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1. Sectionl: FinancialProcedures

Section 1 Financial Procedures

1.1. This document sets out the University's Financial Procedures and Related Policies and forms an appendix to the

Financial Regulations. The Financial Regulations are also available from the Finance Department or via the

Finance Department web pages http://www.aber.ac.uk/en/finance-office/ . The Financial Procedures Handbook

does not require formal Committee endorsement, but must be approved by the Executive.

1.2. Should there be an apparent conflict between the Regulations and the Procedures, the Regulations shall

take precedence.

1.3. The Director of Finance shall arrange for the Financial Procedures to be reviewed annually and for all

proposed changes to be submitted to the Executive for approval.

1.4. AccountableBudget Controllers and Senior Budget Managers

The responsibility of Accountable Budget Controllers (ABCs) and Senior Budget Managers for financial management
is as indicated in the table below:

Department Senior Budget Manager AccountableBudget Controller (ABC)
Academic Quality and Records Office Director Pro-Vice Chancellor Student
Experience and International
Arts Centre Director Pro-Vice Chancellor Welsh Language
and Culture, and External Relations
Careers Director Pro-Vice Chancellor Student

Centre for the Development of Staff
and Academic Practice

Centre for Welsh Language Services

Communications, Marketing and
Public Affairs

Design, Web, Printing & Postal
Services

Development and Alumni Relations

Estates Development
International Office

Information Services

Research, Business and Innovation
Campus Services

Health, Safety and Environment
Sports Centre

Student Support

Academic Departments

Institute

Finance

Planning
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Coordinator

Manager
Director
Manager
Director

Director
Director

Director

Director

Director

Head

Manager

Director

Head of Department
Institute Director
Director

Director

Experience and International
Director Institute of Professional
Development

Pro-Vice Chancellor Welsh Language
and Culture, and External Relations
Pro-Vice Chancellor Welsh Language
and Culture, and External Relations
Pro-Vice Chancellor Welsh Language
and Culture, and External Relations
Pro-Vice Chancellor Welsh Language
and Culture, and External Relations
Chief Operating Officer

Pro-Vice Chancellor Student
Experience and International

Chief Operating Officer

Pro-Vice Chancellor Research

Chief Operating Officer

Chief Operating Officer

Chief Operating Officer

Chief Operating Officer

Institute Director

Vice Chancellor

Chief Operating Officer

Pro-Vice Chancellor Student
Experience and International
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1.5. Executive

For reference, the Executive’s reporting lines are:

The Executive Reporting to

Vice-Chancellor Chair of Council
Chief Operating Officer Vice-Chancellor
Pro-Vice Chancellor Research Vice-Chancellor
Pro-Vice Chancellor Student Experience and International Vice-Chancellor

Pro-Vice Chancellor Welsh Language and Culture, and

Vice-Chancellor
External Engagement

Director of Finance Chief Operating Officer
Director of Planning Chief Operating Officer
Director of Human Resources Chief Operating Officer

16 May 2017



Section2: Purchasing policy and procedures

2. Section 2Purchasng pdicyand procedures

Section 2 Purchasingpolicy and procedures

2.1. The flowchart below sets out the University procurement process — further details on each step can be found in the Procurement Manual (contact the
Procurement Office for more details).



http://www.aber.ac.uk/en/finance-office/procurement/
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PROCUREMENT PROCESS
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2.2. It is the University's policy to support wherever possible the purchasing arrangements made by the Higher
Education Purchasing Consortium Wales (HEPCW) or other consortium agreements to which Higher Education
institutions in Wales have access providing these offer value for money (which can be tested as required by
benchmarking). Details of current HE sector framework agreements are provided on the GeM HE Sector website

at: www.gem.ac.uk

Links to other framework websites are available via the Procurement Manager.

2.3. HOW PROCURBMENTISTO BECARRED OUT

2.3.1. Introduction

This section of the Financial Procedures is intended to help staff maximise the value for money that the
University obtains.

The rationale for this is that, more than ever before, universities must nowadays be able to show that they
spend money wisely. HEFCW, the National Audit Office and many other external bodies take an interest in
university procurement, particularly when public money is being spent. We as taxpayers should also expect
our money to be used wisely and well, and when we have purchasing responsibilities we can do
something to make sure that it is.

2.3.2. Procurement within the University

Day-to-day procurement responsibility is delegated to Senior Budget Managers and they, in turn, may
delegate to other staff. Procurement within the University is subject to the general supervision of the
Director of Finance and may be scrutinized by internal or external auditors.

General queries on purchasing and on sources of supply may be directed to the Procurement Manager (contact
details available on the Procurement intranet pages: http://www.aber.ac.uk/en/finance-office/procurement/

Briefly,

e  Senior Budget Managers are responsible for ensuring that procurement is carried out in a professional
manner and that the correct procedures are followed

e  Bythose who are authorised to commit funds.
e  Within the limits of their financial authority.

o Below the threshold (£100k) excluding VAT for involvement of the Procurement Manager in formal
tendering procedures.

The University’s procurement policy is to obtain the best value for money at the lowest administrative cost
and to be able to demonstrate effectiveness in procurement

These aims will be achieved by the use of a devolved procurement structure and by the use of local and
national purchasing agreements negotiated by organisations such as HEFCW (these can be found on GeM at
www.gem.ac.uk) or the Government Procurement Service (Crown Commercial Services) or the National
Procurement Service for Wales (NPS). Where purchasing agreements exist, they are to be used unless a clear
benefit, such as better value for money can be shown and formal approval must be sought for such departures
from agreements consistent with the Financial Delegations of Authority contained in the University Financial
Regulations. Itis extremely important to use framework agreements where practicable and where good value
for money can be secured as the NPS have powers to challenge the development of local arrangements (or use
of competing frameworks) in lieu of adopting prevailing NPS ‘all Wales’ cross sector framework agreements.

All requests to establish new Procurement Framework Agreements (outside of the public sector schemes to
which the University is a member, for example the Higher Education Purchasing Consortium for Wales
(HEPCW), (CCS) or (NPS) must be first subject to a value for money exercise, which should clearly demonstrate
the benefits, risks and financial implications of the Agreements. Approval must be obtained from the Finance
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2.4.

2.4.1.

2.4.2.
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& Strategy Committee in all instances. ‘Establish’ in this context includes adopting/joining a framework to
which the University is not a member, at any point during its lifetime.

It should be remembered that value for money does not mean lowest cost. Value for money is the optimum
combination of whole life costs and quality to meet the user’s requirements. Whole life costs include the
administrative costs and fitness for purpose to the University associated with the procurement.

Welsh Procurement Cards should be used where appropriate and within individual limits, to minimise the
processing  costs of  transactions (see  guidance at  http://www.aber.ac.uk/en/finance-
office/procurement/welsh-purchasing-card/ . Where the Welsh Procurement card is not used, a Purchase
Order should always be raised when placing an order with a supplier, irrespective of whether another form of
contractis in place. Orders should also be raised for services such as software maintenance or insurance. This
requirement is waived for certain expenditure as set out below:

0G— Utility Bills

05— Expenses Claims

oG-~ Transactions paid by Direct Debit

g Emergency Situations (e.g. veterinary emergencies, lift entrapment and release etc.)
og— Oligos (IBERS)

The University’s standard payment terms are 30 days from invoice date and this must not be varied on any
proposed transaction valued in excess of £10,000 excluding VAT (either singularly or in aggregate) without the
prior consent of the Director of Finance.

THE PROCUREMENT PROCESS

Before proceeding to purchase externally, four things should be established:

05— that the desired goods or services are not already available elsewhere in the University;
oG that the desired goods or services are necessary for operational requirements;
oG that sufficient authorised funding exists; and

(=1
e

&)

provider.

G
)

&

the time of grant application submission.

The University appreciates that from time to time there will be a requirement to single source goods and services.
In such instances, all applications in excess of £5,000 and up to £50,000 excluding VAT must be sent to the Director
of Finance for consideration, using a single tender approval (STA) form available from the Finance Department web

pages. A copy of the STA should also be provided to the University’s Procurement Manager.

All STAs in excess of £50,000 excluding VAT must be sent to the University’s Procurement Manager (or nominee)

- that the University does not already have access to a pre-tendered framework or contract in place
that could provide the goods or services, neither could the requirement be met via an internal service

- If the purchase is for equipment or other capital assets greater than the capitalization limit of £10,000
excluding vat then a capital approval form (CAPAPP) must be completed and approved consistent with the
primary and secondary financial delegations of authority. A CAPAPP form is however not required for
capital asset proposals which are to be acquired as part of already approved external funding e.g.
equipment to be procured as part of external research grant funded projects, approval of which by the
funding sponsor will have included formal appraisal of proposals for capital asset acquisitions typically at


http://www.aber.ac.uk/en/finance-office/procurement/welsh-purchasing-card/
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who will coordinate and submit for consideration by the Executive.

Given that the diary commitments of senior executive officers, all STAs (irrespective of value) should be submitted
at the earliest opportunity to minimise the prospects of delay.

2.4.3.  When EU Procurement Directives apply, any contract of supply to a publicly funded organisation for goods or
services with a value greater than £164,176 (net of VAT) must be advertised in the Official Journal of the European
Union (OJEU) and tenders must be sought. The same applies to contracts for works with a value greater than
£4,104,394 (net of VAT).

2.4.4. Whenever a contract meets the criteria for advertising in the OJEU, the Procurement Manager must be consulted
at the outset. Devolved purchasers are not permitted to make their own OJEU arrangements. Note — 2.4.5 below
means this should already be covered.

2.4.5. All proposed procurements in excess of £50k excluding vat should be reported to the Procurement Manager at
the earliest opportunity to ensure a value for money procurement process is established from the outset. The
Procurement Manager will provide progress reports to the Executive at the outset and regularly afterwards on all
such qualifying purchases.

2.4.6. Subjectto 2.3.2 all orders must be documented in advance of receiving any goods, services or works, via an
approved Purchase Order. The Finance Department may conduct a review of departments issuing purchase
invoices and not raising purchase orders, and where a department cannot provide evidence that an order has been
raised and the goods have been received, payment of the invoice may be postponed while an investigation is
conducted.

2.4.7. Tendering Thresholds

All contracts outside an HEPCW or similar agreement are to be made on the basis of competitive tender
or quotations as set out in the table below. It is critically important that all purchases are correctly valued at the
outset; see the aggregation guidance previously issued by the procurement Manager or consult the
Procurement Manager directly as required.

Where quotations and tenders are obtained, in accordance with the limits set out below, these should be
retained on file for a period of no less than 6 years after contract termination with a note giving the reasons
for the selection of the preferred quotation/tender.

The following limits apply in respect of quotations or tenders, except:

e those through existing frameworks where the competition requirements of the specific framework
should be followed.

e those requirementsthat are variations to existing contracts; see below.

for WEFO purchases consult the Procurement Manager as additional procedures apply.

There is a general redqeement to openly advertise all procurements over £25,000 EXCL VAT, typically via either
the OJEU or sell2Waléas applicable) Any dispensation from having to meet this requirement must be
obtained in writing from the Executivéor their nomineég
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Total (NOT annud) Contract

Value .
Procurement Method Additional
Ex VAT Notes
Additional (i.e.: 2 or 3) written quotations should be sought,
Minimum 1 written where it appears that the benefits of competition are
£1000 - £5,000 . . L .
quotation commensurate with the administrative and other costs
received involved.
£5,001 - £10,000 Minimum 2.wr|tten Additional (|.G}.: 3) vyrlt'ter? quotations should be sgught,
quotations where feasible within time and market constraints.
received

W here feasible within time and market constraints three
written competitive tenders should be sought as opposed to

Minimum 3 written . .
quotations (please refer to the Procurement Manual for advice

£10,001 -50,000

quot.atlons on the process for quotations versus competitive tenders and
received
tender board procedures).
Please refer to Procurement Manager for tender procedure
£50,001 - £100,000 Minimum 3 Competitive guidance.
Tenders
received
Procurement Manager to be notified and involved in value for
money procurement process. Advertising to be used unless
waiver approved to the contrary.
£100,000+ Mlmmur_lr_1 3 dCompetltlve EU Procurement Directives apply to AU
enders

: EU Tendering Procedures may apply to contracts in excess
received of £172k172k, except for Works contracts where the EU
limit is raised to contracts with a value exceeding £4.3m.

Note:- (Contracts must not be split to avoid these limits)

Where the minimum number of quotations or tenders is not achieved, an evaluation of received bids may
continue provided no new participating suppliers are invited to quote or tender retrospectively after the closing
date for bids (unless competition has been formally re-opened/re-started) and where at least two admissible
offers are received. In all such instances, the Procurement Manager is to be advised in writing of any decision to
proceed with an evaluation with fewer than the minimum number of bids received for purchases in excess of the
competitive tendering threshold of £50,000 excluding vat, for onward reporting to the University Executive and in
any event appropriate records must be kept for audit scrutiny. No evaluation may be concluded or completed nor
an offer of contract made or purchase order placed where the value of the proposed purchase is in excess of
£5,000 excluding vat & competition is sought but only one bid is received, without the prior authorisation of the
University Executive or Director of Finance (consistent with Financial Delegations of Authority), which must be
sought via a written request (single tender action form) submitted to the Director of Finance consistent with 2.4.2
overleaf.

Contact Variations(includingextensions)

Contract variations are only permitted where they are catered for in the original contract. Such variations should
also be considered when originally valuing the contract (even if the variation may not subsequently be adopted)
to determine which financial procedures must be followed to award the original contract. An existing contract
should not be extended by more than 40% of its original value in total. The contract variation may increase or
decrease the amount of services/goods provided, increase/decrease the contract length or widen or narrow
the scope of services/goods (providing this has been allowed for in the contract drafting).

10
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In the event that \wvariations cannot be priced from the tendered contract rates,
benchmarking should be used wherever feasible to ensure variations offer value for money. Proposed
variations to existing contracts should be approved in accordance with summary of primary and secondary
delegations. Any variations to previously approved expenditure specifically related to capital proposals are
subject to the approval requirements in Appendix B of the Financial Regulations, in respect of the cumulative
total of any proposed variations in excess of 5% off the capital project expenditure originally agreed. In any event,
care is needed where a variation substantially alters a requirement beyond that contemplated in the original
contract, especially where the variation also results in the overall contract value exceeding the applicable EU
procurement threshold for goods, services or works in aggregate. Legal advice on the risk of such a variation may
need to be sought before any approval can be granted. Staff should contact the Procurement Manager in such
cases, in the first instance.

Details of the procedure for tendering may be obtained from the Procurement Manager. Permanent records
must be kept of all tenders either by the Procurement Manager or the devolved purchaser, as applicable. These
may be in either electronic or paper form. Some funders may require original paper copies and if this is the case
care should be taken to ensure that they are available if required.

An individual supplier awarded more than £50,000 (net of VAT) work through non-competitive arrangements in
any one University financial year will be subject to a value for money review by the Procurement Manager. An
exception to this is in respect of approved contract variations to existing pre-tendered contracts where such
variations are catered for in the original contract as above.

BuildingContractsand Appointment of Construction Relatec€Consultants

All building/construction related procurements must be authorised by the Head of Estates Development
Department or Head of Campus Services (if relating to Property Services Team) as appropriate, and utilise
Constructionline or similar industry recognized body as part of any pre-qualification process during the overall
tender process.

All building/construction related procurements excluding reactive maintenance organised by PST must be
authorised by the Director of Estates Development Department (EDD), and utilise Constructionline or similar
industry recognized body as part of any pre-qualification process during the overall tender process. EDD must be
notified of all works being carried out by Campus Services (PST) on recurring maintenance issues which suggest
potential failure of elements or services.

Additional written quotations above the minimum stated in the table above may be required if the work is the
subject of an insurance claim.

Contracts for building works shall embody the terms of the current editions of one of the following as appropriate
to the nature of the work being undertaken:
(i) the RIBA Small Building Works contract.

(ii) the General Conditions of Contract recommended by the Institutions of Electrical and Mechanical
Engineers and the Association of Consulting Engineers.

(iii) the General Conditions of Contract recommended by IMechE and IET.

(iv) the Joint Contracts Tribunal Standard, Intermediate or Minor Works Contracts.

(v) the appropriate contract from the New Engineering Contract Version 3 suite of contracts.
(

vi) any other form of contract which has first been approved by the Director of Finance.

11
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2.5. ProcurementPerforma— Single Tender Action
Single Tender Action

Description of what is being purchased and why it is required:

Budget Holder/Responsible Manager: ..o

Sterling (£) value of proposed purchase (excl vat): £.......ccooevreceveeennns

If a contract, proposed contract period (max 4 years typically):

Work Order: Budget Approved: Y/N

Budget Holder Commentary & reason for single tender action:

ALL REASONS PROVIDED MUST BE OBJECTIVELY EVIDENCED & DEFENSIBLE
(FOR INTERNAL AUDIT SCRUHNNXE OR MORE OF THE FOLLOWING MAY APPLY OR AN ADDITIONAL REASON NC
LISTED BELOW MAY BE RELEVANT

Notes

(i) Extreme Urgency- Such cases are more likely to be rejected where the reason for urgency is attributable to the
person/department seeking to rely on it, especially where the reason for the urgency could also have been reasonably

foreseen.

(i) Absence of tendersonly one tenderreceivedor suitable tenders in response to an invitationwhere evidence can be
provided that you have tried to comply with financial regulations by inviting competitive tenders but you received either no

bids in return, only one bid or none that you could accept as being compliant/suitable and you therefore want to negotiate
a solution with a single supplier (justify this choice of supplier objectively)

12
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(iii) For reasons of protection of exclusive rights or technical reasons there is oné/possible supplier

Two tests must be satisfied:-

An objectively technical or exclusive rights reason must exist AND
There must be only one possible supplier.

Actual evidence of sufficient exposure to/engagement of the market to prove the cagectsimed is expected (e.g. how
have you engaged or researched the market in sufficient deptibjectivelyprove the single supplier argumenqtid you
openly advertise for expressions of interest, for example, but got only one reply?)

(iv) A direct avard call off under a framework agreementin this situation please provide details of how the decision to
make a direct call off without re-opening competition was reached in terms of best value, with complimentary details of the
circumstances, under the rules of the framework, which permit a direct award to be made

(v) An extension or renewalvariation) of an existing contract is required in this situation please provide supporting

evidence as to how your request complies with all the qualifying requirements of 2.4.7 of the Handbook of Financial

Procedures concerning contract variationgdditionally, If your request specifies technicadasons associated with

additional goods/services/works having to be purchased from an existing supplier by contract variation, you will be expecte

to objectivelydemonstrate how separating your requirements here from those that have gone before wamikd imajor
inconvenience to the University because of :

Disproportionate technical difficulties with the proposed purchase if made from elsewhere OR
Economic disadvantage to the University if the purchase is made from elsewhere OR
Continuity isstrictly necessary to the performance of a new contract.

=A =4 -4 =4

original contract valuation and/or specification and/or the outcome is that an extendeditienis needed for the
continuity requested then a new tender exercise may nonetheless still be required.

(vi) Other (please state below)

Reason for single tender action including proof that this proposal represents value for money:-

13
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Consistent with section 5 of the AU Handbook of Financial Procedures | confirm that no conflicts of interest are declarable
to the AU Executive related to this application.

Financial Approvals

NAME: e s POSItion: ..cccveeieeceeece e,

Reason for Rejection (as applicable) & further instructions

APPROVED CASES MAY PROCEED AS FOLLOWS:

A written quotation may be obtained from the sole supplier in lieu of sealed tenders or competitive quotations

The contractual position (i.e. whose terms and conditions apply — ours or the supplier’s) must be agreed as part of

the quotation process before any order is placed.

