
 
 
 
 
 
 
 
 
 
 

NET TOTAL FOR THE MONTH
 

 
 
 
 
 
 
 
 
 
 
 
 







Notes on Completion – Development Fund Financial Setup Form

1. Work on the financial setup form may commence as soon as a project has been approved.  However, sign-off should follow on from agreement of the project milestones since the planned income and expenditure need to be consistent with the agreed milestones.

2. The form should be completed as far as possible and then submitted electronically for review by the Finance Department (Adam Bailey).  Following resolution of any queries it will be signed on behalf of the Finance Department and returned to the HOD for signature.  Where others are to be set up as authorised signatories for project expenditure, their signatures will be required too (it is recommended to have at least two persons as signatories so as to provide cover for absence). 

3. Expenditure should normally include VAT where applicable.  Generally the University cannot recover the VAT it incurs.

4. If the financial figures have at any stage already had input from the Finance Department (eg from one of the Costing & Pricing Accountants), it would be helpful to be advised, so that queries are not raised a second time.

5. It would also be helpful to have copies of any supporting workings for the larger figures, eg FTE’s, job titles, grades etc for staff costs.  Again this will reduce the need for queries.  Consistency between the costs shown in the financial profile and the scope of the project as indicated in the bid and milestones is crucial, and this is much easier to verify if details are provided of the main cost items.

6. Once all signatures have been obtained, the signed form should be returned to the Finance Department (Adam Bailey).  Appropriate financial coding will then be issued.   Each project will be allocated a unique project code together with a cost centre and range of income / expenditure codes.

_________________________________
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