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GUIDANCE ON COMPLETION OF CLUBS AND SOCIETIES TRANSACTION AUTHORISATION FORM
The following provides guidance for clubs and societies, and details the information required by the Finance Directorate, in respect of the various financial transactions which can be undertaken using the Clubs and Societies Transaction Authorisation Form (TAF).  
Club members should adhere to these guidelines at all times to ensure that transactions are processed expediently.   
All club members must also ensure compliance with purchasing regulations and use of dedicated supply arrangements – see http://www.qub.ac.uk/directorates/FinanceDirectorate/Purchasing/PurchasingforClubsandSocieties/. 
Forward planning is essential not only to compliance but also, to ensure that suppliers have adequate notice of a club’s requirements to allow them to fulfil the order and for the club to avoid premium costs, such as express delivery charges.
Guidance is provided below in respect of:-
· Purchase Orders and Purchasing Card (pcard) Transactions, including information to be provided by clubs (Section 1)
· VAT Codes – Purchase Order, Purchasing Card Transaction (Section 1) and Manual Cheque (Section 3)
· Permissible Expenditure - Expenses Reimbursement (Section 2)
· VAT Code – Expenses Reimbursement (Section 2)
· Deliveries of Goods
· Engagement of Individuals Providing Services
· Inventory (Asset Management)
· Fines
________________________________________________________________________________
Purchase Orders and Purchasing Card (pcard) Transactions (Section 1)
Information which must be provided for transactions 
Flights 
Information Required:  [Number] [type of] flights @ [Price per Flight] from [Departing Airport] to [Destination Airport] departing on [Departure Date and Time] returning on [Return Date and Time] for [Name of Club] – Passengers [Names of All Passengers]
Example:  3 return flights @ £100 each from Belfast City Airport to London Heathrow Airport departing on 11/03/2011 at 9.30am and returning on 13/03/2011 at 2.30pm for the Men’s Boat Club - Passengers Mr A Smith, Mr J Brown, Mr B Jones.
Note for Booking Flights:  Passenger name on booking must be identical to passenger name on ID being used (eg driving licence, passport, etc) otherwise, boarding may be refused.
Accommodation 
Information Required: [Number] [Room Type] Rooms for [Number] nights on [Date of Arrival] @ [Price] per room for the [Name of Club] - [lead names for each room (if required)]
Example:  3 Twin Rooms for 2 nights on 11/03/2011 @ £49.50 per room for the Ladies’ Boat Club – lead names Miss A Smith, Miss J Brown, Miss B Jones
Bus and Coach Travel
Information Required:  Hire of [Type of Bus & Number of Seats] from [Pick up Point] to [Drop off Point] on [Date and Time of Travel] for the [Name of Club] for [No. Of Days/Hours].
Example:  Hire of Minibus - 16 seat from London Heathrow Airport to Greenwich on 11/03/2011 at 9.30am for the Rugby Club for 3 days
Clothing & Uniforms
Information Required:  [Number] [Type of Clothing] [Size] @ [Price] for [Name of Club] [Description of Print/Embroidery] 
Example:  30 Hoodies - Medium @ £18 each for the History Society, printed white on back
Meals & Formals
Information Required:  [Number] meals @ [Price] per person for the [Name of Club] [Name of Event] on [Date of Event] 
Example: 200 meals @ £20 per person for the GAA Club Formal on 12/03/2011.  
Guidance for Raising Purchase Orders and PCard Transactions 
Purchase Orders and PCard Transactions are undertaken by the Purchasing Office (purchasing@qub.ac.uk / tele: 028 9097 3026 [QUB ext 3026]). The Purchasing Office is located on Level 2 of the Administration Bldg.  Note that the Administration Building opening hours are 9am to 5pm, Monday to Friday.
TAFs must be completed, with all relevant information provided, and taken to the Income & Student Finance Office (Student Guidance Centre) for authorisation.  
If the purchase is not urgent, the authorised TAF can be left with the Income & Student Finance Office for forwarding to the Purchasing Office.  
If the purchase is urgent, the authorised TAF should be brought by a club member to the Purchasing Office.
In respect of all transactions, the Purchasing Office will determine whether an order should be raised or the goods/services paid for using pcard.
Using Personal Accounts for On-line Payments
In respect of on-line transactions requiring payment by purchasing card, members may wish to use their personal accounts, for example, in order to use, against club purchases, any discounts accumulated personally.  In this regard, the website may have the facility to allow the club member to log on to the site, fill a shopping basket and save this for payment to be made later.  If the website has this facility, the club member should do the following:-
· Complete a TAF and have it approved in the normal way
· Log in to his/her personal account on the supplier’s website
· Fill a shopping basket with the required items
· Save the basket
· Bring the TAF to the Purchasing Office
· Log into the supplier’s website in the Purchasing Office

The Purchasing Office would then make payment using the purchasing card.