9 Checks should be carried out on statutory matters (e.g. position of the supplier as regards the bribery act etc.) —
please consult the Procurement Manager for assistance.

T  Any quotation amount over the agreed budget in this form requires additional written authorisation by the budget
holder/responsible manager, before funds can be committed.

9 Additionally, any subsequent quotation amount over the agreed budget requires further authorisation by the

University Executive before funds are committed (consult Director of Finance for assistance).

= =

14
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3.1.

3.1.1.

3.1.2.

3.2.

3.2.1.

3.2.2.

3.2.3.

3.24.

3.3.

3.3.1.

3.3.2.

3.3.3.

3.3.4.

3.3.5.

3.4.

3.4.1.

3.4.2.

SOOPE

This manual is intended for use by employees authorising or processing payments to other employees and by
employees who are making expense claims. It sets out the tax treatment of payments made in accordance with
University policy. Any claims made outside of University policy should be referred to the Payroll Manager.

Receipts are always required and these should, wherever possible, be valid VAT receipts.

GENERAL

Travelling and subsistence expenses incurred on University business journeys and other expenses which are
“wholly, exclusively and necessarily incurred in the performance of an employee’s duties” will not be liable to tax
or national insurance. If you have any queries about authorising or claiming items of expenditure incurred on
business trips, please contact the Finance Department for advice but in all cases, employees should endeavour
to exercise the same care in incurring expenses as if travelling for personal reasons.

Expenses should only be claimed or authorised if expenditure has actually been incurred. Whenever possible, this
will be evidenced by a receipt (unless stated elsewhere within this manual).

If these procedures are not followed, the individual will be liable for tax and National Insurance on non-
qualifying expenses.

Expense claims procedures for Council members and other non-staff members of University committees are given
in a separate document which is available from the Clerk to the Council.

EXPESECAM

Note that travel is to be booked wherever possible through our travel suppliers which will minimise any outlay in
advance by individuals.

If expenses are incurred, claims should be completed (by paper or online) on at least a monthly
basis. The University will not reimburse claims if the claim is submitted more than three months after the
expense is incurred.

Details must be shown on the expense claim form in accordance with this manual.

Actual expenditure should be claimed subject to the maximum rates as set out in the guidelines for employees
travelling on university business.

The claim should be approved by an authorised signatory prior to payment being made.

ADVANCE EXPENSE REQUESTS

Note that travel is to be booked wherever possible through our travel suppliers which will minimise any outlay in
advance by individuals.

If funds are required in advance of travel by an employee a request can be made via the Advance Expenses Request
Form.
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An expense claim form with full details of actual expenditure incurred, together with supporting documentation,
must be submitted within one month of return.

In the event of monies being unused a refund must be made to the Finance Department within one month of
return.

The value of advance received will be recorded on the employee’s accounts payable record and may be off-set
against other subsequent claims.

UNIVERSITY WELSH PROCUREMENT CARD

A University Welsh Procurement card is provided by the University to those employees who make frequent
and/or large expense claims. These cards are issued to authorised employees on the recommendation of the
Accountable Budget Manager and subject to the approval of the Director of Finance. These cards operate like a
credit card and the University pays by direct debit monthly for the previous month’s expenditure.

The University typically operates a strict one card per department policy with individual cards provided on an
exceptional basis due to business needs.

The University requires employees to complete a procurement card transaction log for all claims for expenditure
incurred on the Welsh Procurement Card. The log should show the same detail as if it were a normal claim using
the reimbursement form at http://www.aber.ac.uk/en/finance-office/information-for-staff/forms/. No private

expenditure must be charged to the University Welsh Procurement card and this will be dealt with immediately as
a disciplinary matter. Receipts must be made available on request for authorisation or audit purposes. Cardholders
should retain receipts and transaction logs locally for six years for audit and tax purposes. The Welsh Procurement
card and any outstanding receipts must also be returned when a member of staff leaves the University’s
employment and subsequently destroyed by the Finance Department. Departments failing to provide details of the
codes to which the expenditure relates to, may face the card being temporarily suspended.

The online statement will be sent by workflow to the appropriate delegated authority for authorisation.
Accountable Budget Controllers’ claims require the authorisation of the Vice-Chancellor or Director of Finance or
their line-manager within the Executive. The Pro Vice Chancellor Student and Staff Services is responsible for
approving the Vice Chancellor’s expenses. All other members of the Executive are approved by the member of the
Executive they are responsible to.

The Director of Finance reserves the right to refuse to issue a Welsh Procurement card if it is considered
inappropriate.

The Director of Finance also reserves the right to withdraw a Welsh procurement card from anyone to whom it
has been issued. Cards will be cancelled immediately on termination of employment as an Aberystwyth University
staff member.

Accountable Budget Controllers, Senior Budget Managers and cardholders are reminded of the following:

05— That use of the Welsh Procurement card for personal purchases is absolutely forbidden. Inthe event that
the card is used in error, then this must be brought to the attention of the budget holder and
reimbursement arranged immediately.

=1
)

S

— That the cardholder is responsible for the custody and security of the card at all times. Cardholders will be
personally responsible if the card is delegated to other individuals and misused.
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Three tiers of usage of the Welsh Procurement card are envisaged:

oG Tier 1 —Travel, Subsistence and Basic Expenses specifically or
oG Tier 2 —Department Level (including Travel, Subsistence and Expenses).
oG Tier 3 — Dedicated ‘lodged’ purchase cards.

Most purchase cards are expected to be issued at tier 2 given that they reflect a one card per department solution.

Tier 2cards should be used (within allocated one-off and monthly total card limits) in the following situations:

o For one-off purchases where the supplier will accept card payment and the predicted spend is below
£2,000 excluding vat.

oG For the purchase of goods and services through the GeM marketplace.
oG For on line purchases where the supplier will accept card payment
oG For travel and subsistence requirements

G In exceptional circumstances, and with the prior approval of the Director of Finance.

Tier 2 Cards (and tiers 1 & 3, as applicable) should not be used in the following situations:

=
)

)

- For purchases in excess of the allocated card limit. Orders should not be split in order to avoid the card
limits. If a higher limit is required on an occasional or regular basis approval to a higher limit should be
sought through the same route as for the initial card application,

=1
)

S

— For personal use

G
)

[=)
)

For the purposes of avoiding the use of existing or similar frameworks or contracts

&
)]

For the purposes of avoiding the use of AU departments to provide the services or supplies e.g. purchasing
computer equipment direct from supplier rather than through IS.

A set of answers to Welsh Procurement card Frequently Asked Questions is maintained in the Procurement
Manual.

ETHICAL CONDUCT

Staff should always seek to uphold and enhance the standing of the University and should never use their
authority or office for personal gain, by always maintaining high standards of ethical behaviour, fostering high
standards of professional competence, optimizing the use of resources which they influence and for which they are
responsible to provide the maximum benefit to the University & complying both with the letter and the spirit of the
law of the UK and contractual obligations

Staff must respect the confidentiality of information received in the course of employment.
Similarly, information given out should be true and not intended to mislead.

A close and co-operative relationship with a supplier is often mutually beneficial. Staff must, however,
maintain impartiality and not compromise fair competition.

Staff are reminded of the duty to disclose personal interests:

0g— Employees becoming aware of any personal financial or other beneficial interest in a transaction or
financial arrangement of the University shall immediately disclose the fact and nature of the interest to
the Director of Finance.
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oG Employees shall declare to the Director of Finance any interest in a business which may supply or trade
with the University and any other matter which might reasonably be thought by others to influence their
actions or decisions as employees.

05— A member of staff who is in doubt whether a declarable interest exists should consult the Director of
Finance.
OVERNIGHTACOMM ODATION

The authoriser should check that:

oG it was necessary for the employee to stay overnight given the distance travelled and the time that the
journey commenced or finished.

05— the standard of accommodation chosen was reasonable in relation to business needs and the
employee’s circumstances.

The guideline rates will be provided through the university’s web page http://www.aber.ac.uk/en/finance-

office/information-for-staff/travel/ and will be reviewed from time to time by the University Executive Group.

PERSONALINCIEENTALEXPHESE

If an employee is required to stay away overnight on business for tax purposes personal incidental expenses
can be claimed up to £5 per night on average in the UK and £10 per night on average overseas. These expenses
include private telephone calls, laundry, newspapers etc. This allowance is the maximum permitted by HMRC and
if, for example, an employee is away for 4 nights and claims £21 (as opposed to £20), the full amount would be
liable to tax and National Insurance.

MEALS(OTHER THAN ENTERTAINING)

If an employee is away from their permanent workplace on a business journey, the guideline rates will be
published on the university web pages and will be reviewed periodically the Executive.

ENTERTAINING

General

This section of the manual sets out the University’s policy in relation to entertaining expenses incurred in the
course of your duty as an employee of the University.

In addition, employees should be aware of the tax consequences before incurring any entertaining expenses.
Inappropriate entertaining costs may lead to a tax charge on the University or the employee personally (via the
P11D form returned annually to HMRC). Any member of staff concerned with whether they have a benefit which
is taxable to contact the Finance Department Technical Manager for further guidance.

Businessentertaining

Entertaining expenses can only be described as “business” entertaining if they have genuinely been incurred
wholly for the furtherance of the University and it has been incurred as a reward for business contacts, or as part
of a reciprocal arrangement. In addition, if more employees are in attendance than /clients including guest
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speakers or suppliers, HMRC may take the view that the entertainment is not genuine business entertaining.
HMRC state that business entertaining includes hospitality of any kind and also expenditure on gifts.

In accordance with the above, necessary business entertaining costs must be supported by proof of payment,
i.e. invoices or VAT receipts.

Generally where employees entertain third parties (e.g. customers or suppliers) the total cost of the
entertainment must be identified and coded as business entertaining.

The following information must be shown on the expense claim form or invoice or purchase card
reimbursement form if applicable to differentiate business entertaining from staff entertaining (see below):

oG The name(s) of the attendees (including employees present — typically, this should be no more than 1
employee to every customer/Client including visiting guest speakers unless with specific prior approval
from the Finance Department)

)

The organisation which they represent; and

J

The purpose of the entertaining

Costs for alcoholic beverages should be kept to a reasonable level, as a rule, half a bottle of wine (or equivalent)
per person, with a meal would be considered reasonable. Excessive costs relating to alcohol will not be
reimbursed.

Service charges and tips up to a maximum of 12% are allowable.

The cost of entertainment should be kept at a reasonable level consistent with the purpose of the entertainment.
Costs more than 50% higher than the normal University Subsistence rates will not normally be paid unless the
Director of Finance gives specific approval.

No tax or National Insurance liability will arise for the employee and the University in respect of entertaining
expenses by adherence to these rules.

Saff entertaining

Entertainment for University staff (i.e. not involving third parties) must not be charged to the
University and is not reimbursable in whole or in part unless prior approval is given by a Pro Vice Chancellor or
the Vice Chancellor.

Where a department arranges an Away-day or similar to discuss departmental business/plans, reasonable
expenditure for refreshments is allowed. When the claim for reimbursement or a supplier invoice is submitted,
it must be accompanied by an agenda and a full list of delegates, and wherever possible notes of the meetings

or reports about sessions. Similarly, legitimate “working lunches” are acceptable provided that claims can be
supported by agendas and either meeting notes or reports from sessions.

GUES SACMOMPANYINGSTAH-

If guests accompany University staff on business trips, the costs associated with the guests must be reimbursed
by the employee.

The only exception to this rule is if the guest accompanies the employee because:

05— the employee is tooill to travel alone; or

oG the guest has a specific skill or qualification which stops the University from having to pay someone to
perform a specific duty, for example a foreign language which enables the guest to act as a translator.
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Where an employee is working abroad for periods in excess of sixty consecutive days, up to two flights per tax
year for the spouse and family may be paid tax free.

PERMANENTWORKPLACE
All University employees have a permanent workplace. Broadly, this will be where an employee works

regularly.

No University staff are home based unless this has been specifically agreed in writing. Therefore, expenses
should only be claimed from home in the circumstances set out under 3.17.

DETACHED DUTY/ SESONDMENT

If an employee works away from his or her permanent workplace for a period which is not expected to and does
not exceed 24 months, he or she can claim for travel and subsistence expenses.

If it is known that the secondment will last for more than 24 months all of the expenses will be liable to tax and
National Insurance and need to be paid through the payroll.

If the secondment unexpectedly lasts for more than 24 months, the expenses will become taxable from the
date that it is known that the secondment will exceed 24 months.

If the secondment is for the whole or the majority of the period of the employment, the expenses will also be
liable to tax and National Insurance, for example, if an employee resigns part way through the secondment.

TRAVEL

The authoriser must be satisfied that the journey is business related and that there is no claim for any private
element to the travel.

Persons travelling overseas on University business must notify the insurance section of the Finance Department
Office(who administer the University’s insurance arrangements) in advance to ensure the necessary travel
insurance is in place.

Employees should provide full details of the dates of absence from the University and the destination and purpose
of each visit.

When any travel involves the use of scheduled flights the bookings for travel and accommodation must be made
via the University’s preferred supplier as advised on the procurement internet pages
http://www.aber.ac.uk/en/finance-office/procurement/ . In other cases the preferred supplier should be given the

opportunity to quote.

Full fare First Class rail travel is only permitted for the Vice Chancellor. Advance first class tickets are allowable at
Accountable Budget Controller and Executive Group level. All other rail travel should be standard class and be
booked in advance whenever possible.
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Business class flights are only available to staff members for intercontinental flights. No first class tickets are
allowed. Business class tickets must be authorized in advance of travel by the Vice Chancellor or the Director of
Finance.

BUSNESMILEAGEAND CALCULATION OF ALLOWANCE

The basic principle to be applied when calculating mileage is that a staff member should not gain or lose by using
their vehicle for official business. If they incur additional mileage they should be compensated for that but if they
travel less than they would normally travel then they should not be able to charge for that mileage.

The concept of “normal place of work” is important here. For some staff it will be their home address but for the
vast majority it will be Aberystwyth.

When travelling by private vehicle on official business mileage for all journeys will be paid for the shortest possible
route only.

When travelling from normal place of work to a place(s) away from normal place of work by private vehicle on
official business the mileage incurred is reimbursed in full at the standard rates.

When travelling from home to a place(s) other than normal place of work and return home by private vehicle on
official business standard rates are payable for the mileage incurred less the distance of travel normally incurred in
travelling to normal place of work and return home.

When travelling from home to a place(s) other than normal place of work and return to normal place of work (or
vice versa) by private vehicle on official business standard rates are payable for the mileage incurred less the
distance of travel normally incurred in travelling to normal place of work.

Claims should be submitted within 3 months of the completion of the journey. Any claims submitted outside this
limit will be disallowed.

PRNATECARS

3.15.1 Compensation for mileage and other expenses incurred by members of staff in connection with approved
University business will be as set by the AUAU Executive and published on the University website at
http://www.aber.ac.uk/en/finance-office/information-for-staff/travel/ .

Compensation for mileage and other expenses incurred by members of the University Council and associated
committees in connection with approved University business will be as set by the Council, after consultation with
the Vice Chancellor, and published on the University website.

If an employee uses their own vehicle for business, he or she must ensure that it is road-worthy and that the
motor insurance policy includes business cover. The University reserves the right to check insurance policies and
driving licenses annually to ensure drivers are correctly insured and qualified to drive.

For journeys over 100 miles employees should consider the use of hire cars typically via framework agreements.
In these circumstances the employee is also advised to contact the Technical Manager, Insurance Services and VAT
Compliance to ensure that appropriate insurance arrangements are put in place.
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RECORDS/DETAILS REQUIRED ON EXPENSES CLAIM

Employees should provide sufficient detail against a claim i.e. the starting point, all destinations, the finishing
point and the purpose of each journey, so that compliance with these rules can be checked by both the authoriser
and the payment processor.

Claims with rounding of mileage, for example to the nearest five/ten miles, should be rejected.

However, provided there is a valid business reason, business mileage does not need to be restricted to the
shortest route. For example, a claim can be made for a longer but faster route.

HOM ETEHERHONEBILLS

Employees who use their home or mobile telephones for business use are entitled to reclaim the costs of
business calls, as long as they can prove that the calls are University related.

Certain employees are entitled to reclaim 100% of the bill if a second dedicated business line is installed.
This expenditure requires to be authorised by the Senior Budget Manager. In such cases, the dedicated line must
be in the name of Aberystwyth University.

In either of the above circumstances no tax or National Insurance will be due.

UNNERSTYPROVIDED M OBILETHEERHONES

It is recognised that there will be occasions when employees need to make short, personal calls on University
telephones, fixed lines, mobiles, PDAs and similar devices in order to deal with occasional and urgent domestic
crises. Equally, it is legitimate to receive personal calls about domestic crises and arrangements, and occasional,
short, non-urgent calls can be received providing they do not interfere adversely with work requirements.

The procurement of mobile phones should utilise supplier agreements accessible through Information Services and
in accordance with any prevailing University Mobile Phone Policy (See Information Services website
http://www.aber.ac.uk/en/is/email/mobiles/).

USEOFUNNERSTYASSHS

If the University provides assets or equipment to an employee for private use the following information must be
supplied to the Payroll Manager

g name of employee;
0g— description of asset and
g value period of use.

The period of assessment is 6 April to 5 April. Computer equipment loaned to employees where the total value
of the loan is less than £5000 in the tax year is currently exempt. For more information on this contact the
Payroll Manager.

In such circumstances the user will be liable for any loss or damage and all such equipment must be covered by
the individual’s home contents insurance policy.
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USE OF POOL VEHICLES

Employees should aim to use University pool vehicles where possible. Details of who is authorised to drive the
vehicles is included in the University Pool Car and Van Policy document which is available from the Finance
Department. Applications can be made to become an Authorised Driver using the forms
http://www.aber.ac.uk/en/finance-office/information-for-staff/forms/

Employees must note the mileage used in the University vehicles and the purpose of that journey.

CAR PARKING

Employees are required to make own arrangement for car parking at their place of work. Parking permits can be
purchased from Campus Services using the following link http://www.aber.ac.uk/en/parking/staff/.

EDUGTIONAL COURSESAN D CONFERENGES

An employee will not be liable for tax in respect of training courses which are designed to impart, instil,
improve or reinforce any knowledge, skills or personal qualities likely to be useful to, or better qualify the
employee for the job he or she does, or may do, for the University.

In any of the above circumstances, the cost of course fees, essential books and any additional travelling
and subsistence expenses incurred as a result of attending the course will not be taxable.

Any part of the expenditure included in the following categories will result in a tax liability for the employee:

oG entertainment or recreation unconnected with the training;
oG to reward the employee for performing his or her duties;
og— as an employmentinducement unconnected with the training.

PERSONAL SUBSCRIPTIONS

In general, personal subscriptions to professional bodies and academic/learned societies are a personal liability and
should not be charged to University funds.

Subscriptions to professional bodies, academic associations and societies may be charged to the University in two

circumstances:

oG Where the Head of Department has deemed that individual membership is necessary for the purposes of
course accreditation or research functionality. The Senior Budget Manager must authorise such a payment
request.

og— Where membership is corporate or where the individual is a member because they are representing the

University in their role. Examples of this are Universities IK, HE Liaison Officers Association, HE associations
of heads of academic or professional services departments
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Section 4: Nolan Principles

4. Section 4:Nolan Principles of Public Life

4.1.

4.2.

The 'Nolan Principles' code of practice has been written with regard to the seven principles of public life
identified by the Nolan Committee in their First Report on Standards in Public Life in May 1995 and
subsequently endorsed by Government. Aberystwyth University actively promotes and strives to adhere to the
principles set out below and expects all of its officers and staff to do the same.

The Seven Nolan Principles:
oG Selflessness

Holders of public office should take decisions solely in terms of the public interest. They should not do so in
order to gain financial or other material benefits for themselves, their family, or their friends.

