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	Short Course Proposal Form


Short Course – Definition

An event is classed as a short course if it lasts less than nine months and is non award bearing.  A short course may also involve the payment of an expert to undertake/teach the course.  

If you are unsure of the classification of the event, please contact your Faculty Finance Manager.
Please note that if the event is classed as a Short Course, a contribution to overheads calculated as 10% of total income will be charged to the account.
For guidance then please see ‘Guidance notes on completing a Short Course Proposal Form’ printed at the end of this form.
Please complete PAGES 1 – 4 of this form using clear, block capital letters.  The completed form should be signed and dated by both the proposer AND the Head of Department.  The form should then be returned to your Faculty Finance Team.
	


	Department
	

	Name of Proposer
	

	Email address
	
	Telephone 
	

	Person responsible 

for approving 

expenditure
	


	Title of Short Course
	

	
	

	Proposed start date
	
	Proposed end date
	

	Proposed fee 

per delegate
	£ 
	Proposed number of

delegates
	


This Short Course will be:

(please mark X in the boxes for the appropriate statements about this Short Course)
	i)
	Open *
	
	OR
	Closed *
	

	
	
	
	
	

	ii)
	Delivered on University Campus
	
	OR
	Delivered at Sponsor’s Premises
	


* (A closed course is open to internal University delegates only whereas an open course would be open to external delegates also)
Income
	Fees
	£ 
	
	

	Sponsorship
	£ 
	Total Income
	£ 

	Please state how the price has been determined (i.e. Cost Plus, Market Scanning, etc)

	


	


Direct Costs
(Total cost for each category of expenditure)
	Internal Catering, Accommodation & Hospitality
	£ 

	External Catering, Accommodation & Hospitality
	£ 

	Publicity & Marketing Costs
	£

	Equipment
	£

	Travel & Subsistence Costs
	£

	Internal Lecturers’ Fees (please also complete additional information1)
	£

	External Lecturers’ Fees (please also complete additional information1)
	£

	Non-Academic Staff Costs (please also complete additional information1)
	£

	Other Expenses (please specify)
	£

	
	

	TOTAL DIRECT COSTS
	£ 


1 
Additional Information Required for Lecturers’ Fees and Non-Academic Staff Costs

(please mark X in the boxes for the type of cost associated with the named individual)
	Internal Lecturer
	External Lecturer
	Non-Academic
	Name
	Hours
	Rate
	Total Cost

	
	
	
	
	
	£
	£

	
	
	
	
	
	£
	£

	
	
	
	
	
	£
	£

	
	
	
	
	
	£
	£

	
	
	
	
	
	£
	£

	
	
	
	
	
	£
	£

	
	
	
	
	
	£
	£

	
	
	
	
	
	£
	£


	


	ANTICIPATED SURPLUS/DEFICIT 

(Total Income (after 10% overhead contribution) Less Total Direct Costs)
	£ 


	


Assessment of Actual Indirect Costs

Use of University Services and Equipment

	Description
	Hours
	Rate
	Total Cost

	
	
	£
	£

	
	
	£
	£

	
	
	£
	£

	Total Cost of University Services & Equipment
	£


Established Staff Time (not included in direct costs)

	Name
	Hours
	Rate
	Total Cost

	
	
	£
	£

	
	
	£
	£

	
	
	£
	£

	Total Cost of Established Staff Time
	£


	TOTAL INDIRECT COSTS 
	£ 


	Signature of proposer
	

	Date
	


I hereby confirm that any loss resulting from an unsuccessful short course will be fully met from Departmental funds.

	Signature of 

Head of Department
	

	Date
	


This form should be completed with reference to the Financial Directives and Procedures.  Please contact your departmental representative in the Faculty Finance Team for help or advice, either in the preparation of the course, or in completing this form. 