Foreign Payment Transaction Fees

Clubs should be aware that purchasing card payments to suppliers outside the UK will incur a foreign payment transaction fee of 2.99% (the same fee that applies when using a personal credit card outside the UK).  As an indication of this charge, some examples are provided below:-
Transaction with ROI supplier for €500.  Sterling equivalent rate (following conversion) - £422.80 plus foreign transaction fee of £12.64 (2.99%) = £435.44
Transaction with US supplier for $1000.  Sterling equivalent rate (following conversion) - £616.18 plus foreign transaction fee of £18.42 (2.99%) = £634.60
Clubs should also be aware that the sterling equivalent rate charged to the card will be the prevailing rate on the day on which the transaction is processed by the supplier.  Given the daily fluctuation in exchange rates, it is therefore not possible to estimate exactly what this will be.  Sometimes the difference in price caused by fluctuations in exchange rates can be significant – particularly in respect of high value transactions.  Where possible, clubs should therefore try to secure pricing for goods and services in sterling.
As many pcard payments outside the UK are for accommodation, in order to avoid paying this foreign payment transaction fee and to ensure that the sterling amount payable is guaranteed, it is recommended that clubs use a UK-based agent for accommodation – for example, an online agent such as Expedia.  When doing so, clubs should be mindful of the different rates available (including non-flexible/non-refundable rates) and of the hotel’s cancellation policy, ie, the costs which might be incurred if the booking is cancelled within 48 hours, 24 hours, etc.  Once the required rate has been chosen, the Purchasing Office can make the booking by pcard in the normal way.  Rooms held directly with hotels cannot be booked through such agents.
As with all transactions, the Purchasing Office will determine the most suitable method of payment and will advise the club accordingly.  
(See also ‘Fines’ below.)
________________________________________________________________________________
VAT Codes – Purchase Order, Purchase Card Transaction (Section 1) and Manual Cheque (Section 3)
	United Kingdom
	Europe (exc UK)
	Rest of World (exc UK/Europe)

	S – standard rate (20% from 4 Jan 11)
	ES – European – standard rate* 
	RS – Rest of World - standard rate*

	Z - zero rated items (eg books, air travel, rail travel, ferry travel, coach hire) 
	EZ – European zero rated (description as UK)
	


RW – Rest of Work – non-standard

	X – exempt items (eg insurance, education [training courses], sports and sports competitions, charity fundraising events)
	EX – European exempt (description as UK)
	

	W – supplier not VAT registered or VAT can’t be extracted from purchase price (eg restaurant which shows only total cost of meal)
	EW – description as UK
	



* VAT should not be added to invoices for the supply of goods or services from outside the UK, unless the service is provided in the supplier’s country (eg hotel accommodation).  If in doubt, check with the Purchasing Office (purchasing@qub.ac.uk / tele: 028 9097 3026 [QUB ext 3026]) or Finance Tax Section (d.stewart@qub.ac.uk  / tele: 028 9097 3073 [QUB ext 3073] or a.crowe@qub.ac.uk / tele: 028 9097 3058 [QUB ext 3058]).
________________________________________________________________________________
Personal Expenditure and Expenses Reimbursement (Section 2)
Permissible Expenditure
If payment by purchasing card is not possible, members are permitted to purchase goods/services within the following categories only, having had the Transaction Authorisation Form approved by two club officers.
· Expenses for travel, accommodation, hospitality or entertaining (excluding deposits for formals) up to a limit of £500 (ex VAT)
· Equipment and consumables (excluding items on a dedicated Queen’s C&S supply arrangement) up to a limit of £50 (ex VAT)
· Essential, unforeseen expenditure whilst the club is at an event or on a trip, away from the University

Non-permissible Expenditure

In the event that a club member considers it necessary to purchase goods/services which are not included in the ‘permissible expenditure’ list then, in addition to approval of the TAF by two club officers, approval must be obtained as follows, in order of preference:-
· The Students’ Union Vice President for Clubs & Societies
· The Clubs and Societies Co-ordinator