05— Integrity

Holders of public office should not place themselves under any financial or other obligation to outside individuals or
organisations that might influence them in the performance of their official duties.

oG Objectivity

In carrying out public business, including making public appointments, awarding contracts, or recommending
individuals for awards or benefits, holders of public office should make choices on merit.

oG Accountability

Holders of public office are accountable for their decisions and actions to the public and must submit themselves to
whatever scrutiny is appropriate to their office.

og— Openness

Holders of public office should be as open as possible about all the decisions and actions they take. They should give
reasons for their decisions and restrict information only when the wider public interest clearly demands.

0 Honesty

Holders of public office have a duty to declare any private interests relating to their public duties and to take
steps to resolve any conflicts arising in a way that protects the public interest.

05— Leadership

Holders of public office should promote and support these principles by leadership and example.
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Preamble

Aberystwyth University considers that the establishment of links between members of the Council and its
committees, the University Executive Group, the University’s senior staff, and outside bodies is in the public
interest and benefits the University in terms of achieving its objectives. It is, however, possible that such
links in some circumstances may give rise to conflicts of interest. In this context, the University requires Council
members, committee members, and staff to avoid financial, ethical, legal, or other conflicts of interest. All such
actual, perceived or apparent and potential conflicts must be disclosed.

Any activity or action is considered a conflict of interest when a Council member, committee member or member
of staff has an interest, or incurs an obligation, in a business, organisation, transaction, individual, or professional
activity which could unduly interfere with the proper discharge of their duties as a Council member, committee
member or member of staff of the University. Conflict of interest exists when a Council member, committee
member or member of staff personally benefits, or could be perceived to benefit personally, from an activity,
transaction or interaction with an individual or business. A member has a perceived or apparent conflict of
interest if there is a reasonable perception, which a reasonably well informed person could properly have, that
the Council member’s, committee member’s or staff member’s integrity or ability to exercise an official power, or
perform an official duty or function is likely to have been affected by his or her private interest. Perceptions of a
conflict not only arise in relation to Council members’, committee members’ or staff members’ interests or
obligations in businesses, organisations, transactions and individuals doing business with the University. They may
also arise where the member is a purchaser of services from the University.

Application

This policy applies to all Council members, committee members, senior members of staff and other staff as defined
below. This policy should be read in conjunction with the “University’s declaration of interest form” and “register
of interests”.

Other staff covered by the policy

All members of University staff are required to disclose any perceived or apparent and potential conflicts. Any
member of staff who has not completed a declaration of interest will be considered to have made a ‘NIL Return’.
Staff will be requested to update their Conflicts of Interest disclosure on a bi-annual basis.

Scope of the policy

The members and staff covered by this policy have a duty to act in the best interests of the University, and in
accordance with the University’s Statutes and Ordinances and Regulations for the Council and its committees.

An actual, perceived or potential conflict arises when an individual’s business, personal or family interests
and/or loyalties conflict with those of the University. Such problems can inhibit objective discussion and
debate. They may also result in decisions being made that may not be in the interests of the University and give
the impression that the University has acted improperly.

The aim of the policy and its associated documentation is to protect the University and the
members/staff involved from any appearance of impropriety.
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The Declaation of Interest

There is a general obligation on all members of the Council, members of its committees and University staff to
disclose at the earliest practicable opportunity any financial or other beneficial interests (including substantial
gifts or hospitality — see below) that they or a family member or any organisation in which they hold office or
employment, may have in any transaction under consideration between the University and a third party. The
circumstances in which such a declaration is appropriate are:

oG when the Council or any of its committees has business which is materially relevant to those interests;
or
g when in the course of a meeting the member becomes aware that they have or may have a financial or

other beneficial interest in the specific item of business to be discussed or decided upon.

These circumstances will vary from case to case, and between the Council members, the committee members
and senior members of staff. The Council members and committee members by definition will not be directly
involved in making management decisions but are likely to have links with many of the organisations with which
the University has dealings. The extent to which these dealings constitute actual, potential or perceived conflicts
of interest in the context of a Council member’s and/or a committee member’s participation in the Council’s
business will also vary. The Council’s members and committee members should apply the test of
‘reasonableness’ outlined in paragraph 5.2 above in deciding whether a potential or perceived conflict exists. The
proper manner of indicating an actual, potential or perceived conflict of interest is to inform the Chair or Clerk to
the relevant Committee in advance of the meeting or to draw it to the attention of the Chairman of the
meeting once the member becomes aware of a conflict during the course of discussion. The individual should
then withdraw and take no further part in the subsequent discussion. Members may not participate in
decision-making processes that affect their own interests.

In the case of staff they should report the conflict as soon as is practicable to their line manager.

If a conflict arises, or if a decision is taken under a conflict of interest, it will be recorded by the Clerk to the
relevant Committee and the following reported in the minutes of that meeting:

g the nature and extent of the conflict (including the nature of the member’s relationship with the
business, organisation, transaction, individual or professional body, where appropriate);

0g— a summary of the associated discussion; and

og— a record of the actions taken to manage the conflict.

Acceptanceof Gifts

Acceptance of gifts, entertainment, travel, and services for personal use from people or companies who do
business with the University could impede the objectivity of the Council member, committee members and
members of staff, and create a conflicting obligation to that person or company, contrary to their obligation to the
University.

The receipt of a gift in the course of performing official duties raises an issue of ethical conduct if the acceptance
of the gift places the member in a real or apparent conflict of interest situation. In this context, the most
significant feature of any gift is its extrinsic value. Any value above that which is nominal may be perceived to
suggest an ulterior motive. The safest approach is to allow only the receipt of gifts valued at a nominal amount.
Other gifts offered must be declined. For further advice on the acceptance of gifts please see section 10.
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5.7.

5.7.1.

5.7.2.

5.8.

5.8.1.

5.9.

5.9.1.

5.10.

5.10.1.

5.10.2.

5.10.3.

5.10.4.

5.10.5.

Section 5: Conflicof Interest

The Ragister of Interests

The Clerk to the Council maintains a register of interests declared by members of the Council and its committees.
This register will consist of information provided by each member, to be returned annually in a standard format
issued by the Clerk. A summary version of the register shall be published on the AU governance website. New
Council and committee members on appointment will be asked by the Clerk to complete the declaration of
interests form.

The Pro Vice Chancellor Student and Staff Services maintains a register of interests declared by senior officers of
the University (Accountable Budget Controllers and Senior Budget Managers). The register will consist of
information provided by each officer and be returned annually in a standard format issued by the Executive.

New senior officers on appointment will be asked by the Pro Vice Chancellor Student and Staff Services to complete
the declaration of interests form.

Data Protection

All the information provided will be covered by the principles of the Data Protection Act, 1998 and//or any
amending legislation. This data will only be used to ensure that the individuals covered by the policy act in the
best interests of the University and will not be used for any other purpose.

Monitoring

The register of interests will be randomly checked against the award of contracts to confirm the effectiveness of
the register and policy. This policy will be reviewed in line with the periodic review of the Financial Procedures.

REGISTER OF INTEREMEVBERS OF COUNCIL AND-GOBMITTEESCOMMITTEES

Aberystwyth University is a publicly funded body to which the highest standards of accountability and probity
apply. To ensure that, as far as possible, no conflict of interests — actual or perceived — arise, the institution
maintains a Register of Interests for members of Aberystwyth University’s Council and sub-committees.

Any interest, financial or otherwise, which is likely (or would, if publicly known, be perceived as being likely) to
interfere with the exercise of a committee member’s independent judgement should be disclosed to the
institution. The interests will then be recorded in the Register of Interests. This Register enables committee
members to disclose relevant business interests in a manner which is open and transparent and demonstrates to
the public that such interest have not influenced the institutions decision-making process. You are reminded that
the Register is open to public inspection and a summary version of the Register will be published on the
Aberystwyth University website.

While members are asked to verify their declared interests on an annual basis, you are asked to give notice, as and
when appropriate, of any subsequent changes in your personal circumstances during the course of the academic
year that could materially affect your position as a member of a committee. The University’s reasonable
expectation is that the information you provide is up to date and correct and it is your responsibility to inform the
University of any changes.

Where there is no information to record against a heading, please insert ‘NIL’".

Please complete this form and return to University Secretary, Governance Unit, Planning Department, Aberystwyth
University, Visualisation Building, Penglais, Aberystwyth, SY23 3BF / secretary@aber.ac.uk
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Section 5: Conflicof Interest

NAME IN FULL

Employment / Business Interest

Name of employer or business and nature of work or
business

Directorships, Partnerships

Name of Company, firm or other body and nature of
business

Shareholdings

Name of company and nature of business of any
company in which you hold more than 1% of the
shares of the company

Interest in Land or Property

Address or description of property or land where you
believe there may be a potential conflict with the
University or its operations.

Other information

Details of any interest which is likely to be directly
relevant or would, if publicly known, be considered to
be directly relevant to the interests and business of the
University.

Such interests may include:
memberships of associations or professional bodies;

trusteeships or any other similar kind of special
relationship;

kinship or close family or other relationship with
anyone likely to have direct interests in matters within
the purview of Aberystwyth University;

retainers, consultancies and sponsorship on behalf of
anybody or person(s).

| declare that the above information, which is supplied by me, is correct and complete to the best of my knowledge and

belief.
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Section 6: Commercial Ethics

6. Section 6 Commercial BhicsPolicy

6.1.

6.2.

6.3.

In the interests of probity, openness and public accountability, staff and members of the University must ensure
that, in all dealings with commercial partners, members of the public, colleagues, etc., the interests of the
University are paramount, and that personal or family gain, or the perception thereof, must be avoided.

The University will not do business with companies, organisations, individuals, etc., that knowingly seek to
circumvent its procurement, tendering, recruitment policies, etc., or that offer or provide any inducements
whatsoever to the University’s staff and members. In the event of any breach of this condition, the University
shall, without prejudice to any other rights it may possess, be at liberty forthwith to terminate the relationship
with the organisation or individual concerned and to recover from it any loss or damage resulting from such
termination. Similarly, should any employee, member or any other agent from the University be found to have
knowingly breached these conditions, the University shall, without prejudice to any other rights it may possess, be
at liberty to terminate the contract or relationship with the individual/s concerned and to recover any losses
which the University may have incurred as a result of such breach of these conditions.

All University standard tender and contract documentation should include the following anti-corruption

clause:
Whe Supplier shall not knowingly give, provide, or offer to the UniversityQ staff, members and agents anyoan,
fee, reward, gift or any emolument or advantage whatsoever. In the event of any breach of this condition, the
University shall, without prejudice to any other rights it may possess be at liberty forthwith to terminate the
contract andto recover from the Qupplier anyloss or damageresulting from such terminati2z y ® Q
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Section 7: Money Laundering

7. Section 7MoneyLaundering

7.1.

7.2.

7.3.

7.4.

The University shall comply at all times with the Proceeds of Crime Act (2002) and any other regulations on
suspected money laundering. Should staff have cause to suspect that any transaction with the University may be
a cover for such activity, they must inform the Director of Finance without delay. Money laundering is defined as
any transaction which involves handling the proceeds of crime.

Possible signs of money laundering include:

3
e

oG~ A person or company makes a large cash payment to the University, but fails to provide proper evidence to
confirm their identity and address.

[

)

A person(s) or company doing business with the University lacks proper paperwork. (Examples may
include invoices that exclude VAT, fail to quote a VAT number or invoices issued by a limited company that
lack the company’s registered office and number. Such information can be verified on the Companies House
website, www.companies-house.gov.uk).

S
)]

— A person(s) or company attempts to engage in “circular transactions”, where a payment to the University is
followed by an attempt to obtain a refund from the University’s accounts. (This may occur where a student
pays a significant sum in fees, and then withdraws and seeks a refund).

&

g Unusual or unexpected large payments are made into the University’s accounts.

Please note that the list above is not exclusive, and money laundering takes many forms.

The Director of Finance shall report all suspected incidents of money laundering to the competent
authorities. Under the Proceeds of Crime Act, this requires a Suspicious Activity Report to be forwarded to the
National Criminal Intelligence Service.
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Section8: Cash Handling

8. Section 8: @sh Handling

8.1.

8.1.1.

8.1.2.

8.2.

8.2.1.

8.2.2.

8.2.3.

8.2.4.

8.2.5.

8.2.6.

8.2.7.

8.3.

8.3.1.

Accountability

Many incidents where monies have gone missing at the University occurred because proper
procedures have not been followed, for example where cash has been left unattended and not locked
away or safe keys left in desk drawers. In these incidents, several people have potentially had access to
the funds, but inadequate procedures and lack of accountability has often rendered it impossible to
identify who may be responsible for the loss. In these circumstances, suspicion unfairly falls upon
everyone.

One of the key principles of cash handling is that proper accountability is maintained at all times in the
cash handling process. It must be possible, at every stage of the process, to establish which staff are
responsible for accounting for monies under their control. In the event that monies are found to be
missing it should be possible to identify which member of staff was responsible for the cash at the time
it was “lost”.

Basic Security

Administrators or relevant appointed members of staff in Departments and elsewhere should be aware
of all locations within their area where cash is received or held. It is helpful to review these regularly
and to consider if they are all in fact necessary. Generally, errors can occur where staff that have other
duties are required to handle cash on an occasional basis. It is often best if cash handling can be
focused on one or two staff who can develop the expertise required.

Line Managers must make clear to staff that they are accountable for cash and cheques under their
control, and are responsible for ensuring that monies are held securely at all times. No other staff
should have access to these monies - not even for brief periods. Cash should never be left unattended,
for however short a period of time.

When cash is physically transferred between officers, the monies handed over should be counted and
checked at the time of the transfer and a discharge signature obtained from the recipient. During this
process, the monies should be checked and agreed in the presence of both officers.

All monies received within departments from whatever source must be recorded by the department on
a daily basis together with the form in which they were received.

Money must be paid to the cashier and custody of all cash holdings must comply with the
requirements of the University's insurers.

No deductions may be made from any cash collected on behalf of the University prior to paying in to
the cashier.

Personal or other cheques must not be cashed out of money received on behalf of the University
Safes

The level of security will depend upon individual circumstances. Where income is collected the level of
security required needs to take into account the amounts of cash involved. If substantial amounts of
monies are involved it may be necessary for monies to be transferred at intervals to a safe during the
day.
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8.3.2.

8.3.3.

8.3.4.

8.3.5.

8.3.6.

8.3.7.

8.4.

Section8: Cash Handling

In Departments, Halls and other establishments where there are safes, all other monies such as floats
and petty cash imprests should be kept in the safe when not in use. It may also be helpful to keep
certain monies, such as petty cash floats, in a separate cash boxes within safes.

Security is enhanced when monies are kept in a safe and the practice of keeping cash in drawers, desks
and filing cabinets etc. should be actively discouraged. However, for this to be effective, proper control
of keys to safes, cash boxes, etc. must be exercised at all times. Wherever possible, specified
individuals should be made personally responsible for individual keys.

Good practice dictates that the number of keys and officers having access to safes and their contents
should be kept to the minimum required for operational requirements. Access to safes must always be
restricted and authorised key holders must not hand safe keys to other officers to allow temporary
access to safes, for however short a period of time.

Under no circumstances should safe keys be left in desk drawers, filing cabinets etc. Negligent handling
of cash may invalidate the University’s insurance. Should any safe or office keys be lost, the matter
must be reported to the relevant manager, who must make arrangements for locks to be changed as
soon as possible. No information relating to the premises or location of safes should be attached to
safe keys, in case they fall into the “wrong hands”.

Details of all safes should be communicated to the Insurance Office as soon as possible so that insurers
are aware of their locations and their security.

In the event of any loss being discovered, the circumstances must be reported to the Insurance Office
and Director of Finance.

Cash Office
Certain guidelines are required for the handling of cash at the main University Cash Office:

og— cash shall be counted out of sight of the general public.

oG~ cash should be counted by authorised personnel only, counter closed at 4pm daily to cash up
and reconcile.

og— receipts must be issued where cash is received.

=
)

»-—-\ cash and cheques held overnight before banking must be held in a safe or lockable
cupboard/drawer or cash boxes pending the banking.

¢

O~ personal cheques (staff and public) must not be exchanged for cash.

og— cash handlers should have suitable banking bags for counting and cashing up the money.

oG cash should never be left unattended or in an unattended environment.

oG~ at the earliest possible date a reconciliation ought to be made between the cash banked and
income summaries. Where practical, this ought to be undertaken by a person independent of
the counting and cashing up of the money.

O any discrepancies should be recorded and approved/investigated by the Team Leader.

og— cash should be collected by the approved Security Company in accordance with the agreement
in place.

oG~ lone working — the office should be closed if only one member of staff is on duty and there are

no other staff to cover.
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8.5.

8.5.1.

8.5.2.

8.5.3.

8.6.

8.6.1.

8.6.2.

Section8: Cash Handling

Guidelines for Transporting Cash

Introduction

The movement of cash involves significant risks, both to the safety of staff and University funds. Cash
is defined as notes and coins, although when “cash” is transported this will often also include cheques
received in payment and possibly supporting documents such as credit card vouchers.

The University’s insurance policy stipulates the following requirements for moving cash across the
campus or other buildings—

05— up to £3,000 - 1 fully mobile person;

O a minimum of two able bodied people are required to transport cash amounts between £3,000
and £10,000; and,

05— in excess of £10,000 - security carrier

Staff should seek the advice of the University’s Cash Office and Security Services on issues relating to
the secure custody and transportation of cash and other valuables.

Handling of Income
Cash and cheques received should be kept safely and paid into the bank at the first opportunity. Avoid
accumulating large sums, as this may exceed insurance limits, attract criminals and loses bank interest.

Whenever possible, at least two people should take significant sums of cash to the Cash Office. Staff
based away from the Penglais campus should travel by bus or car. Cash should be concealed when in
public places.

Never establish a routine of going at exactly the same time each week, and avoid trips with cash
becoming common knowledge. You never know who is listening.

Cash must never be sent in the post or using the internal mail service.

Security Company

The University has a contract with a security company for the transportation of cash. For large or
regular cash movements, seek the advice of the University’s Cash Office. It may be possible to arrange
for cash to be collected and delivered by the nominated Security Company.

Guidelines for Operating Tills & Cash Registers

Introduction

Any area where significant sums of cash are received on a regular basis should consider obtaining a
cash register (till). When average daily takings exceed £100 or weekly takings are over £500, the use of
a till is strongly advised.

There are many types of cash register available, with a wide range of facilities. Ideally, all cash registers
should have the ability to record the staff using them and to identify which member of staff processed
an individual transaction.

Basic Security Levels
To give a minimum level of security, a cash register must have:

05— Two Till Rolls

og— Receipts: One roll produces a receipt that is given to the customer
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8.6.3.

8.6.4.

Section8: Cash Handling

oG Audit roll: This is housed within the till, and is retained for audit purposes. It must record every
transaction and show each X and Z total (see below).

o The audit roll should only be removable using a key (held by the Supervisor). However, the
most recent transactions should be visible to the operator, and it should be possible to write
short notes (such as initials) on the audit roll.

05— X and Z Totals

The cash register should also be able to produce, printed out on a receipt and recorded on the audit
roll, two running totals:

o
)

IS)

= An “X reading”: the total rung through the till so far that day,

<
)

— A “Z reading”: the final total for the day.

¢

o The cash register should record both the date, and ideally the time, when both an X and Z
reading was taken. Each Z reading should also have a unique number, increasing by one from
the previous reading. After a Z reading is taken, this “zeros the till”, so a subsequent X reading
records only takings since the last Z reading.

<)
)

The above features have been available on tills for many years, and are not limited to modern
electronic models. Any till that does not have them should be replaced.