	


Finance Department Use Only

	
	Signature
	Date

	Proposal Form Calculations Checked 
	
	

	Proposal Form Signatures Checked 
	
	


Guidance notes on completion of a Short Course Proposal Form

All short courses should be administered through University accounts set up specifically for this purpose.  The Faculty Finance Team is the first point of contact for all financial queries, and will help with advice on costings for the short course, allocate a University account number and oversee the operation of the account.  The procedures for short courses are detailed below.
1
A Short Course Proposal Form should be completed and returned to your Faculty Finance Team giving full details of the proposed course.  The information requested is as follows:

Income

This should normally be the estimated number of delegates multiplied by the fee per delegate.  Sponsorship revenue should also be included (see below for VAT regulations where goods or services are provided in return for sponsorship).  For donations, it may be possible to reclaim tax paid by sponsors under the gift aid scheme. Please contact Jonathan Bentley, in the Tax team for further details.

Direct Costs
‘Internal Catering, Accommodation & Hospitality’ includes University catering services, Halls of Residence accommodation or University room hire.  The University Conference Services Office Team will be happy to provide advice on these costs.

‘External Catering, Accommodation & Hospitality’ includes use of hotels, restaurants, etc.

‘Publicity & Marketing Costs’ should be for the short course specified in this application.

‘Equipment’ should include all costs associated with equipment usage on courses e.g. hire, purchase, repair, etc, whether internal or external.

‘Travel & Subsistence’ should include the travelling expenses of delegates to functions and travel of staff and external speakers where chargeable.

‘Internal Lecturers’ Fees’ (if applicable).  This is the fee or additional salary paid to University staff for the giving of lectures, etc. (Please include the number of hours and rate per hour).  The Payroll Team will help provide advice on these costs.

‘External Lecturers' Fees’ Fees paid to lecturers who are not members of the University staff.  (Please include the number of hours and rate per hour).
‘Non-Academic Staff Costs’ Includes fees or salary paid to other established University staff including administrative, technical and clerical staff.  (Please include the number of hours and rate per hour).
‘Other Expenses’ includes office sundries, course materials, etc.  These should be specified and as far as is possible should be attributed to other headings.
Assessment of Actual Indirect Costs

‘Use of University Services and Equipment’ - where these are provided from within existing resources without charge, an estimate of the value of these should be included.  This includes use of University premises. 

‘Established Staff Time’ - as above but for University staff, it is particularly important to include time spent in the organisation of the short course.  (Please detail the names of established staff involved with the conference and the number of hours spent, costs will be calculated by the finance teams).
VAT

· Sponsorship
Where goods or services (including publicity) are provided for a sponsor in return for payment or 'donation', VAT should be charged to the sponsor. 

· Delegates Fees 

Under the VAT (Education) Order 1994, delegates' fees for short courses organised by the University are exempt from VAT.

· Purchases
Goods and services bought to run a short course will carry VAT in the normal way.  This VAT is only recoverable and will be charged to the department running the course.  There are however two important exceptions: 

· Internal Trade transactions - where goods or services are purchased from another department within the University, these will not be liable for VAT.  This includes services provided by University Print Service and Accommodation and Food provided by the University of Sheffield Halls of Residence.  

· Publicity and Advertising - is also VAT zero rated for short courses and conferences provided that the following condition is satisfied: (a) The appropriate form is completed and submitted to the supplier confirming the University's charitable status (copies of the form are available from the Tax Office). 

Please contact Andy Jamieson, in the Tax team for further details, help or advice.

2
Your Faculty Finance Team will confirm that the costings have been approved.  Short Courses will be subject to a contribution to overheads calculated as 10% of total income.
3
Your Faculty Finance Team will create an account and issue a WBS Project Code for the Short Course Account.  It is the proposer’s responsibility to ensure the legitimacy of income and expenditure (even if authority to approve expenditure from the short course account is delegated to another member of staff).  All expenditure should be accurately coded at the point of requisition in myPurchase and uBASE.
4
Once the Short Course is completed and all income and expenditure accounted for in uBASE the proposer should contact your Faculty Finance Team to request that the account be closed.  A final statement of income and expenditure is available to the proposer or his/her department by accessing the project report via uBASE.  Where a short course operates at a loss, this must be met from departmental funds before the account can be closed.
5
If you have any queries regarding these procedures, please do not hesitate to contact your Faculty Finance Team.
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