Approvals must be obtained on a hard copy TAF.  Clubs must always allow sufficient time for the required approvals to be sought.
Claiming Back Expenses
Once the purchase has been completed, the authorised TAF should be submitted to the Income & Student Finance Office accompanied by all associated receipts.  Where receipts have not been provided, the Income & Student Finance Office reserves the right to refuse reimbursement.
(See also ‘Fines’ below)
________________________________________________________________________________
VAT Code – Expenses Reimbursement (Section 2)
All expenses payments will be coded ‘N’ (not applicable) and no VAT will be extracted.
________________________________________________________________________________
Deliveries of Goods
The Purchasing Office will instruct suppliers to deliver goods to the following locations:-
Sporting Clubs			Physical Education Centre (PEC), Botanic Gardens, Belfast, BT9 5EX
				marked ‘FAO [name of club]’
Societies (Non-sporting Clubs)	Elms Village Reception, 78 Malone Road, Belfast, BT9 5BW
marked ‘FAO [name of club]’
Copies of all purchase orders and purchasing card transactions will be emailed as follows when an order has been placed:-
Sporting Clubs			sport@qub.ac.uk
Societies (Non-sporting Clubs)	accommodation@qub.ac.uk
to ensure that the delivery locations are equipped with all relevant information in relation to deliveries which will be received in the future.
Delivery notes will be held on file at both locations and clubs will be informed when a delivery arrives so they can make appropriate arrangements for its collection.  The delivery arrangements at both locations will be subject to ongoing review by the Student Plus Directorate.
Arrangements may be made for deliveries to alternative locations but only under the following conditions:-
· Justification for using an alternative delivery location must be provided by the club
· The delivery location must be within the University campus
· The delivery must only be arranged with the prior permission of the head of the unit or department to which the delivery will be made (spot checks will be performed by the Purchasing Office in this regard)
· Responsibility for notifying staff at the delivery location to expect the delivery will rest with the club.  The Purchasing Office will not take responsibility for this, nor will it take responsibility for any items which may go missing as a result of staff at the delivery location not having been notified of the delivery.
Under no circumstances should clubs request deliveries to members’ home or business addresses.
________________________________________________________________________________
Engagement of Individuals Providing Services
With regard to individuals providing services to clubs (eg guest speakers), there are a number of factors which will determine how their payment is treated.  Enquiries regarding such engagements should therefore be directed to Tricia Massey, Head of Purchasing (t.massey@qub.ac.uk), who will advise on the correct method of payment.
________________________________________________________________________________
Inventory (Asset Management)
All equipment, costing or valued above £500 ex VAT, which is purchased by, donated to or acquired in any other way by a club or society, must be recorded on the University’s Inventory Register (asset management system).  Each item is identified by a discrete inventory number which is used to track the piece of equipment during its lifetime with the club.  

The recording of equipment on the inventory system, and subsequent deletion of the equipment from the system, is undertaken, on behalf of clubs and societies, by the Purchasing Office.

In order to record an item on the inventory system, a Clubs & Societies – Equipment Inventory Registration Form (IMS-1C), and inventory label, containing a discrete number for the item, must be obtained by the club from the Students’ Union Vice President for Clubs & Societies.  

The IMS-1C form should be fully completed and returned to Purchasing Office for recording on the inventory system.  The inventory label should be affixed securely by the club to the item of equipment. 

Any equipment already in a club’s possession, but which has not been recorded on the inventory system, must also be added, following the above procedure.  Again, completed forms must be returned to the Purchasing Office for processing.

If an inventory record is required to be deleted from the system, a Clubs & Societies - Equipment Inventory Deletion Form (IMS-2C) should be obtained from the Students’ Union Vice President for Clubs & Societies, completed by the club and sent to the Purchasing Office for processing.

All clubs are required to appoint a Club Inventory Liaison Officer (CILO) who is required to maintain his/her club’s list of equipment and update this annually.  In this regard, in conjunction with the Students’ Union Clubs & Societies Office, the Purchasing Office will maintain a list of CILOs.  Each year, the CILO will receive his/her club’s inventory list for analysis and amendment where appropriate.

Any enquiries regarding equipment registration or deletion should be directed to the Purchasing Office (purchasing@qub.ac.uk / tele: 028 9097 3026 [QUB ext 3026]).  
Clubs and societies should also maintain an internal inventory list, recording, at a minimum, all items valued at or above £100 ex VAT. These items should be clearly marked as belonging to the club or society, either with permanent marker or ideally with custom inventory stickers. The Students’ Union Vice President for Clubs & Societies can provide these stickers for any club or society which requests them. 
Grant Applications – Review of Inventory
When clubs and societies apply for their grants each year, they will be required to submit a full equipment inventory list for their club as an appendix to the grant application. Clubs which do not present this inventory list will have their grants withheld until such time as the inventory list is provided.
________________________________________________________________________________
Fines (Section 1 and Section 2)
Clubs will be fined £20 per incident where club funds have been committed without the required approval(s) having been sought, as follows:-
· goods/services supplied and/or invoiced by suppliers, prior to approval having been sought and/or a purchase order having been raised;
· goods/services purchased by a club member where the purchase does not have club officers’ approval (for items on the ‘permissible’ list) and/or which do not have University approval (for items not on the ‘permissible’ list).

Fines will be levied by the Students’ Union Club & Societies Office, which will monitor clubs’ compliance with the requirements for commitment of funds and will take appropriate action against clubs which continually contravene these rules.
Fines will be retained by the Students’ Union Clubs & Societies Office and, at each month end, the associated funds will be credited to a clubs and societies bucket account from which they will be re-allocated to clubs or societies to meet specific needs.  The club/society which was fined will be excluded from any re-allocation of funds, however, all clubs/societies will start the following year with a clean record, regardless of any fines levied during the previous year.
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