Till Management

One member of staff should be appointed as Supervisor of the till(s) in their area. This person should
be of senior status to the till operators, and should not usually work the tills themselves. A deputy
should be appointed to cover absences from annual leave, sickness etc.

The Supervisor should, as well as generally managing the operation of the tills, undertake such roles as
taking Z readings, cashing up and authorising refunds and “no-sales”.

Linking Staff to Transactions

Records should exist to show which member of staff used the till at a particular time and date and
ideally who undertook a particular transaction. How this is done depends on the sophistication of the
tills used.

In a traditional till, the member of staff on duty at the start of business should check that the till has
been zeroed (by taking an X reading), and sign the top of the audit roll. The till will have a key, and
whenever the employee is away from the till, even for a few seconds, it must be locked.

If the employee hands over the till to a colleague, an X reading should be taken and the two employees
sign the audit roll to mark the hand over. Ideally, the till should be cashed up whenever this happens.
Alternatively, a special form can be used to record when the till was handed over.

Where several employees use one till, it should be of sufficient sophistication that the person using the
till for a particular transaction is recorded on the audit roll. This can be done in several ways depending
on its design, for example by giving staff a personalised key that the till recognises.

Staff must never pass their key to another person without permission.

Cashing Up

This must be done as soon as possible after the close of business each day, although it may be done
more often or earlier if an outlet is very busy, or this is required for any other reason. The cashing-up
process will normally involve the following:
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office.

8.6.5.

8.6.6.

8.6.7.

8.6.8.

8.6.9.

8.7.

Section8: Cash Handling

Removal by the Supervisor of the cash drawer from the till to a secure place, ideally a dedicated cash

Taking of a Z reading by the Supervisor, and taking the Z receipt and the audit roll with the cash drawer.

Two members of staff should then count the takings, and reconcile them to the total received as
recorded by the Z reading and audit roll.

Financial Records

The actual and recorded takings, any discrepancy (“unders/overs”), and Z reading number (i.e. the
number of Z readings taken) should be recorded in a permanent register by a person independent of
the machine operator. The Z reading number should be checked against the previous day’s reading to
ensure that there is no gap. Both members of staff who counted the takings must sign the register.

Where takings are divided between cash, cheques and debit/credit cards, the total paid using the
various types of payment method should be recorded separately.

The register, Z reading receipt and audit roll should all be stored safely. These are permanent financial
records that must be retained for at least three years.

Discrepancies

Whenever discrepancies are found e.g. till shortages ("unders/overs"), or Z number discrepancies, the
member of staff should inform their line manager without delay. The line manager should inform the
head of their unit and the Director of Finance immediately should he/she have reasonable grounds to
suspect a financial irregularity, or fraud or that the incident is not isolated in nature.

Security
The takings must be kept in a secure, locked safe until collection by the Security Company, or
transportation to the Cashier’s Office.

Refunds and “No Sal e”

Each area should have a policy on refunds, but the basic rule is that a Supervisor must approve all
payments out of the till. All such payments must be recorded when made, and included in the
reconciliation at close of business. A record must also be made of any occasion when “no sale” is used
to open the till.

Deductions

With the exception of properly authorised refunds, no cash should be removed from the till at any
stage. Similarly, at the cashing-up stage, all takings must, without any deductions, be handed over to
the Security Company or transported to the Cash Office. The only exception is the till float, which should
equal that received at the start of business.

Cash must never be deducted to replenish a petty cash float, pay casual staff wages or for any other
purpose.

Petty Cash

Where a single item is for less than £20 it can be paid from departmental petty cash. The payment must
be supported by receipts or vouchers. Payments for casual work should be paid via the Finance
Department payroll section and not from petty cash. Reimbursement of eye test costs should be made
centrally after completion of the appropriate form. Add hocincome e.g. private telephone calls can be
paid in to the petty cash account where the individual item has a value of less than £5.00. Where the
payment is for more than £5.00 then it should be paid to the University cashier or paid directly in to the
bank.
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8.8.

8.8.1.

8.8.2.

Section8: Cash Handling

A record of expenditure should be kept in a bound book. Details recorded on the book should include:-

=
)

¢

- Name of staff member making the claim

=}
)

(‘
)

Date or reimbursement

o
)

(.
J

Amount

<t
)

C

— Brief description of the nature of the claim

Requisitions for reimbursement must be sent to the Director of Finance, together with appropriate
receipts or vouchers and the expenditure book. The expenditure book should be signed by the claimant
when a claim is made and by a member of the Finance Department staff when the claim is checked.
The amount claimed should be reconciled to the original advance on the claim form. Claims should be
submitted before the total amount held has been expended, in order to retain a working balance
pending receipt of the amount claimed. The claim form should be signed by one of the approved
departmental signatories.

The member of staff granted a float is personally responsible for its safe keeping. The petty cash box
must be kept locked in a secure place in compliance with the requirements of the institution’s insurers
when not in use, and will be subject to periodic checks by the head of department or another person
nominated by him or her. Staff are not allowed to “borrow” from petty cash either for their own use or
to fund other expenditure within the University.

Payment Card Industry Data Security Standards Compliance

Overview

3
)

oG~ The procedures outlined below deals with the controls required over the transmission,
processing, and storage of all data and information received in respect of all card receipts
accepted by the University.

[

=
)

= Please refer to the ‘Information Security Policy — Responsibilities of Staff’ at
http://www.aber.ac.uk/en/infocompliance/policies/securitystaff/

[

=
)

¢

— The management and control of data and information received in respect of cards at the
University involves departments and the Finance Department.

=
)

- Key controls for controlling card data are as follows:

¢

Receiving or obtaining card data

oG~ Card data should be received by appropriate methods only; preferably using face-to-face (chip
& pin) transactions, where the customer is present and able to enter their card details directly
into the card terminal; or via the online payments system.

]
)

¢

og— Receiving card payments, where the customer is not present, is discouraged, but if it is
necessary, the preferred method is to receive the card details by phone and enter them
immediately into the card terminal.

O~ Card details must never be sent by email or by other electronic method, or be entered into
any online payment system other than that approved by the University.

<t
)

[

- Telephone recording systems must not keep a record of card data e.g.eg on tape and must be
destroyed as soon as practicable or seek software to mask the card information.

=]
)

&)

— Do not request card data via whatever form by non-secure means i.e. internal mail or e-mail.
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8.8.3.

8.8.4.

8.8.5.

Section8: Cash Handling

Transmitting card data (to remotely held card terminals)

Where personal card data has to be transmitted (from order taking / receiving location to card
processing location), the card data must be recorded on ‘card authorisation forms’ and the
forms must be kept secure at all stages of the transmission, these forms should have the card
data shown at the bottom of the form where it can easily be removed and destroyed after
authorisation.

Sending card authorisation forms to the Central Cash Office must be by hand.

Where ‘card authorisation forms’ are to be transmitted to card terminals held in departments,
they must be hand delivered. Card data must be treated as if it were cash.

Do not transmit ‘card authorisation form’ data via email or any other electronic method, or
send the forms by internal or external post.

Storing card data

o5

Sensitive card data such as card numbers and start/expiry dates and the security number on
the back of payment cards must never be retained after being used for processing.

All records of card security details or authentication data must be destroyed. The bottom of
the ‘card authorisation form’, where such card details are recorded, must be cut off and
shredded or destroyed by other means.

No track data from the magnetic stripe, magnetic stripe image on the chip, or elsewhere (card
electronic data) must be stored.

The rest of the ‘card authorisation form’, and till rolls supporting card transactions, can be
stored, as long as they are held with access restricted to authorised personnel only, which
must be reported to the Finance Department.

All past records must be reviewed to ensure no card data has been held unless stored securely
with restricted access for specific needs as agreed by the Finance Department. If no such
agreement is in place then please seek guidance immediately.

Card data received and processed online

oF—

Only the University approved online payment facility must be used for payment by card online.
EPOS systems must be compliant with PCI DSS requirements and this policy, where applicable.

Do not transmit card data over the University network.
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Section 9: Disposal of Fixed Assets

9. Section 9: Disposal of Fixed Asset Policy
PRINCIPLES AND POLICY FOR DISPOSAL OF FIXED ASSETS (including Obsolete Equipment)

9.1.

Purpose:

The purpose of this policy is to lay out the requirements for disposing of University assets under a holistic

framework and ensure that the University obtains best value. Linking disposals with the capital investment

strategy and requirements from endowment and grant restrictions will mean that the University portfolio of

assets will remain refreshed and viable.

9.2.

9.2.1.

b)

9.2.2.
a)

b)

General principles

Fixed asset use

Assets will have been procured for the University’s benefit for use over a multi-year period and it is
important that the assets should be maintained and insured during their period of tenure with the
University. The University should not carry assets which are no longer useful as maintenance, risk and
insurance add to avoidable costs.

Fixed Assets that are no longer required by the University should be reported to the Finance
Department for possible disposal. Disposals should be made expeditiously in line with this policy.

Disposal principle
Surplus Fixed Assets - Surplus fixed assets that are no longer required by the University should either
be:-

9 Disposed of. Where an asset has economic value appropriate third party valuation(s) are
required with oversight required for high value, endowment and research assets.

9 Designated as Investment fixed assets and held on the balance sheet for future purposes. The
University will keep a separate list of Investment assets which are not necessarily used on a
day to day basis.

Note: Before disposal, the Head of department must make a judgement that the asset cannot be
redeployed. In order to make the judgement it is advised that the asset is advertised for redeployment
via the Warp-it platform (internal platform) for up to 6 months.

Unusable Fixed assets — Fixed assets that are no longer functional, are not fit for purpose and are
beyond repair must be disposed of to avoid maintenance and hazard problems.
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9.2.3.
a)
1
1
1
9.2.4.
a)
b)
c)
9.2.5.
a)
b)
c)
d)
9.2.6.
a)
b)
9.2.7.
a)

Section 9: Disposal of Fixed Assets

Disposal Due Diligence
In determining if an asset is appropriate for disposal, appropriate due diligence is required. Generally
the three areas of attention are:-

University Land and Buildings — which may come with restrictive covenants
Research Fixed Assets — that will come with grant conditions
Other General Fixed Assets — that have restrictions (such as motor vehicles).

Lost, stolen and destroyed assets:
Lost, stolen and destroyed assets must be reported on the ‘disposal of equipment’ form (Appendix
1.1), following which the Fixed Asset Register (“FAR”) will be updated.

The budget holder must report these to the insurance officer in the Finance Department.

In the case of stolen assets, the custodian/budget holder is also responsible for contacting Security in
Campus Services who will report the stolen item to the Police. The Police will provide a file number
and/or a police report. When recording the disposal of the stolen asset, you must include the police
report number in the reference field of the disposal form.

Sale Proceeds

Sale proceeds less selling costs for land and buildings and endowable assets will be recorded to
specific Council agreed Capital projects if approved in advance in the disposal strategy. Otherwise the
sale proceeds will be designated in the General funds for future use on Council agreed capital
projects.

The profit or loss on the sale of research equipment will be recorded to the department that owned
the asset. The profit or loss is calculated as the sale proceeds less selling costs less the remaining book
value of the asset for research equipment

Other sale proceeds will be recorded to University general funds.

Where the sale involves trade-in for new equipment, this must be reported on the ‘disposal of
equipment’ form (Appendix 1.1), following which the FAR will be updated.

Accounting responsibilities
Department heads and Institute directors will be responsible for supplying data to the Finance
Department on the templates set out in Appendix 1.1 and Appendix 1.2.

The Finance Department will calculate the value of the profit or loss on disposal.

Reviews

Details of Fixed Assets which are no longer useful to the department should be provided to the
Finance Department and also recorded on the Warp-It platform.

b) The Exec and Institute Directors will review the list of disposal assets twice a year.

c) The FSC will review the list of disposal assets on an annual basis.
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9.3.
a)

b)

9.3.1.
a)

b)

9.3.2.
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9.3.3.

a)

b)

Section 9: Disposal of Fixed Assets

Land and Buildings

The Director of Estates who is responsible for maintaining the University’s register of land, buildings
and fixed plant and machinery is responsible for maintaining lists of assets to be disposed of and
investment assets.

The Authority Matrix states that the disposal of any property, or interest therein, must be approved by
the Council of the University on recommendation from the Finance and Strategy Committee.

Appropriate due diligence is needed to comply with exchequer interest (e.g. funding grants) and
endowment restrictions.

Identifying Assets for Disposal
Land and Buildings should be identified for disposal as part of the capital planning horizon. This process
is owned and managed by the Director of Estates and reported annually in the budget cycle.

The Director of Estates must gain approval by the Executive and the Council for lists of land and
buildings identified for possible disposal and investment fixed assets.

Disposal Strategy
The Estates Department must determine a clear and robust disposal strategy for each asset to be
disposed of. The resultant strategy should include a consideration of the following:-

The most appropriate disposal option (private treaty, tender, auction etc.)
Identifying the value of the disposal

Identifying marketing and advertising avenues

Due diligence

Timing

Disposal Options
The default options are a) Formal Tender and b) Sale by Agent. A full tender process must be
completed or a building must be held for sale with an agent for 9 months before options c) Public
auction and d) Negotiated Tender are permitted. In exceptional circumstances, option e) sale by
private treaty can be used. If option e) is taken, the robust justification should be documented on the
Fixed Asset disposal form (Appendix 1.1).

Sealed bid processThis is the expected method of disposal. It involves the sale of land/property by
a process of public advert and sealed bids submitted by a given date. This is a suitable mechanism
where the land / property is related to identified development proposals. Sealed bids must be opened
in the presence of at least two members of the Executive Team.

Sale by Agent This involves making a building available for sale through a Real estate agent. This is a
suitable method where there is a ready market for the buildings made available for sale.

Public Auction- a sale of land/property by open auction available to anyone. The sale will be publicly
advertised in advance. A binding legal agreement is created upon the acceptance of a bid by the
auctioneer. Reasons justifying sale by this method and how the reserve price is determined must be
recorded in writing. This process is best for assets of a specialised nature that have been placed for sale
for some time with limited interest and need to be sold within a particular timeframe to release capital.
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d)

9.34.
a)

b)

Section 9: Disposal of Fixed Assets

Informal Negotiated Tender a transaction involving a public advert that requests informal offers or
bids that meet a given specification or set of objectives. The University may then negotiate further or
more detailed terms with one or more individuals who submitted the most advantageous bid or bids.

Private Treaty- a sale of land/property negotiated with one or a small number of interested parties
either through a direct approach from an individual(s) or through a marketing exercise.

In order to use option e) robust justification is required. Examples are:-
9 theland to be disposed of is relatively small in size and an adjoining or closely located landowner
is the only potential or likely purchaser;

9 The nature of the University’s land ownership and that of the surrounding land ownership is such
that the land must be sold to adjoining or surrounding landowners if best consideration is to be
obtained.

Valuing the disposal

Two external valuers should provide realistic valuations of the Aberystwyth University interest in a
land or building before it is disposed. Three valuations are required if the difference between the
valuations is greater than 10%

This will apply even for disposals by means of formal tender, sealed bids or auction.

The terms of sale for land and buildings should include consideration of clauses relating to the share
of profit from future sales of the assets and their duration.

39



9.3.5.
a)

b)

d)

9.3.6.
a)

Section 9: Disposal of Fixed Assets

Due Diligence
The Director of Estates should carry out early due diligence on land/building identified as a possible
disposal candidate in order to properly assess the likelihood of and business case for disposal.

This review must examine whether there are any covenants on the use of any land and buildings
proposed for disposal.

Endowment Land and Buildings are subject to a greater level of scrutiny than other University owned
Land and Buildings. These assets were generally provided to the University under specific conditions
expressed by the donors. The Estates Department must examine whether there are any covenants on
these assets. In particular, for endowment assets:-

T A disposal can only occur if it is permitted under the original covenants and any conditions noted
must be adhered to.

T In the event where covenants are not known or are ambiguous (largely through the passage of
time) legal advice is mandatory.

T A specific separate Endowment Fixed Asset disposal form (Appendix 1.2) must be completed in
addition the ordinary Fixed Asset disposal form (Appendix 1.1). This form must be approved by
both the Finance Director and Vice Chancellor.

T The disposal of any endowment land and building, or interest therein, must be approved by the
Council of the University on recommendation from the Finance and Strategy Committee.

The Estates Department should complete a due diligence check list for all land and buildings prior to
sale. Please see Appendix 1.3 for the issues to be considered in this checklist.

Timing

The timing of any marketing/disposals will need to be considered by the Director of Estates against the
background of the current market conditions, potential for the site value to increase in the future,
whether there is a need to raise capital receipts and current planning policies.

The timing will also need to consider the impact on the local market prices if a number of assets were
to be made available for sale at the same time.
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9.4.
a)

b)

9.4.1.
a)

b)

9.4.2.

Section 9: Disposal of Fixed Assets

Fixtures, Fittings, Plant, Machinery and Equipment and furniture
Head of Departments are responsible for maintaining a list of assets in their department and for
identifying surplus assets suitable for disposal.

There are special conditions for disposing of the following equipment

IT equipment

Waste Electronic Equipment
Research Equipment

Motor Vehicles

= =4 —a -2

The Fixed Asset disposal form (Appendix 1.1) must be completed and sent to finance for all assets
disposed, whether those assets are obsolete, sold, redeployed internally, part exchanged or disposed
through any other method.

Identifying Assets for Disposal

Head of Departments should record viable Fixed Assets which are no longer useful to their department
on the Warp-It platform. It is policy, whenever practicable, to redeploy functioning furniture and
equipment within the University. tems must be advertised on the Warp-it platform for a maximum of
6 months.

Assets which are no longer functioning or at a level which is prohibitively expensive to maintain must
be disposed.

As part of the periodic update of the register of assets, any assets which are no longer being used should
be identified and disposed of.

Disposals Strategy

9.4.2.1. Obsolete Assets

a)

Can be scrapped subject to the approval of the appropriate signing authority as defined in the
authorisation matrix in section 6.

9.4.2.2. Viable Assets

a)

b)

Redeployment
Viable assets must be made available for redeployment via Warp-it prior to being advertised for sale.
Items must be made available on Warp-it for up to 6 months.

Assets will be redeployed on a first come first serve basis.

Redeployment must be approved by completion of the Fixed Asset Disposal Form in Appendix 1.1.
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9.4.3.
a)

b)

d)

Section 9: Disposal of Fixed Assets

Disposal Options (Viable Assets)
Where redeployment is not possible, the asset must be advertised for sale/disposal subject to
appropriate approvals as noted in the Authorisation Matrix (9.6. Authorisation Matrix)

The preferred options for disposing an asset are:-

T via advert for sale in a trade or other relevant journal with an invitation to bid using the form in
Appendix 1.5; or
q via an internet auction site.

It is also acceptable for the Head of Department to approach potential customers who may be
interested in purchasing the asset. In this case, the Head of Department must approach at least 6
potential customers.

At least two bids should be obtained for all assets with value in excess of £5,000. If the department
has only received one bid or part exchange offer, the department must also obtain an independent
valuer’s report.

Care must be taken to ensure that the recipient is aware that the University makes no guarantee as to
the safety, suitability or performance of this equipment and has no further responsibility towards the
maintenance or upkeep of the equipment. The following form of words has been approved by the
University Legal Advisor: Buyers are advised to inspect the goods in order to satisfy themselves,
specifically with regard to safety and as to the fitness for purpose of the equipment. Whilst the
Aberystwyth University has made reasonable efforts to ensure the safety of the equipment, it makes
no guarantee as to the safety, suitability or performance of this equipment and will accept no
responsibility for injury, damage or loss relating to the supply or operation of the equipment, save for
death or personal injury caused by negligence or for fraud.
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9.4.4.
a)

b)

d)

e)

9.4.5.

b)

d)

Section 9: Disposal of Fixed Assets

Valuing the disposal

The Head of Department responsible for the disposal should obtain an expected value for the asset
before inviting bids. This may be achieved by engaging a valuer, consulting the original manufacturer,
consulting auction sites, consulting trade journals.

If no external data is available, the book depreciated asset value is to be used as the initial expected
value for the asset.

The Head of Department must obtain a valuation from an appropriate valuer when

 the net book value is more than £50,000; or
9 the anticipated sale price is more than £50,000.

Fixed assets should not be sold at a value more than 10% below the expected value of the asset.

An asset must never be divided artificially so that individually each part falls below the £5,000
valuation limit quoted above.

Due Diligence

Before disposing of an asset that has been purchased using grant funding, the Head of Department
must contact the Research, Business and Innovation Office (“RBI”) to obtain the grant terms and
conditions. The Head of RBI must confirm that there are no clawback issues arising from the disposal
of the asset.

Before disposing of an endowment owned equipment, the Head of Department must contact the
Finance Department to obtain the endowment terms and conditions. The Finance Director must
authorise the proposal. See also section 3.5 c) for procedures to follow in relation to endowment assets.

Appropriate due diligence is needed to comply with exchequer interest (e.g. funding grants) and
endowment restrictions.

If no such record is available, then it is recommended that the item be inspected by the original
manufacturer/supplier (or designated agent) and certified as "safe". It should be noted that any
associated costs must be borne by the seller.

It is the responsibility of Heads of Departments to check the ownership of any asset which they wish to
dispose of. This may be particularly important if an item of equipment is jointly held between
Departments or Institutes. The ownership of grant funded assets and any sale restrictions imposed by
the funding body must also be confirmed.
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9.5.

9.5.1.
a)

b)
9.5.1.1.

a)

b)

9.5.1.2.
a)

b)

9.5.1.3.
a)

Section 9: Disposal of Fixed Assets

Specific Asset Guidance

IT Equipment and Data Storage Media

The University has legal obligations to ensure that all computers, IT equipment, and data storage media
(e.g. USB drives, DVDs, CDs, tapes, hard drives etc.) including the data and software held upon such
equipment, are disposed of appropriately and legally. Equipment must be disposed of in line with the
EU Waste Electrical and Electronic Equipment (WEEE) Directive; data in line with the Data Protection
Act 1998, the University’s Data Protection Policy and information security considerations of the
University; and software in line with copyright legislation and software licensing provisions. To this end,
members of the University must follow this policy for re-use and disposal of computers and IT
equipment.

For further advice on following this directive assistance can be given by the Information Services.

Data removal or transfer
The removal and destruction of data prior to disposal is the responsibility of the Head of Department
to whom the computer or data storage media belongs. IS can advise / assist in this process.

The Head of Department must ensure that the disposal meet the requirements of Confidentiality
Agreements, Third Party Contracts, the Data Protection and Copyright, Designs & Patents Acts and
commercial sensitivity.

Before wiping a hard drive the department must consider how long the data on it should be retained
and ensure that any data to be retained is transferred to a secure location.

Software removal or transfer
The Head of Department is responsible for ensuring that all software on hard disk drives has been
identified and erased to ensure that the University complies with its Software Licence Agreements.

Only those items of software may be retained for which the University holds a licence and where that
licence is being transferred to a new user within the University; all other items of software must be
removed.

If software is transferred to a new user within the University, Software licence records held by IS must
be updated accordingly and licence paperwork transferred appropriately. Under no account should any
University-licensed software be distributed to a third party.

Scrapping of Infrastructure Hardware

Equipment such as servers, central storage / backup devices and network equipment; should be
scrapped using the external disposal service co-ordinated by Information Services. This service provides
for the secure destruction of equipment to a state where data recovery would be impossible, and
provides the required records to the University in order to evidence the process. Prior removal of data
and software is therefore not essential.
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9.5.2.
a)

b)

d)

9.5.3.
a)

b)

d)

9.5.4.
a)

b)

Section 9: Disposal of Fixed Assets

Waste Electrical and Electronic Equipment

There are specific government regulations relating to the disposal of Waste Electrical and Electronic
Equipment (WEEE). When disposing of any such equipment, departments should refer to health
safety and environmental guidelines on the Health, Safety and Environment website.

For further advice on following this directive assistance can be given by the Head of the Health, Safety
and Environment Office.

In particular ensure all Refrigerators, Freezers and other waster electrical and electronic equipment
have been decontaminated using an appropriate approved University Health, Safety and Environment
procedure.

Prior to making a sale of any electrical and/or mechanical equipment the University Health Safety &
Environment Office must be consulted. The piece of equipment may needs to be checked before sale
or donation to third parties and provided with either a certificate that it is safe to use OR a note
describing what safety flaws it has and what will be required to bring it up to current standards.

Research Fixed Asset Disposal Policy:
It is the responsibility of Institute Directors to appraise and sign-off any disposal of Research Assets
within their institute. This may be particularly important if an item of equipment is jointly held between
Departments or Institutes. The ownership of grant funded assets and any sale restrictions imposed by
the funding body must also be confirmed

Conditions of the research grant are paramount and must be adhered to.

In the case of Senior Researchers leaving the University to take up posts in other universities where
their research will continue, it is permissible, subject to agreement with the Head of
Department/Accountable Budget Controller, and the conditions of the research grant which funded the
equipment that their research equipment can be taken with them. If this involves the transfer of
computer equipment, arrangements must be made to remove any software which is licensed to the
University, prior to the item being removed. The University will not be pay for any transfer and
decommissioning cost.

Any assets lent to another HE institution should be done so under their insurance, noting that any
damage must be reimbursed.

Motor vehicles
Early termination of a lease vehicle requires sign-off by the Pro Vice Chancellor. Any costs will be
recharged to the department.

Purchase of an existing lease car - VAT and corporation tax regulations do not allow Aberystwyth
University to purchase existing lease cars. Purchase of a lease car by an individual is subject to approval
by the Finance Director; reallocation opportunities will be assessed before authorising any purchase.

The responsible Head of Department must provide DVLA with an update on disposal of any motor
vehicles under their charge.
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Section 9: Disposal of Fixed Assets

9.5.5. Office Furniture

a)

9.6.

Surplus furniture should be offered to Campus Services (House Services) who shall be responsible for

disposal or reallocation.

Authorisation Matrix

The values noted below represent the higher of either the remaining net book value of the asset or the market

price. The values noted below exclude VAT.

Fixtures, Fittings,

Land and Endowment Plant, Machinery and

Buildings Asset Equipment
Head of Department - - £0-£4,999
Accountable Budget Controller - - £5,000 - £49,999
Vice Chancellor and Exec - - £50,000 - £249,999
Council Any value Any value above £250,000

In the case of higher value disposals, each authoriser level up to the highest required authoriser level should
sign to confirm that they authorise the disposal. For example in the case of a £60,000 disposal, both Head of
Department and the Accountable Budget Controller should authorise the disposal.

Additional approvals required
Research Equipment Relevant Institute Director

IT hardware Director of IS
Waste Electrical and

. . Director of the Health, Safety & Environment Department
Electronic Equipment

9.7. Definitions
Asset disposal — A transfer of an asset out of Aberystwyth University ownership and control is a
disposal
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10.

10.1.

10.1.1.

10.1.2.

10.2.

10.2.1.

10.2.2.

10.3.

10.3.1.

10.3.2.

10.3.3.

Section D: Gifts & Hospitality

Section 10: Gifts & Hospitality Policy
Introduction

This policy sets out the University’s expectations of its staff and members of Council and other committees on the
giving and receiving of gifts and hospitality. The policy should be read in conjunction with the Guidelines to the
Bribery Act 2010 which can be found on the Ministry of Justice website, and AU’s Anti-Bribery Policy. In principle,
university staff members and officers are not allowed to accept any hospitality.

Staff should be aware that this is an area where perception is almost always more important than fact. The
acceptance of gifts and excessive hospitality can cause damage to the University’s reputation and may lead to
prosecution under the Bribery Act 2010. This policy seeks to protect staff from the suspicion of dishonesty as well as
from the perception that their decision-making may have been influenced as a result of the acceptance or provision of
gifts or hospitality. By doing so, the policy aims to ensure staff are free from any conflict of interest.

Definitions

Gifts are items or services given or received to an individual for which no payment has been made in return or where
the item or service has been accepted or provided at a level clearly below an appropriate market value.

Hospitality can be defined as any food, drink, accommodation or entertainment which has been provided either
without charge or at a heavily discounted rate.

Principles

No staff or members of the University Council or committees must accept, solicit or offer any personal benefit as an
inducement or reward for taking specific action or for showing favour or disfavour to any other person. This includes
the acceptance or solicitation of benefits on behalf of other related parties, such as partners, spouses, other family
members or colleagues.

Before accepting small unsolicited gifts or other benefits, staff should determine that acceptance:

=
)

— does not place them in a position where their integrity or professionalism may be called into question.

[

=}
)]

< 1
)]

bears no direct or perceptible indirect link to any formal procurement process for goods or services

S
)]

- does not create a specific or general obligation which the member of staff or the University is required to
fulfil.

[

=
)]

— does not constitute an actual or perceived inducement in respect of a decision that the University must take.

&

These principles notwithstanding, the University accepts that there may be circumstances where the unsolicited
acceptance of gifts or hospitality will be appropriate, or indeed where declining such gifts or hospitality may cause
offence that is detrimental to the University’s interests.

a7


http://www.justice.gov.uk/legislation/bribery

10.3.4.

10.3.5.

10.3.6.

10.4.

10.4.1.

10.4.2.

10.4.3.

10.4.4.

10.4.5.

10.4.6.

10.4.7.

Section D: Gifts & Hospitality

The University expects its staff and also the members of the University Council to exercise the utmost care when
being offered gifts and hospitality when on University business. In particular, care should be taken when being offered
a gift or hospitality from a person who, or organization which, has or hopes to have a contract with the University.
Additionally, staff should take special care when being offered gifts or hospitality from a person who, or an
organization which, might be perceived to be seeking to gain academic advantage or influence. This will include, but is
not limited to, such circumstances as acceptance onto a programme of study, assessing a student’s work, or the
interpretation or provision of favourable research results.

If, having previously accepted a gift a member of staff finds him or herself in a position where a decision might be
construed as having been influenced by the acceptance of that gift the resulting conflict of interest must be declared
to the Director of Finance as soon as possible.

The guiding principle is that the gift should be proportionate and appropriate to the circumstances in which it is
offered or received. Staff should at all times avoid the risk of accepting or providing gifts which might be perceived as
immoderate, excessive or extravagant, whether by members of the University or the public.

Guidance

General

Before accepting unsolicited gifts or other benefits and irrespective of the guidance given below, staff have a personal
responsibility to consider in every case whether acceptance might put them in breach of the principles outlined
above. Where this is, or may be perceived to be the case, staff should politely decline.

Receiving Gifts

Staff may accept gifts of low intrinsic value (generally taken to be below £30), such as tokens of gratitude;
promotional and corporate gifts bearing the institutional or organisational logo or name of the giver; or books
(including e-books) from publishers to academic staff where the books are relevant to the academic and/or
professional interests of the staff concerned.

Gifts of greater than low intrinsic value should on the whole be declined or returned. All such gifts, whether declined
or accepted, must be reported to the Senior Budget Manager and be entered into a Register of Gifts & Hospitality (see
below). Senior Budget Managers must report such gifts to the Director of Finance.

Advice on whether a gift of greater than low intrinsic value can be accepted should be sought in the first instance
from the relevant Senior Budget Manager who should refer the matter to their Accountable Budget Manager if they
consider it appropriate to do so.

Gifts of greater than low intrinsic value that are nevertheless accepted should normally be regarded as the property
of the University and used or retained accordingly.

Gifts of money (or monetary instruments) to staff should never be accepted regardless of amount. Gifts of money to
the University should be received only if they are clearly charitable donations, co-ordinated through the Director of
Development and Alumni Relations.

Staff are wholly responsible for any tax implications that may be associated with the receipt of personal gifts or other
benefits, including any responsibility for reporting them to HMRC.
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10.5.

10.5.1.

10.5.2.

10.5.3.

10.5.4.

10.5.5.

10.5.6.

10.5.7.

10.5.8.

10.6.

10.6.1.

10.6.2.

10.6.3.

Section D: Gifts & Hospitality

Providing Gifts or Hospitality

Business gifts, including hospitality, may on occasion be provided by the University. This would normally be
acceptable in circumstances where external or international visits take place and gifts are exchanged as a means of
cementing goodwill, or as tokens of gratitude.

In this regard, gifts should normally be of a type and value which fall within the guidance set out above for the
acceptance of gifts, and especially in accordance with the description given at paragraph 10.4.2.

Hospitality provided to external visitors should likewise fall within the description set out above for the receipt of
hospitality.

Where gifts or hospitality are offered that fall outside the definitions and scope of the above principles and guidance,
these must be entered into a Register of Gifts.

University funds shall not normally be used to purchase gifts or provide benefits in kind to members and former
members of staff. In exceptional circumstances, such as retirement after long service, Senior Budget Managers
may authorise appropriate levels of expenditure if previously agreed with the Director of Finance.

Goods, services, vouchers, payments, etc. received from suppliers or agents (other than goods officially ordered)
shall be declared to Senior Budget Manager who will maintain records. This rule is waived in respect of small
items, such as diaries, provided that they have a value not exceeding £30.

The Director of Finance shall maintain a register of notified hospitality and shall require each Head of Department to
keep such a register and provide an annual return to the Director of Finance.

Staff are reminded of the need to be mindful of the provisions of the Bribery Act and to take account of the
University’s policies and procedures relating to this.

Register of Gifts

In the interests of transparency, Senior Budget Managers, Pro Vice Chancellors and the Vice Chancellor must ensure
that local Registers of Gifts are kept within their areas of responsibility.

Each Register should record the following:

og— Description and Nature of gift;

2

Whether the gift was received or provided by a member of the University;

}

Value or estimated value;

=
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Name of individual/company providing the gift;

S
)
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)

Whether the gift was accepted or declined;

=
)]

< T
J

Date of receipt;

S
)

— Name of individual/company who received the gift, and if a University employee, whether personally or on
behalf of the University;

[

S
)]

- The circumstances within which the gift was offered.

[

In the case of members of the University Council, gifts should be recorded by the Clerk to the Council in the Register

held by the Vice-Chancellor’s Office
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Section D: Gifts & Hospitality

10.6.4. Each local register shall be reported annually, or on request, to the Director of Finance for onward reporting to the

10.6.5.

University Audit and Risk Committee, as appropriate.

Failure to declare gifts or failure to include them on a timely basis on the Register of Gifts & Hospitality may
constitute misconduct, particularly where acceptance or provision of such gifts calls into question the integrity of the
individual receiving or offering such gifts or where as a result the University is brought into disrepute.

Recipient/ Provider

Who to report to

Staff within Departments
Senior Budget Managers

Institute Directors, Heads of Departments & Pro
Vice Chancellors

Independent members of Council

Vice Chancellor

Senior Budget Managers
Line-Manager or Director of Finance

Director of Finance

Clerk to the Council

Chair of Council
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ABERYSTWYTH UNIVERSITY

REGISTER OF GIFTS & HOSPITALITY

Section 10: Gifts & Hospitality

(including date)

offer

Name of Job title and Description of | Name of Circumstanceg Estimated Accepted/ Date of Approved by

Employee Department Gift/ Hospitality | External under which | Value Declined Notification and date(where

(recipient) received / Organisation offer was appropriate)
offered that made the made
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Section 10: Gifts & Hospitality

Form for Receipt of Offers of Gifts or Hospitality

All Offers (whether accepted or refused) of Gifts or Hospitality

Name of Employee (Recipient)

Job Title and Department

Description of Gift/ Hospitality Offered (including Date
Received/ Date Offered)

Name and Address of the External Organisation that
has made the Offer

Relationship to the Company and circumstances under
which Offer was made

Estimated Value

Accepted/ Declined

Reason for Acceptance/ Decline

Employees Signature

Date of Notification

Acceptance of Offers of Non Trivial Gifts or Hospitality

HOD or R&S Comments

HOD or R&S Signature confirming receipt of Gift/
Hospitality in accordance with Policy
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Section 11: Execution of documents on behalf of Aberystwighiversity

11. Sectionll: Execution of documents on behalf of Aberystwyth University
All documents to be executed as deeds shall be affixed with the University’s Common Seal in line with the
procedures outlined at Ordinance 16 (“The Council: Custody and Use of the Common Seal”).

Such documents shall include agreements relating to property purchase, sale, lease, and rental transactions;
warranties; consortium and framework access agreements; legally-binding Memoranda of Agreement; and
Power of Attorney.

Individuals are encouraged to seek advice from the University Secretary, as Clerk to the Council, where they
are uncertain whether or not a document should be executed as a deed.

Any documents which do not need to be executed as deeds may be signed on behalf of Aberystwyth
University by the appropriate individual, as outlined in Appendix B of the Financial Regulations — Secondary
Delegations.
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Section 12: Approvabf Fferm Penglais rent increases

12. Section 12: Approval offerm Penglais annuaént increases

12.1.1. The payments made to Balfour Beatty and Legal and General are subject to annual RPI increase in August based on
the RPl in June each year. The rents charged to students for renting the Fferm Penglais farms are subject to annual
increases at a rate specified by the University.

12.1.2. The long term nature of this contract means that failure to match increases in student room rents can have a multi
million pound impact on the overall financial performance of Fferm Penglais over the full life of the development.
Increases in the costs paid to Balfour Beatty and to Legal and General must be approved using the form in section
17.1.

12.1.3. The form must be approved according to the general University Authorisation Matrix, for example changes to the net

present value for the project in excess of £2.5m must be approved by Council.

54



Section B: Project Authorisations

13. Section 13: ProjecAuthorisations

13.1. Project authorisations

13.1.1. The University may commit to a number of new projects during a year.

Type of projects

Description

Finance Support
provided by

Research Grants

Commercial Research
Contracts

Earmarked Revenue
Grants
New Collaborative

Arrangements

Other projects

Capital Projects

Grants to support research activities at the
University. Provided by Research Funding
Organisations or charities, these do not generally
cover the Full Economic Cost of delivery.

Commercial research contracts that cover at least
100% of the Full Economic Cost of delivery.

Grants from Government bodies that generally cover
only the direct costs associated with a particular
initiative.

These may include franchises, joint degree courses,
exchange partnerships, or partnerships designed to
increase recruitment.

These new projects are proposed through the

International and Collaborative Provision Committee.

e.g. Major initiatives to develop a new tuition
product or to enter a new market, or a significant
new student marketing or recruitment initiative.

Major building, renovation or equipment purchase
projects. These may be funded by grants from
Government bodies or Research Funding
Organisations that cover only the initial building or
acquisition costs of equipment or land and buildings.

Research Finance

Research Finance

Financial Planning and
Analysis (FP&A) team.

Financial Planning and

Analysis (FP&A) team.

Financial Planning and

Analysis (FP&A) team.

Financial Planning and
Analysis (FP&A) team.

13.1.2. Responsibility for obtaining appropriate authorisation lies with the project manager. The project

manager is encouraged to engage with the relevant financial support team early in the process in order

to ensure that relevant due diligence can be undertaken in a timely manner.

13.2. Research projects, commercial research contracts and research related projects

13.2.1. The process for preparing and submitting research projects is managed by the Research, Business and

Innovation department.

13.2.2. The Research Finance team support the financial analysis of research projects and the Principle

Investigator or Project Manager should contact Research Finance to provide support for the financial

analysis.

13.2.3. The grant application process is summarised within the following flowchart.
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Grant
Application
Process

Section B: Project Authorisations

Non Academic
Partners

Academic
E RDO/EDO
\'4 '

---31 Projectidea [<---'

¥

RDO = Research Development Officer

EDO = European Development Officer

Academic
Proposal Development

(with support of RDO/EDOQ)

Research Programme
Implementation
Dissemination

Prepare:
Costing (fEC Sheet)

Ethics — Data Management Plan

A

Checks:

Sign (RG

(RDO/EDO/ Research Grants)

Sanity check
Proposal Structure
Project Costs

1) Pink form

Impact (RG1) Pink form
lustification of Resources JES/eGap (if appropriate)
3 weeks to deadline
Submit draft proposal
v v
RBI Academic Department

Peer review:
Research quality

(via Director of Research)

v

Institute Director (or nominees)

Sign (RG1) Pink form

5 working ays to deadline

Submit signed Pink form, fEC sheet and Peer Reviewed Case for Support to Research Grants

Submission

v

Application Recorded

Contact drbi@aber.ac.uk

Submit a draft of your proposal to the RBI and for peer review 3 weeks before the deadline. You must submit all paperwork
and have completed peer review at least 5 working days before the deadline (as recommended by RCUK). We cannot
guarantee to process applications submitted closer to the deadline.
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Section B: Project Authorisations

Authority Matrix for Research Projects

13.2.4. The following table sets out the authorisation levels for each project. The authorisation is based on the
loss made on the project compared to the Full Economic Cost (“FEC”) value of the project.

Total project loss Authorised Signatory Supporting Documents
compared to FEC
>£2.5m Chair of Aberystwyth University Council Project Financial Approval
(or VC with minuted Council approval) Form RG1
Proposal

Full Economic Costing Form

fim-£2.5m Chair of Aberystwyth University FSC Project Financial Approval
(or VC with minuted FSC approval) Form RG1
Proposal

Full Economic Costing Form

£250k - £1m Aberystwyth University PVC for Research Form RG1
Proposal
Full Economic Costing Form

£50k - £250k Institute Director Form RG1
Proposal
Full Economic Costing Form

£10k - £50k Institute Director Form RG1
Proposal
Full Economic Costing Form

13.2.5. The Project Financial Approval form is available in section 18.1. Form RG1 and the Full Economic
Costing excel sheet are available on the following link https://www.aber.ac.uk/en/rbi/staff-

students/support/toolkit/

13.3. Earmarked Revenue Grants

13.3.1. Earmarked Revenue Grants generally only cover the direct costs associated with the project and do not
cover overhead costs such as building costs, professional service support costs, staff sickness etc.

13.3.2. In certain circumstances the University may choose to undertake Earmarked grants because they assist
the University to meet a strategic aim.
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Section B: Project Authorisations

Authority Matrix for Earmarked Grants

13.3.3. The following table sets out the required financial approval levels for Revenue Earmarked Grant
projects.

Project income  Approval authority Supporting Documents

>£2.5m Chair of Aberystwyth University Council Project Financial Approval
(or VC with minuted Council approval)

fim-£2.5m Chair of Aberystwyth University FSC Project Financial Approval
(or VC with minuted FSC approval)

£250k - £1m Aberystwyth University VC Project Financial Approval

£50k - £250k Accountable Budget Controllers Project Financial Approval
Director of Estates

£10k - £50k Senior Budget Managers -

13.3.4. The Project Financial Approval form is available in section 18.1.

13.3.5. FSC and Council approve a number of revenue earmarked grant projects as part of the Annual Budget
setting process. Further FSC and Council approval would not be required if FSC and Council have
already approved the project as part of the annual budget setting process

13.4. NewCollaborative and Partnership Arrangements

13.4.1. New partnership arrangements are managed by the International and Collaborative Provision
Committee (“ICPC”). The full process is shown on the Collaboration site.
https://www.aber.ac.uk/en/collaborative-provision/staff-info/the-approval-process/

13.4.2. As part of the approval process, a Financial Analysis must be completed for the following types of
collaborative activity:

o5 Articulation

o5— Credit bearing CPD
o5 Collaborative Degrees
55— Franchise

o5 Validation

13.4.3. Financial analyses may also be completed for other types of arrangements (e.g. Services Agreements)
at the request of the Committee

13.4.4. The financial arrangements of all collaborative and partnership arrangements must be fully costed and

accounted for accurately and fully, including provision for monitoring and external examining
arrangements, if relevant, before the Memorandum of Agreement can be signed and approved by
ICPC. An Excel template for the financial analysis is available on the following website (“Business Case
Template”). https://www.aber.ac.uk/en/collaborative-provision/staff-info/the-approval-

process/business-case/
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Section B: Project Authorisations

13.4.5. The financial analysis can happen in parallel with the development of the academic case for
collaborative provision. However, the QAA requires that the business and academic case for a
proposed collaborative arrangement are considered separately.

13.4.6. The Financial Analysis templates and the Project Financial Approval (Section 18.1) should be submitted
to Finance after an MOU has been signed. The decision taken by the Director of Finance and/or the
University’s Executive must be conveyed to the Collaboration Office in AQRO
(collaboration@aber.ac.uk) in order for it to be reported to ICPC.

Authorisation Matrix for New Collaborative arrangements

Annual income  Approval authority Supporting Documents
projection
>£2.5m Chair of Aberystwyth University Council Project Financial Approval

(or VC with minuted Council approval) Business Case Template / Other Financial Analyses
fim-£2.5m Chair of Aberystwyth University FSC Project Financial Approval

(or VC with minuted FSC approval) Business Case Template / Other Financial Analyses
£250k - £1m Aberystwyth University VC Project Financial Approval

Business Case Template / Other Financial Analyses

£50k - £250k Accountable Budget Controllers Project Financial Approval
Director of Estates Business Case Template / Other Financial Analyses
£10k - £50k Senior Budget Managers Business Case Template / Other Financial Analyses

The Project Financial Approval form is available in section 18.1.

13.5. Other Projects

13.5.1. The University will also undertake a number of significant projects every year. Business cases must be
created and reviewed for these projects if the annual cost to the University before any income received
exceeds £250k. Business cases are also encourages for smaller projects.

13.5.2. A template setting out the information required in the business case is included in section 18.2.
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Section 4: Capital Projects and Fixed Assets

14. Section 14: Capital Projects arftixed Assets

14.1. Definitions
05— Fixed asset An asset that is not consumed or sold during the normal course of business, such
as land, buildings, equipment, machinery, vehicles. Any asset expected to last, or be in use for,
more than one year is considered a fixed asset and has a cost over £10,000.

@— Tangible fixed asset A tangible fixed asset has physical substance (with the exception of
capitalised software) and:

0 is held by the University for use in the production or supply of goods and services, for
rental to others, or for administrative purposes;

0 is controlled by the University through custody or legal rights; has been acquired or
constructed with the intention of being used on a continuing basis; and

0 isnotintended for sale in the ordinary course of business.

o— Investment assets An asset that has been acquired or is being held by the University so that
it generates economic benefits in the form of surpluses or appreciation in the market value.

o— Capital expenditure The cost of acquiring, producing or enhancing fixed assets.

a5 Capital expenditure budget Section of the University’s annual budget that relates to
expected capital expenditure.

14.2. General Rules for Capital Expenditure Projects

14.2.1. Capital expenditure must be budgeted

All items of capital expenditure must be included in the annual budget and five year plan. Only in
exceptional circumstances will capital expenditure be approved when not previously included in the
annual budget.

14.2.2. Capital expenditure must be approved

The policy on capital expenditure approvals includes a sliding scale which details the person/body
who should approve individual capital expenditure projects.

14.2.3. A business case must be completed for all capital expenditure

The type of business case required for each type of capital expenditure e.g. outline proposal, simple
business case or full business case varies depending on the value of the spend. See section 19.5.

14.2.4. The University Estates Department must be involved in all Faculty building projects

The University Estates Department must be involved from the planning stage of all building projects
(including additions, enhancements and alterations). They will provide input with regards cost,
timings, etc.

14.2.5. The Health and Safety Department

The University Estates Department must be involved from the planning stage of all building projects
(including additions, enhancements and alterations). They will provide input with regards cost,
timings, etc.
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14.3.

Section 4: Capital Projects and Fixed Assets

Capital Spend Authority Matrix

The following table sets out the stages of expenditure approval.

Approves
1) Approving the capital budget. AU Council
2) Pre-procurement approvals Authority Matrix below
3) Approving contract / purchase orders and Authority Matrix below
contract signing
4) Authorising invoices for payment Senior Budget Manager
Contract Value Authorised Signatory Authorised Signatory Supporting Documents
(Within Budget) (Outside Budget)
>£2.5m Chair of Aberystwyth University Council Chair of Aberystwyth Capital Approval Form
(or VC with minuted Council approval) University Council Business Case
fim-£2.5m Chair of Aberystwyth University FSC Chair of Aberystwyth Capital Approval Form
(or VC with minuted FSC approval) University Council Business Case
£250k - £1m Aberystwyth University VC Chair of Aberystwyth Capital Approval Form
University Council
£50k - £250k Accountable Budget Controllers Aberystwyth University VC Capital Approval Form
Director of Estates
£10k - £50k Senior Budget Managers Aberystwyth University VC -
14.3.1. The University Chief Operating Officer is required to sign off on all Capital Expenditure greater than £50k
involving work to the University Estate.
14.3.2. The template for the Capital Approval Form (“CAF”) and the template is in section 19.5.
14.3.3. The template for the Business Case is included in section 18.2.
14.4. Capital Budget Process
14.4.1. All Institutes and Departments will make requests for capital expenditure during the annual planning
process and within the budget returns. This will include all equipment purchases, research or teaching
room investments.
14.4.2. The Estates Director is responsible for the costing of all building work and Estates will review all
refurbishment or reconfiguration requests made through the budget setting processes.
14.4.3. Cost estimates for equipment or furniture should be provided by the department making the request
to purchase capital assets.
14.4.4. After the capital budget has been approved by the Council, Heads of Department are permitted to

authorise budgeted capital expenditure plans up to £50,000 per project.
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14.5.

14.5.1.

14.5.2.

14.5.3.

14.5.4.

14.5.5.

14.6.

14.6.1.

14.6.2.

Section 4: Capital Projects and Fixed Assets

CapitalExpenditure Authorisation Process

For estimated spend greater than £50,000 (including VAT), a Capital Approval Form (“CAF”) will need to
be completed by the project manager or project proposer and signed by the individuals noted in the
Authority Matrix and returned to Finance before starting the procurement process.

For projects with estimated spend greater than £50,000 (including VAT), the project manager must
also:-
o5— consult with the Health and Safety department.

55— consult with the IS department if the project involves spend on IT equipment or infrastructure.
o5— ldentify any additional or ongoing training requirements.
The contract or purchase order will need to be signed by the individual noted in the Authority Matrix.

If the actual contract value is more than 5% higher than the values noted in the Capital Approval Form,
then the Capital Approval Form must be updated and approved again.

For all capital expenditure, a Capital Expenditure Record form should be completed at the time of
signing the contract or purchase order.

Variations and Overspend

If expenditure on any Capital Proposal is expected to exceed the approved amount on the Capital
Approval Form by more than 5%, a supplementary Capital Approval needs to be authorised (section
19.5.) Authorisation is required according to the levels set out within the Authorisation Matrix. Such a
proposal should be raised as soon as the likelihood of overspend is identified.

Contract variations are only permitted where they are catered for in the original contract. Such
variations should also be considered when originally valuing the contract (even if the variation may not
subsequently be adopted) to determine which financial procedures must be followed to award the
original contract. An existing contract should not be extended by more than 40% of its original value in
total.
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Section 4: Capital Projects and Fixed Assets

CapitalExpenditure Workflow

Requestor identifies need for capital expenditure

A 4

Requestor prepares cost estimate

A 4

£50,000 or under?

/\

Yes No
Complete EAF Above £250,0007?
v /\
Project in Capital Yes No
Budget?
A4 A4
Complete Outline Complete Outline
Yes No Business Case Business Case
v A y \ 4
Senior Budget Aberystwyth Aberystwyth Accountable Budget
. . . . Controll Director of
Managers University VC University VC E:)tr;t::; er / Director o

h 4
Above £1,000,0007?

- 4

Yes, above £2,500,000? No

Treasurer Approval

A 4

A

Send approved to Financial Accounts

A 4

Seek tenders
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14.8.1.

14.8.2.

14.8.3.

14.8.4.

14.8.5.

14.9.

14.9.1.

14.9.2.

Section 4: Capital Projects and Fixed Assets

Capitalisation criteria

Capital Expenditure Projects are broadly:
o5 Any individual piece of equipment, fixtures and fittings, or software costing more than £10,000

96— Land and building projects costing more than £25,000 (any projects below these values will be
classed as revenue)

The definition is, however, subjective and it is possible that projects above these thresholds (primarily
land & buildings) are not considered to be capital in nature but instead are classified as revenue. A key
factor in deciding the nature of a project is usually whether the project provides increased value to the
University rather than maintenance of value.

Further specific guidance on Capitalisation of Costs is provided in sections 19.1, 19.2 and 19.3.

The basis for accounting for property, plant, and equipment is cost on the date of the acquisition or at
fair market or appraised value on the date of the donation in the care of gifts.

When property, plan or equipment has been completed, the project manager / Principle Investigator
(or Head of Department if neither a project manager nor a Principle Investigator has been identified) is
responsible for submitting a Capital Expenditure Record form (section 19.4) to the Financial Accounting
team in the Finance Department.

Monitoring and Reporting

For each capital project, quarterly reporting will be undertaken by the Financial Planning and Analysis
team.

Project spend will be reported indicating any variances to forecast and the authorised project budget. If
an adverse spend greater than 5% of the total project cost is forecast, a supplementary CAF must be
prepared and authorised.
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Section 4: Capital Projects and Fixed Assets

14.10. Depreciation

14.10.1. The depreciation charge is designed to reflect that through usage the value of an asset is reduced. The
University’s general accounting policies on depreciation are as follows.

Asset Depreciation

Freehold Land Not depreciated

Leasehold Land Depreciated on straight line basis over the life of the lease
Freehold buildings Depreciated on a straight line basis over their expected useful lives

according to their constituent parts as follows:
I Longterm e.g. foundations & structure 40 to 60 years
T Medium Term e.g. services 10 to 30 years
9 Short Term e.g. internal fittings 5 to 10 years

Equipment (Non Research) Depreciated on a straight line basis over its expected useful life (generally
five years)
Equipment (Research Project) Depreciated on a straight line basis over the life of the project (generally

three years)

14.10.2. Depreciation is calculated monthly, commencing the month after the construction is completed and
brought into use.

14.10.3. How is the depreciation funded
@— Equipment — depreciation posted to the W/O attached to the invoice when originally entered
on to code 6130 unless otherwise specified by the financial planning & analysis accountant for
that department

o5— Land and Buildings — majority to estates unless for specific use i.e. dance rooms to Arts Centre,
Robotics workshop to HEFCW w/o as grant funded and Deferred Capital Grant against this

14.11. Revaluation and Impairment

14.11.1. The University has adopted a transitional arrangement policy on transition to FRS102. The University's
freehold property excluding Residences and other trading related buildings, were revalued as at 31 July
2014 on a one-off basis. These assets are carried at the 2014 valuation.

14.11.2. The Director of Estates will review the University land and buildings for indicators of impairment on an
annual basis at the year end.

14.11.3. If the University capitalises any expenditure on existing buildings, it undertakes a review of the carrying
value and the useful life of the building to ensure this is still appropriate.

14.12. Ongoing Maintenance

14.12.1. Departments are responsible for meeting the ongoing repairs and maintenance costs of equipment
from their annual budgets.

14.12.2. The Estates Department is responsible for arranging and delivering the ongoing planned maintenance
and reactive maintenance of the Aberystwyth University Estates.
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14.13. Responsibilities

14.13.1. Responsibilities of Departments

o5 The Principle Investigator or project manager (or Head of Department if neither has been
appointed) is responsible for ensuring that appropriate approvals are in place, before
committing the University to any spend on fixed assets (sections 14.5 and 19.5).

56— Ensure Capital Expenditure Record forms (section 19.4) are completed for all assets purchased
or acquired greater than £10,000 in value (including VAT) and submitted to Finance within one
month

55— Tag all assets with the Fixed Asset Register number provided by the Financial Accountancy
team

o5 Assist in keeping the Fixed Asset Register system up to date by informing the Financial
Accounting team of any movement of assets — room location, owner, obsolete etc.

o Carry out an annual physical inspection of assets.

o5— Assist Finance in random physical inspection of assets.

95— Ensure asset disposal procedures are followed.

56— Record asset transfer forms.

95— Ensure any removal of equipment by staff follow procedures.

o5— For capital projects spanning two or more financial years, the Project Manager will be
responsible for identifying the profiling of all costs across each of the financial years in
question.

14.13.2.Responsibilities of Finance

o Process equipment additions on a monthly basis and allocating each new asset an ID on the
fixed asset register (asset ID to be transferred onto an asset ID label and sent to relevant
department to attach to relevant asset)

o5 Send asset lists to departments annually for departments to identify any obsolete, sold,
damaged items or any additions which have not been previously identified.

55— Maintaining the Fixed Asset Register based on information provided by departments.

95— |dentify new assets by liaising with Estates Department on a quarterly basis. New buildings
are capitalised on completion.

oG— Ensure that ongoing work at the year-end is recorded as Work in Progress.
ot Depreciation processed on a monthly basis before the ledger closes
og— Asset register is reconciled to the general ledger twice a year

o5~ New assets such as property, boats, vehicles are notified to UMAL (AU insurers) on acquisition
to ensure that these are added to the policy and full cover is in place
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14.13.3.Responsibilities oEstates
o5 Notify Finance upon completion of building project for Insurance purposes.

55— Notify Finance of any changes to the Estate land and building estate management records and
ensure that a consistent coding is used for maintaining the estate management records.

95— Ensure appropriate financial approvals are in place for Estates managed projects before
committing the University to capital spend.

14.14. Maintaining the Fixed Asset Register

14.14.1. The Finance Department maintains a central register of building and equipment over £10k. The
purpose of this register is:
o5 To ensure all capital assets are accurately recorded and maintained

o5— To allow the Finance Department to accurately calculate the monthly depreciation for
inclusion within the monthly management accounts, the annual budget and the five year plan

56— To provide a reference point to check all assets held within the University
o5 To provide contact details for all assets for both asset sharing and for asset verification

14.14.2. The register is updated monthly by the Finance Team. The information is obtained from the Capital
Expenditure Record forms and the asset disposal forms provided by departments.

14.15. Coding structure for Fixed Assets

14.15.1. The Estates department maintain a schedule of land and buildings on the Planet Systems. All University
land and buildings have been assigned a unique specific code that is used by both Finance and Estates.
The structure of this code is described in section 19.7.

14.15.2. The Financial Assistant is responsible for reconciling the Finance Department codes with the Estates
Department codes at the year end and to ensure that all additions and disposals have been captured.

14.15.3. Finance Department and the Estates department should maintain their record systems using the
agreed coding structure.
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Section b: General Ledger

15. Section 15General ledger Policies and Procedures.

15.1. Description of ledger structure

15.1.1. The University ledger has a matrix structure. The activities are grouped by projects and the type of
income or expenditure is grouped by account code.

15.2.  Account structure

15.2.1. Allitems of income and expenditure are also allocated an account code. The account code sets out the
type of income and expenditure incurred. The general account structure is shown on page 94.

15.2.2. The University also uses product codes to break down types of income and expenditure in more detail.
There are system controls within ABW to ensure that a product code is also inputted when a
transaction is coded to a specific account codes.

15.3.  Project structure

15.3.1. The smallest unit of management is work orders. Work orders are then grouped into projects which are
grouped into cost centre which are grouped into departments which are grouped into institutes.

Institute
|
I |
Department 1 Department 2
| |
I | I |
Project 1.1 Project 1.2 Project 2.1 Project 2.2
| | |
I | I | I I
WO01.1.1 WO01.1.2 wO01.2.1 WO01.2.2 wO02.1.1 WO02.2.1 WO02.2.2

15.4. Setting up new account codes

15.4.1. If a department wishes to set up new account codes they should contact the University Financial
Accountant. The Financial accountant will ensure that the appropriate information is available and that
it is appropriate to set up a new account code rather than set up a new product code.

15.4.2. The Office and Systems Manager and the Systems & Online Payments Support Officer authorised to

Key relationships on Project code Reason required

create new account codes on the system.

Officer to advice

Account type

VAT — Tax Code (TC)

Budget setting and management accountiitp FP&A accountant
ensure that transactions are appropriately split

between income and costs.

VAT accounting To ensure that the University Tax accountant

recovers the correct amount of VAT.
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15.5. Setting up new project codes

15.5.1. If a department wishes to set up new project codes they should contact their financial planning &

analysis accountant. The financial planning & analysis accountant will ensure that the appropriate

information is available and the correct relationships are known.

15.5.2. The financial planning & analysis team will contact the Financial Systems team to create a new Project
code or account code and should provide all relevant relationships for that project code.

15.5.3. The staff members authorised to create new projects on the ABW ledger are the Research Finance

team, the Financial Systems team and the Financial Accountant.

15.5.4. The FP&A accountant is responsible for ensuring that the project codes within their departments align

with the management accounting structure for the department.

15.5.5. The Financial Accountant is responsible for maintaining the integrity of the overall project code

structure on the ledger by reviewing the project structure as part of the year end process.

Key relationships on Project code Explanation of relationship

Officer to advise

Department and Cost Centre

Project type

VAT Tax category

Corporation Tax category

Res no.

Second authoriser

Third authoriser

4™ authoriser

Fund

Pl

Budget setting and management accountiitp
ensure that income and costs are coded to the
correct departmental budget.

Budget setting and management accountiitp
ensure that income and costs are coded to the
correct activity within the department.

VAT accounting To ensure that the University
recovers the correct amount of VAT.

Corporation Tax accountingTo allow the
University to prepare a robust Corporation tax
return

Cost controt To ensure that only an appropriate
signatory can authorise spend £50 - £999 on ABW.

Cost controt To ensure that only an appropriate
signatory can authorise spend of £1000 - £5,000 on
ABW.

Cost controt To ensure that only an appropriate
signatory can authorise spend of £5,000 - £10,000
on ABW.

Cost controt To ensure that only an appropriate

signatory can authorise spend of £10,000+ on ABW.

HESA reporting Used for research projects only to
ensure that the University reports the source of
income correctly in the HESA return.

Management Information Used to capture the
Principle Investigator responsible for each research
grant.

FP&A accountant

FP&A accountant

Tax accountant

Tax accountant

Head of Department

Head of Department

Head of Department

Head of Department

Financial Accountant

Head of Research
Finance
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15.5.6.

15.5.7.

15.5.8.

15.6.

15.6.1.

15.6.2.

15.6.3.

15.7.

15.7.1.

15.8.

15.8.1.

Section b: General Ledger

The tax accountant should be consulted on the correct tax category if the project is likely to generate
non Grant and non-Tuition fee income streams.

The Office and Systems manager will ensure that a report is created on a monthly basis and sent to the
Financial Accountant who will review a list of new projects created to confirm that the Department and
Cost Centre and the authorising relationships are appropriate.

An automatic report will be created on a monthly basis and sent to the Tax Accountant to review to
confirm that the Tax relationships are appropriate.

Journal Entry

Only members of the University Finance Department are authorised to input manual journals onto the
ledger.

Journals input onto the ledger are subject to electronic authorisation control.

In the case of error correction journals or simple transfer journals it is appropriate for the explanation
for the journal to be included within the journal text on the ledger. The originator or the journal is
required to keep backing documentation for a journal where the journal is more complex and requires
further explanation.

Period end procedure

On the last day of each month, the default period is changed by the Systems team. This does not
restrict posting to the previous period, however the user needs to make a conscious choice of
amending the period. After the fifth working day, the Systems team password protects the previous
period and the system process posting to the previous period is parked. No further postings are
allowed unless it comes from the Assistant Director.

Process for reconciling cordl accounts

The Financial Accountant manages the process for reconciling the general ledger and subsidiary ledgers
on a quarterly basis. An individual accountant should be responsible for each control account and
suspense account code. Once the responsible accountant has completed the reconciliation the
checklist document is signed and dated, this document is then reviewed and authorised by the
Assistant Director of Finance.
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Section B: Disposal of Fixed Asset Appendices

Appendices

16. Appendix 1 - Disposal of Fixed Asset Appendices

16.1. Appendix 11— Fixed Asset Disposal Form
PRIFYSGOL

BERYSTWYTH

— ——— UNIVERSITY

FIXED ASSET DISPOSAL FORM

Once completed all forms must be sent to the Finance Department

Frome... e Department Cost code.......coveeeruennnns

Note: Parts A, B, C and D must be completed. If the asset is an endowment asset then the endowment form
must alsobe completed.

Part A

Description of asset:
Inventory number

Description of item

Date of purchase

Original purchase price £

Reason for disposal
(Please be specific)

Type of disposal Land and Buildings A Complete Land and Buildings Checklist
(Appendix 1.3)
Endowment A Complete Endowment Fixed asset disposal
form (Appendix 1.2)
Research A Complete Part B.1
Vehicle A Complete Part B.2
Computer Hardware A Complete Part B.3

Other Electrical and
Electronic Equipment A Complete Part B.4
Other A Proceed to Part C
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Section B: Disposal of Fixed Asset Appendices

Part B

B.1 Research Equipment

Research fixed asset confirmation from Grant funding body
authorised by

Research fixed asset grant project code

B.2 Vehicles

Vehicle registration number

B.3 Computer hardware

Has all data been removed and destroyed (Contact:-

is@aber.ac.uk)

Complied with guidelines for the disposal of Waste Electrical
and Electronic Equipment
https://www.aber.ac.uk/en/hse/policy/environmental/

B.4 Other Electrical and Electronic Equipment

Complied with guidelines for the disposal of Waste Electrical
and Electronic Equipment
https://www.aber.ac.uk/en/hse/policy/environmental/

Part C

\'% Method of disposal

Internal transfer Destination:

Scrap Value if known

Sale Estimated Sales value inc
VAT

Invoice number:

Method of sale

Number of bids

Explanation if the default
method is not used

Long lease Value of lease £

Length of lease

Stolen Date stolen

Police Report no:

Date reported to Security

Date reported to
insurance@aber.ac.uk
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Section B: Disposal of Fixed Asset Appendices

Part D

Disposal authorised: Name Signature Date

Head of Department > £0

Accountable Budget controller
> £5,000

Vice Chancellor
> £50,000

Council
>£250,000

By signing the above in Part D, the authorising signature is also confirming that there is no conflict of interest
between themselves and the University in terms of the disposal.

For further information on disposal of assets please contact the Health and Safety Department at
hasstaff@aber.ac.uk

Part E (For Finance Department use only)

Confirmation of compliancavith Name Signature Date
disposal of assets policy

Assistant Director Finance

Finance Director (> £50,000)
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Section B: Disposal of Fixed Asset Appendices
16.2. Appendix1.2—-Endowment Fixed Asset Disposal Form

PRIFYSGOL

BERYSTWYTH

— —~ UNIVERSITY

ENDOWMENT FIXED ASSET DISPOSAL FORM

Once completed all forms must be sent to the Finance Department

To: Finance Department
From:...oviececee Department Cost code......ccoouvevernunne
Note: Parts A, B, must be completed.

Part A

Description of asset:

Name of the Endowment

Description of the Endowment

Terms of the Endowment

Original value £

Reason for disposal

(Please be specific)

Endowment registration number

Specific Covenants associated
with the asset

Legal advice obtained

Communication with the provider
of the endowment
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Section B: Disposal of Fixed Asset Appendices

Part B

Disposal costs authorised: Name Signature Date

Requested & Authorised by
Director of Estates

Finance Department

Vice Chancellor Authorisation

Council Authorisation

Part C (For Finance Department use only)
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16.3.

Section B: Disposal of Fixed Asset Appendices

Appendix1.3 —Checklist for Land and Building Disposal

Please confirm that the following checks have been undertaken. This should foan of the
documentation required for the Finance and Strategy Committee:

Checklist for disposal of University assets to be part of the documentation required for Finance and
Strategy Committee:

a)
b)
c)
d)
e)

f)
g)
h)

Valuations- At least three valuations from RICS accredited property surveyors.

Offers Received A summary of offers received together with key decision making criteria.

Key conditions Heads of terms highlighting key conditions within the sales and purchase agreement.
Warranties- A summary of warranties provided by the University to the buyer.

Future clauses A brief summary of anti-embarrassment clause where appropriate specifically around
future sales of land or buildings.

Completion statement on apportionments, timing and funds statement.

Charity @mmission— Obtain Charity Commission approval for the disposal.

Legal opinion on any risks or unusual matters in the sale.

Legal risks and unusual matters in relation to the sale should cover:-

f

Reviewing the title- to identify whether there are any title issues which may impact upon
the disposal process.

Registering unregistered landif the land and property identified for disposal is
unregistered, then it is important that the title deeds are located as soon as possible

Addressing Restrictiveovenants- The land/property may be subject to restrictive
covenants which limit or restrict its use or the extent to which development can be carried
out on it.

It is possible to apply to the Lands Tribunal under section 84 of the Law of Property Act 1925
for the release or modification of restrictive covenants in some circumstances. This can be a
time consuming process and it is usually better undertaken before the land/property is
placed on the open market.

Alternatively, it is often possible to obtain restrictive covenant indemnity insurance against
future losses for breach of a restrictive covenant.

Addressing Rights of way and other easemenstablish the nature of any easements
benefitting the land/property, so that any that are missing can be addressed.

Retaining rights over adjoining landit may be the case where surplus land/property is
being disposed of, that the University will be retaining adjoining land. In that case, the
University will consider whether it needs to reserve any rights over the land/property being
disposed of for the benefit of that adjoining land, most commonly, access to the public
highway or mains utilities.

Considering obtaining outline planning consenfssess whether an application for a change
of planning use might have the potential to increase the value of the surplus land/building.

Addressing Ransom strip issue€onfirm that we have resolved ransom strip issues prior to
offering the property to the open market.
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16.4.

a)

b)

d)

h)

)

k)

Section B: Disposal of Fixed Asset Appendices

Appendix1.4 —Sealed bid Process

Offer Process

Offers for sale of surplus/obsolete equipment should be made to the appropriate department by
completing a Sealed bid form Appendix 1.5.

If the seller is in possession of a full service/maintenance record for the equipment, then this should
be made available for inspection by potential buyers.

Bidding Process
The closing date for receipt of bids for each item should normally be 4 weeks after the item is first
listed.

After the bidding process end date, copies of the bids must be forwarded to the Finance Department
qguoting the name of the asset being disposed of.

Acceptance of Bids
Items not being redeployed within the University will be sold to the highest bidder.

All items will be "sold as seen", however, any potential buyer has the right (on request to the seller)
to view the service history of the item, if applicable.

In the event of two or more equal bids, the bidders will be contacted and either:

If alternative items are available, agreement will be reached that each bidder receive equivalent items,
or

Each bidder will be offered the opportunity to submit a further sealed bid, on or before a stated date
and time.

Disposal Process
Successful bidders will be issued with an invoice which must be paid in full and a receipt obtained.

Invoices can be raised via the following internet link:
https://www.aber.ac.uk/en/finance/information-for-staff/agresso/sales-invoice-request/

An item of equipment will only be released upon presentation of the receipt to the named contact
person.

Payment must be received by the University for all items of equipment prior to their removal from
University premises.

Signoff and Disposal form required
At the time of disposal, where the asset value (excluding VAT) is greater than £5,000 the disposal may

only be made with the prior approval of the Accountable Budget Controller. Subsequent to this
approval, the form shown in Appendix 1.1 must also be completed so that the Central Register can be
updated.

It is the responsibility of the Head of Department selling the equipment to ensure that the item is
deleted from the Fixed Asset Register by notifying the Finance Department using Form A.
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Section B: Disposal of Fixed Asset Appendices

16.5. Appendix1.5—Sealed bid form
PRIFYSGOL

BERYSTWYTH

— ——— UNIVERSITY

Bid Information

Name of Asset

Bid amount offered

Estimated timescale for
completion of the purchase

Bidder Information

Name

Mailing Address

Phone

Name and contact
details of solicitor

Declaration

| do hereby swear and affirm for myself as bidder and confirm that the Bid Amount represents my purchase
price offer.

Signature

Date
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Section B: Disposal of Fixed Asset Appendices

16.6. Appendix1.6 - Procedure for data removal or transfer
Secure erasure of data/software from hard disks and other data storage media

a) Where data storage media CDs/DVDs/Memory sticks/obsolete software disks are to be disposed of,
they should be delivered to the IT Services helpdesk clearly marked “For Secure Disposal™

Transfer of some data with the computer.

a) If any data is to be transferred with the computer, the original owner must ensure that he or she has
the authority to transfer ownership of the data to the recipient and that any special terms under
which the data are being held continue to be met.

b) If the data being removed is sensitive (which, in the Data Protection Act, is defined as personal
information related to such things as racial or ethnic origin, political opinions, religious beliefs, trade
union membership, health, sexual life and criminal convictions), the disk should be reformatted, a
secure wipe of the disk carried out with appropriate utility software and the operating system re-
installed. In some cases it may be appropriate to install an updated version of the operating system.
(E.g. Windows 10). In this case, to ensure data is erased securely (i.e. cannot be recovered in whole or
part using data recovery tools and techniques), all data areas on the disk/media must be overwritten.
Re-formatting the hard disk/media is not sufficient for this. A specialised "disk wiping" utility to erase
the entire contents of the disk must also be run.

Further advice on the Data Protection Act 1998 and Info Compliance advice may be sort via
Infstaff@aber.ac.uk.
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Section I: Penglais Farm Approval
17. Appendix2 - Penglais Farm Approval
17.1. Fferm Penglais approval template

Annual Approvals for Fferm Penglais Operations

Project Cash NPV Project Cash NPV

Student Rent Project Cost (£'000) Brought In-year Cash NPV  (£'000) Carried Annual  Annual Project Project Casts as %

Year Uplift (%) Uplift (%) Narrative Forward Movement Forward Income Costs of Income
2015-16 X X XXX X X X X X
2016-17 X X XXX X X X X X

Etc. X X XXX X X X X X
Gain / (Loss) or
Approved Plan
Approvals

Feeincrease approval (November)

Financial Analysis

FP&A Accountant

Head of Residential Services

Director of Campus Services

Chief Operating Officer

Cost uplift approval (July)

Financial Analysis

FP&A Accountant

Director of Campus Services

Chief Operating Officer
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18. Appendix3 - Project AuthorisationAppendices

18.1. Project Financial Approval

Section B: Project AuthorisationAppendices

| Subject:Brief description

Situational Analysis

Summary description of the proposed project and the reason the project is being proposed.

Activities required

Actions that the Executive are now asked to approve

Financial Analysis of project

Keyconsiderations arising from the Due Diligence

Key Uncertainty

Key assumptions / unresolved uncertainties / risks

| Potential Impact

Due Diligence
Taxation impact ......cccceeeveinciicinceiene

Procurement ......c.cveveeeeeneneneieincnee s

Approvals

OrIGINALON .ottt
Project AcCOUNtaNnt.......cccccueiveneveiene e
Departmental Head ........cccoeeveveeeneernnecsresenes

Institute Director /PVC ......ceeveeeeveeeeeeeereneeseerenns
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Section B: Project AuthorisationAppendices

18.1.1. Notes on completing thé”roject Financial Approvaummary form
Situational Analysis- (to be completed by the project manager)

This section should set out the background for the project including the reasons that it is being proposed. Examples of reasons
for proposing a project are noted below:-

9 financial reasons — e.g. income generation from higher student recruitment or cost reduction from more efficient
working practices;

9 risk mitigation —to reduce the risk of a event occurring that will incur significant costs or reputational damage,

1 compliance —to comply with new regulations or with new directives from the Welsh Government.

This situational analysis should refer to the appropriate business case prepared for the project. The business case should be
included as an appendix. The University template Business Case is available on the following link
https://www.aber.ac.uk/en/pag/pmcu/pmcu.toolkit/projectmanagementtoolkittextversion/

Activities Required- (to be completed by the project manager)

Most major projects involve many stages until completion. This section should note the scope of activities that the Executive are
asked to approve. During the initial phases of the project this may involve approving a budget to allow staff members to
undertake work on the business case for the project and to commission relevant due diligence and market research.

This section should also note whether or not the Executive are creating a constructive obligation to proceed with the project by
approving these actions.

This section should also provide a description of any timeframes or deadlines associated with the decision.
Financial Analysis of the projeet(to be completed by the assigned project accountant)

As a minimum this section should include an analysis of

95— Impact on Income and Expenditure of the activities that the Executive are being asked to approve.

i5— Comparison of the proposed expenditure on the activities that the Executive are being asked to approve to the
budget and an explanation as to how costs are to be funded.

o5— An explanation of any significant impact on cash flow and the balance sheet.

oG— Any taxation implications (e.g. VAT, corporate tax, stamp duty, intercompany transfer pricing, establishment of

permanent establishments)

This section should also comment on the overall proposed financial benefits and costs of the full project based on the
information available to date.

Key considerations arising from the Due Diligeneélo be completed by the assigned project accountant)

This section should note any key considerations arising from the due diligence undertaken including any further due diligence
that needs to be undertaken.

Key assumptions / unresolved uncertainties / risk4To be completed by the project manager and reviewed by the financial
planning & analysis accountant)

This section should note the most significant risks associated with undertaking the project. This should refer to any project risk
registers that have been completed which can be included as an appendix.
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Section B: Project AuthorisationAppendices

Due diligence-(Names to be completed by the assigned project accountant)
This section should note who has undertaken the due diligence and the date.

If due diligence has been undertaken by an external company, this section should note both the external company that has
undertaken the due diligence and the University officer who has assessed the due diligence report.

The following officers should undertake an internal due diligence regarding the impact on the capital development and identify
any issues for consideration. They should recommend to the Department Head / Senior Budget Holder whether or not external
due diligence should be commissioned and if so provide reasons for commissioning external due diligence. If external due
diligence is commissioned, they should assess the results and prepare a summary write up noting key issues and suggested
remedial actions.

o5— Taxation impact — Tax accountant or Assistant Director of Finance
o5~ Procurement — Head of Procurement
o5— Legal - Contracts and Operations Manager within RBI

ot Market Research — Project manager. Market research should include a desktop analysis of data publicly available,
for example examining the possible size of the market in terms of customers, examining the number of providers
within the market at present and the prices charged by those providers. It should also identify Aberystwyth
University’s Unique Selling Point (USP) within this market.

o%— Business Case - Project manager

Approvals—

95— The Originator is the project manager responsible for the project. The Originator signs to confirm that the
information included in the document is accurate and that it describes any key commitments being made by the
University and any key risks.

95— The project accountantis the accountant who has been assigned responsibility for supporting financial planning
and analysis for the project. The project accountantsigns to confirm that the financial analysis is accurate. The
project accountant must approve all forms.

%~ The Department Headis the Senior Budget Holder who will be responsible for the project. In some cases the
Department Head and the Originator will be the same person. The Department Heacsigns to confirm that the
information included in the document is accurate and that it describes any key commitments being made by the
University and any key risks. The Department Head must approve all forms.

%— The Institute Director/PVCis the Accountable Budget Controller responsible for the project. In most cases, the
Accountable Budget Controller will be the Senior Responsible Owner (SRO) for the project. The Institute Director
/ PVC signs to confirm that they have critically reviewed the supporting evidence and wish to support the
project. The Institute Director / PVC is only required to approve a form if required under the relevant authority
matrix.
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Section B: Project AuthorisationAppendices

18.2. Business Case Template for Other Projects and Capital projects

Initial section

Executive Summary

5g— Description of initiative including;
A Benefits
A Strategic fit
A Deliverables
A Alternatives

o&— Financial summary

oG— Outline timescale

Signoff page
oG— Author and Sponsor
gG— Academic provision contributors
5 Impact analysis contributors
A academic

A support
A other (e.g. trading)
6~ Finance

Risk & Planning
' Compliance & Risk
50— Quality analysis
95— Legal analysis
95— Regulatory analysis
o5— Risk of project (including risk register)

Planning
55— Project governance and project team
o5— QOverall timeline and milestones

84

Body of business case

—

Description ofventure

— What is it, what will it bring to the University?
o5— Strategic fit

o5— Research

o— Measures of success — including KPI's

Environment

o~ Market
A Segmentation & market shares
A Competitor positions

o~ Political and topical factors

Finance
03— Income
A Demand Forecasts (student)

A Pricing (including competitor analysis)

05— Costs

A Impact analysis (what is the effect on eact
department and the University as a whole

A Cost evaluation

A Tax (including VAT, Corporation Ta
establishmen
Employee taxforeign tax regimes stamp

establishing permanent

duty)
o— 5 year post launch I&E, Cash flow and payback
o— Source of funds for investment

55— Financial Administration (including Invoice raising
process, debt collection process and timings, risl
timing and processil

bad debt,
arrangementsg
05— Cash extraction and Banking arrangements

Payment



Section B: Capital Projects and Fixed Assétspendices

19. Appendix4 - Capital Projects and Fixed Assétppendices

19.1. Identifying Capital Costs

All normal expenditures of readying an asset for its intended use are Capitalised. The information below
identifies specific capitalisation costs for individual categories of assets.

19.1.1. Land Acquisition
The following costs related to the acquisition of land should be Capitalised:

o5 Purchase price
o5— Appraisals
5g— Professional services
o5— Title insurance
55— Title searches
9— Broker’s fees
o5 Closing costs
If land is purchased as a building site, certain expenses may also be Capitalised:
95— Razing and removal
55— Land improvements
55— Site improvements
o5— Landscaping associated with new construction

19.2.  Building Acquisition and construction
The following costs related to the acquisition, construction, or improvement of a building should be Capitalised
in the fiscal year incurred. Acquisition costs include:

55— Purchase price

ug— Appraisals

o5 Professional services
o5— Title insurance

o5 Title searches

9— Broker’s fees

Closing cost to properly capitalise the costs associated with an asset, it is necessary to maintain accurate and
complete records pertaining to the cost of each asset.
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Section B: Capital Projects and Fixed Assétspendices

19.2.1. Asset Improvements

This expenditure includes the cost for renovations, betterments, or improvements that add to the permanent
value of the asset, make the asset better than it was when it was purchased, or extend its life beyond the
original useful life. To Capitalise these costs, the improvements must fulfil at least one of the following criteria:

oG~ The useful life of the asset is increased.
o5 The productive capacity of the asset is improved.
56— The quality of units or services produced from the asset is enhanced.

To properly Capitalise the costs associated with an asset, it is necessary to maintain accurate and complete
records pertaining to the cost of each asset.

Building or Equipment improvements are significant alterations, renovations, or structural changes that fulfil at
least one of the following criteria:-

o5 improve the productive capacity of the asset;

G— enhance the quality of units or services produced from the asset;

ot prolong the useful life by more than one year.

Building improvements may include interior or exterior construction of a building or building systems, such as

electrical or plumbing systems. They may also include the completion of interior or exterior appointments or

finishes, so long as they are done as part of a significant alteration or renovation.

Categories of Asset Improvements include:

Category

Definition

Example

Alterations

Building Renovations

Building Betterment,
Renewal, Replacement
of Integral Features.

A change in the internal arrangement or
other physical characteristics of an existing
asset so that it may be effectively used for a
newly designated purpose

The total or partial upgrading of a facility to
higher standards of quality or efficiency
than originally existed

The overhaul or replacement of major
constituent parts that have deteriorated
because of the elements or usage. The
deterioration has not been corrected
through ongoing or required maintenance

If expenditure on an integral feature
represents the whole, or more than 50%, of
the cost of replacing the integral feature,
then the whole of the expenditure will be
treated as capital expenditure.
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Changing classroom space into
office space

The transition of an old research
laboratory into one with state-of-
the-art equipment, lighting, or
other subsystems

Replacement of old or broken
windows with a new thermal
variety.

Other Integral systems include:-
an electrical system

a lighting system

a cold water system

a space or water heating system
a lift, an escalator or a moving
walkway

external solar shading.



Section B: Capital Projects and Fixed Assétspendices

19.2.2. Leasehold Improvements
The Capitalised costs of leasehold improvements are all costs which meet the Capitalisation criteria associated
with structural alterations, renovation, or improvements made by the University to leased real property.

19.2.3. Donated Assets
Donated property, plant, or equipment that meet the requirements for Capitalisation and that will be used in
operations, will be Capitalised at the fair market or appraised value on the date of donation.

19.3. Non-Capital Expenditure
Costs that neither significantly add to the permanent value of a property nor prolong its intended useful life
are treated as an expense in the year acquired.

The following types of costs are expensed:

Category Definition Example

Maintenance The costs associated with recurring work Custodial services; repainting a
required to preserve or immediately restorea room; fixing a leaky faucet
facility to such condition that it can be
effectively used for its designed purpose.

Maintenance includes work done to prevent
damage to a facility

Painting and Asbestos Painting and asbestos as a sole project is
corrective/maintenance and should always be
treated as revenue

Costs Below Items that do not meet the monetary
Capitalisation thresholds should be expensed in the period
Thresholds incurred.
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Section B: Capital Projects and Fixed Assétspendices

19.4. Capital Expenditure Record
For all Building work or Equipment costing more than £10,000 (including VAT)

SectionA : Finance Information

Expected total cost of the building work equipment:

Approximate month the building / equipment will come into use:

Department

Is the equipment to be leased or purchased?

Funder (HECFE, Research, Other, University funded, Part Funded) please
include relevant detail:

Total amount of external funding expected:

Activity code where the funding will be receipted:

Activity/Research code from which the invoices are to be paid:

If the equipment is purchased on a research grant, what is the end date
of the grant?

Section B: Technical Detail

Description of Building work / Equipment:

Where is the new asset located? (building and room number):

Estimated life:

Further Details for EQuipment

Manufacturer:

Model:

What does the equipment do? (short description):

Principal use:

Available spare capacity:

Technical owner (knows what equipment can do):

Academic owner (knows the strategic availability of the equipment):

Head ofDepartment Authorisation

Finance Use

Fixed Asset Reference:-

Entered onto Fixed Asset Register date:-
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Section B: Capital Projects and Fixed Assétspendices

19.5. Capital Approval Form

Subject:Brief description

Situational Analysis
Comment on the area of the University proposing the expenditure. How has the need arisen?
How does the proposed projdctRRNB aa G KS ! YAGSNARAGE QA LINAR2NAGASAE T2NJ

Activities required

Outline the proposal. What is it beipgirchased? Is there more than one option available to the University? Where will th
equipment be stored? Who will use the item? Will there need to be special provisions made during construction? Who
manage the project?

Financial Analysis

What does the item cost?

What was the amount included in the financial budget? Are there amounts funded from external sources?

Are there ongoing maintenance costs? Does it require additional staffing? Will it take up a lot of space or use sulostarfi

For equipment purchases >£100,000 produce as an Annex a simple profit and loss account and cash flow statemg
project. These should outline both the initial cost of the project and the ongoing costs associated. There may alschie
include due to increased efficiencies or income.

Benefits Analysis
Identify the benefits the project would bring to the University. What would happen if we were not to proceed? Are therg
risks or uncertainties around the project?

Due Diligence Approvals

VAT aSSESSMENT .ovvvrererreieiresesesnseniennees DAte woovvevvrivrvirivviceis | OFIGINALOT wovveveeveeeeeeeesessesssesssssmsssssessnsess s s s Date s
PrOCUFEMENT ...ocvevvereee e ssessesee e Date v, Project ACCOUNTANT..........ocuevvereresreriecrseeseessseessensinns Date oo,
HES . ererieseeersess et e ens s Date i Departmental Head .......cooevereeeeeenesesseesiennnes Date oo
IS severrsssse s ssssse s Date .o ID / PVC oo ssssssssssss s sssss s ssssso Date oo
EStates .....ccvvviciiisiiec e Date .....ccoevneinnee COO ittt b Date .....cooiceenne
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Section B: Capital Projects and Fixed Assétspendices

19.5.1. Notes on completing theCapital Approvasummary form
Situational Analysis- (to be completed by the project manager)

This section should set out the background for the project including the reasons that it is being proposed. Examples of reasons
for proposing a project are noted below:-

9 financial reasons —e.g. income generation from higher student recruitment or cost reduction from more efficient
working practices;

9 assetreplacement or renwal — e.g. replacing obsolete fixtures and fittings within buildings or work to enhance the
useful life of existing buildings, replacing obsolete equipment within ongoing fields of research.

9 risk mitigation — to reduce the risk of a event occurring that will incur significant costs or reputational damage,

9 compliance —to ensure that the University Estate complies with existing or new regulations, e.g. building work needed
to address health and safety regulations.

If a business case has been prepared, the situational analysis should refer to this, and the business case should be included as an
appendix.

Activities Required- (to be completed by the project manager)

Most major projects involve many stages until completion. This section should note the scope of activities that the Executive are
asked to approve. During the initial phases of the project this may involve approving a budget to allow staff members to
undertake work on the business case for the capital work, to commission relevant feasibility studies or design work.

This section should also note whether or not the Executive are creating a constructive obligation to proceed with the full capital
project by approving these actions.

This section should also provide a description of any timeframes or deadlines associated with the decision.
Financial Analysis of the projeet(to be completed by the assigned project accountant)
As a minimum this section should include

o5 The total in year capital and revenue spend of the activities that the Executive are being asked to approve.

o5— Comparison of the proposed expenditure on the activities that the Executive are being asked to approve to the
budget and an explanation as to how costs are to be funded.

56— An explanation of any significant impact on cash flow and the balance sheet including an assessment of whether
the project will require the University to undertake any short term or long term borrowing.

oo Any taxation implications (e.g. VAT, corporate tax, stamp duty, intercompany transfer pricing, establishment of
permanent establishments)

This section should also comment on
5~ The overall proposed total costs of the full project based on the information available to date.
o5 The impact of the full project on future income and expenditure based on information available to date.

Key considerations arising from thBue Diligence- (To be completed by the project manager and reviewed by the assigned
project accountant)

This section should note any key considerations arising from the due diligence undertaken including any further due diligence
that needs to be undertaken.

Key assumptions / unresolved uncertainties / risk4To be completed by the project manager and reviewed by the assigned
project accountant)
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Section B: Capital Projects and Fixed Assétspendices

This section should note the most significant risks associated with undertaking the project. This should refer to any project risk
registers that have been completed which can be included as an appendix.

Due diligence-(Names to be completed by the assigned project accountant)
This section should note who has undertaken the due diligence and the date.

If due diligence has been undertaken by an external company, this section should note both the external company that has
undertaken the due diligence and the University officer who has assessed the due diligence report.

The following officers should undertake an internal due diligence regarding the impact on the capital development and identify
any issues for consideration. They should recommend to the Department Head / Senior Budget Holder whether or not external
due diligence should be commissioned and if so provide reasons for commissioning external due diligence. If external due
diligence is commissioned, they should assess the results and prepare a summary write up for the project manager and the
project accountant noting key issues and suggested remedial actions.

o5— Taxation impact — Assistant Director of Finance or Tax accountant

% Procurement — Head of Procurement

o— Health and Safety — Head of Health and Safety (or delegate)

o5 Information Services — Director of Information Services (or delegate) if it involves spend on IT

The Estates director must also confirm that they support the proposed development.

Approvals—
%— The Originator is the project manager responsible for the project. The Originator signs to confirm that the
information included in the document is accurate and that it describes any key commitments being made by the
University and any key risks.

J

o5— The project accountantis the accountant who has been assigned responsibility for supporting financial planning
and analysis for the project. The project acountant signs to confirm that the financial analysis is accurate. The
project accountant must approve all forms.

@~ The Department Headis the Senior Budget Holder who will be responsible for the project. In some cases the
Department Head and the Originator will be the same person. The Department Headigns to confirm that the
information included in the document is accurate and that it describes any key commitments being made by the
University and any key risks. The Department Head must approve all forms. The Department Head may be the
Estates Director.

3
)

(_‘
J

The ID / PVGs the Accountable Budget Controller responsible for the responsible for the project. In most cases,
the Accountable Budget Controller will be the Senior Responsible Owner (SRO) for the project. The Institute
Director/ PVC signs to confirm that they have critically reviewed the supporting evidence and wish to support
the project. The ID / PVC is only required to approve a form if required under the relevant authority matrix.

$
)

— The COQis the University Chief Operating Officer. The COOQOsigns to confirm that they have critically reviewed
the supporting evidence and wish to support the project. COQis only required to approve a form if required
under the authority matrix. The COQand the ID / PVCmay be the same person.
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Section B: Capital Projects and Fixed Assétspendices

19.6. Overspend Approval Form

Subiject:Brief description of Capital Expenditure

Situational Analysis
Comment on the area of the University proposing the expenditure. How has the need arisen?

Activitiesrequired

Outline the reason for the overspend.

Why has it been incurred?

Are there options available to the University to avoid the overspend?

Financial Analysis

Amount originally approved?

Requested Overspend against this approved amount?

Are there ay underspends in the overall Capital Programme that can be utilised?
Is the spend within the original budget?

Are there any further implications on ongoing running costs?

Risk / Benefits Analysis
What are the implications of not incurring tioeerspend?

Approvals

OFiIBINATOT .ttt e s Date ...ccovveiveiiins
ProCuremMent........coiiiiiii i Date ...,
FP&A ACCOUNEANT.....ciiuiireeiecr ittt ser e er s Date ...ccecevinee.
Departmental Head ..ot Date ....ccoveveeinnne
INSEIEULIONAI/PIO VC ettt ettt st s sa s s [ D I
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Section B: Capital Projects and Fixed Assétspendices

19.7. Fixed Asset coding system

19.7.1. Equipment codes consist of 5 numbers (i.e. 1XXXX) and are generated automatically using the next available sequential
number.

19.7.2. Coding of L&B to be determined based on Estates codes in PLANET

oG Site (e.g.)
Blaendolau Fields BLN.
Frondeg FDG.
Frongoch FGO.
Gogerddan GOG.
Llanbadarn LLN.
Morfa Mawr MOR.
Penglais PEN.
Pentre Jane Morgan PIM.
Rhydyronen RHY.
Town TWN.
Trawscoed TRS.
Vicarage Fields VIC.

56— Building number according to estates map: 001, 002, 003 etc.
95— Floor: 1, 2, 3 etc.
5%— Room number: 01, 02, 03

e.g. Student Welcome Centre: PEN.001.1.03

19.7.3. Extensions will be -1, -2, -3

19.7.4. Refurbishment Projects will be -a, -b, -c

e.g.  Hugh Owen Arts Extension = PEN.004-1
CTT Rooms Refurbishment Hugh Owen Main Building = PEN.004-a

19.7.5. The site and building reference are the main references to identify the specific buildings on both PLANET and FA Register.
However, the FA Register will not look at the Floors or Room numbers though.

19.7.6. There will be occasion where Estates will have several items listed but Finance will only have one. The codes that will be
used by Finance for these items are:

Blaendolau Playing Fields BLN.0OO

Fferm Penglais Buildings FFP.000

Frondeg Farm, Blaenblwyf FDG.000

Frongoch Farm FGO.000

PJM Student Village PJM.000

Vicarage Fields VIC.000
For example:

9 Fferm Penglais have 30+ blocks which will all have difference references on PLANET. These are as one on FA Register so
Finance to use FFP.000. Each separate item after this will be either -1, -2 etc. for extensions or phases and —a, -b etc.
for refurbishments.
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Section B: Capital Projects and Fixed Assétspendices

20. Appendix5 - General LedgeAppendices

20.1. Account Codes
The following table sets out the general account code structure within the University.
For ease of reporting, any new account codes should be created in line with the coding shown below.

1000 - 1999 —Income

2000 — 2499 — Internal Recharges (Internal Income)
2500 — 2999 — Internal Recharges (Internal Expenditure)
3000 — 3999 — Staff Costs

4000 — 4999 — Other revenue spend

5000 — 5999 — IBERS related account codes
6000 — 6999 — Capital related account codes
7000 — 7999 — Gains and Losses

8000 — 8099 — Creditors

8100 - 8199 — Not in Use

8200 — 8299 — Short-term Creditors

8300 — 8399 — Creditors

8400 — 8499 — Debtors

8500 — 8550 — Bank Accounts

8551 — 8599 — Halls Stock

8600 — 8699 — Capital related

8700 — 8799 — Control Accounts

8800 — 8899 — Control Accounts

8900 — 8990 — Stock

8991 — 8999 — Reserves

9000 — 9999 — Contra Entries & Reserves
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Section B: Capital Projects and Fixed Assétspendices

20.2. Period end process

20.2.1. Period end timetable

Working days

after end of
month
Payroll posted to the ledger 3 days before
month end
Change the automatic posting period for payment, cash and income 0 (evening)
postings.
Cash matching on bank 5
Debtor matching on debtor ledger 5
Creditor matching on creditor ledger 5
Monthly manual journals posted by the FP&A team 5
Password protect the period 5
Reconciliation of Balance Sheet Accounts 15
20.2.2. Monthly Account code reconciliation
Date
Section Subsection Responsible completed Initials
Bank and Cash Main Bank Account Financial Accountant
AIEC bank Account Financial Accountant
Mauritius Bank Account Financial Accountant

Payroll Control

Payroll - HMR&C Finance Assistant
Accounts
Payroll - Pension Finance Assistant
Payroll - Students Union Finance Assistant
Other Payroll Finance Assistant
Arts Centre
Control FP&A (Arts Centre)
Accounts
Income Section
Control Income section team leader
Accounts
Reviewed by

Assistant Director
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20.2.3. Quarterly Account code reconciliation

Section Subsection Responsible Date completed | Initials
Bank and Cash Main Bank Account Financial
Accountant
Fi ial
AIEC bank Account Inancia
Accountant
Fi ial
Mauritius Bank Account inancia
Accountant

Endowment Account

Tax Accountant

Student Fees Deposit

Financial
Accountant

Euro Current Account

Financial
Accountant

Other Cash investments
and Loans

Financial
Accountant

Fixed Assets

Finance Assistant

. Financial
System interface Debtors
Accountant
. Financial
Creditors
Accountant

Payroll Control Accounts

Payroll - HMR&C

Finance Assistant

Payroll - Pension

Finance Assistant

Payroll - Students Union

Finance Assistant

Other Payroll

Finance Assistant

Control Accounts

VAT Control Account

Finance Assistant

Pension Control Accounts

Tax Accountant

Arts Centre Control Accounts FP&A Accountant
(Arts Centre)

Income Section Control Income section

Accounts team leader

RHS / Conference Office Control | FP&A Accountant

Accounts

(Campus Services)

Other Control Accounts

Financial
Accountant

Suspense Accounts

Office and
Systems Manager

Reviewed by
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