
BARTS AND THE LONDON CHARITY SPECIAL PURPOSE FUNDS GUIDELINES
EFFECTIVE MAY 2011
Please read the guidelines before you contact The Charity.  If questions raised are covered in the guidelines you will be referred to them.  All forms not FULLY completed will be returned and will result in a delay in being reimbursed.
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PROCEDURES 
1. Equipment less than £5,000
Complete Non Stock Requisition form.  The fund name and number must be quoted.

Two fundholders must authorise for items above £1,000.

One fundholder for items below £1,000.
Send to The Charity who will authorise and send to Procurement to process.
2. Reimbursements less than £5,000

Complete a SPF004 Reimbursement Form. 

Ensure ALL original documentation is attached.
3. All requests equal or greater than £5,000

Complete a SPF005 Non Research Request Form. 

Note that salaries or research will NOT be supported from a Special Purpose Fund.

4.
All requests for research project from a Special Purpose Fund

Complete a SPF006 Research Request Form
5.
Income direct into the bank BACS

Complete a SPF003 Income Direct into the Bank Form
For all income that is to come directly into the bank account, The Charity must be notified using this form, regardless of whether the fundholder already has The Charity bank details.  
This is to notify The Charity that a donor is paying money into the account.  Failure to do this will result in the income not being allocated to the Fundholders’ Special Purpose Fund.

For donations to research, the company must forward a letter stating that the income is a donation and not for commercial research.

1. 
INTRODUCTION

Purpose

As part of its ongoing professionalisation The Charity has developed a set of guidelines which sets out the policy for the utilisation of special purpose funds.

This paper provides a short review and an update to the policies for the management of the funds.   

 Background

 The Charity splits the funds into non-delegated, under the control of The Charity, and delegated,         under the local management of fund holders.  The fund holders play a key role in generating funds as well as being responsible for the day to day management of the funds (subject to oversight from The Charity). The Charity places great importance upon its relationships with fundholders, and consultation is therefore a key consideration.  

2.
FUND ADMINISTRATION

SPF001 Fundholder Authorisation Form 

2.1  
Opening a Special Purpose Fund 

2.1.1
The aim of the Charity is to support those charitable activities taking place in the departments which match The Charity’s charitable purpose. Funds should be collectively pooled together for the benefit of the department/specialty.  Therefore, funds will not be opened if a fund already exists.         

2.1.2
Should a new fund be required, then a request has to be made in writing to The Charity, detailing why it is required.

2.2
Delegation to fundholders 


2.2.1
The Charity is the statutory body responsible for ensuring the appropriate utilisation of all funds to support charitable activities.   As such if the Charity believes that funds are not being used to the best advantage it can resume management of the funds.

2.2.2
The Charity will cease to delegate authority to a fundholder if there is evidence that the guidelines set out here have been breached.  In such cases the Charity will take over the management of the fund or delegate authority to an alternative fundholder.

2.2.3
If funds are not being utilised, the Charity will work with the fundholder to determine an appropriate plan for the use of the fund.

2.2.4
If a fundholder retires from or leaves employment with BLT or QMUL, he/she will cease to be a fundholder.  Honorary contracts do not entitle individuals to continue to be fundholder unless they are also employees of BLT or QMUL.  Normally, funds are not transferred to another body e.g. new employer.  The Charity will decide on the method of future fund management, but will take into account any recommendations made by the previous fundholder.

2.3
Investment of funds 

2.3.1
The Charity will invest income in interest bearing accounts.  The funds will receive an annual allocation of net interest which will be added to the funds in the following month after year end. 
3.
DONATIONS 


SPF002 Income Form – Must be submitted with ALL income paid to The Charity


SPF003 Income Paid Direct into Bank (BACS)

3.1
Fundraising 


3.1.1
Please contact The Charity’s Fundraising Department on 020 7618 1720 or email appeals@bartsandthelondon.nhs.uk for advice and support on any fundraising activities.
3.1.2 Fundraising Events

Use of The Charity or Special Purpose Fund name must be approved in advance by The Charity. Fundholders should let The Charity’s Fundraising Department know about any fundraising events or initiatives to benefit the fund they manage as soon as possible.  

3.2
Receipt of donations 


3.2.1
The Charity can only accept donations which further its charitable objectives.  The Charity must ensure that there are no terms or conditions linked to the donation which would place a responsibility on The Charity to ensure that said terms are met.  Thus no income deemed as grant from another institution will be accepted or managed by The Charity. Where there is doubt regarding a donation please contact The Charity. 

3.2.2 All cheques should be made payable to ‘Barts and The London Charity’.  Additionally the fund Number may be also quoted if the donor wishes. 

3.2.3 Cash should be delivered in person to The Charity’s office’s at: 4th Floor, 12 Cock Lane, London, EC1A 9BU, or Appeals Office, Ground Floor, London Chest Hospital.  A receipt will be issued. 
3.2.5
Credit Card Donations can be accepted by The Charity. Please contact the Fundraising Department on 020 7618 1720 or email appeals@bartsandthelondon.nhs.uk.
3.2.4 If donations are received by The Charity, unless a specific wish is stated to the contrary, The Charity will credit such donations to its general purpose funds.  If a donation is for a Special Purpose Fund it will be credited to the fund and, if the fund is delegated, the fundholder will be notified of the receipt via the quarterly statement.
3.3
Regular Donations – Standing Orders
3.3.1
If someone wishes to make a regular donation please contact the Fundraising Department on 


020 7618 1720 or email appeals@bartsandthelondon.nhs.uk who will issue a Standing Order Form.

3.4    
Acknowledging Donations

3.4.1
The Charity is required to acknowledge all donations and send a letter of thanks.  


Fundholders who wish to send a personal acknowledgement should discuss the wording of the letter with the Charity’s Fundraising Department to ensure consistency and a copy of the letter should accompany the donation. 

3.5. Report Fees
3.5.1 The Charity takes the view that where fundholders are engaged in generating income through providing report services, (such as medical/laboratory fees) this income can be paid across to The Charity as a donation, providing the Trust are in agreement, as it is normally their facilities that are being used. 
3.6
Course Fee – Running Courses

3.6.1
Where a fundholder is running a course, the invoice issued by the fundholder to the attendees must be a Pro-Forma Invoice, bearing the department address.  The payment should be sent to the department to record receipt of the course fee.  The cheque along with a copy of the invoice should be forwarded to The Charity. If a payment is made via BACS then SPF003 Income Paid Direct Into Bank (BACS) must be completed and sent to The Charity.  This form is required for ALL income direct into the bank, as it’s only for the first transfer via BACS that you need the details. If you do not advise The Charity then  the income may not be paid into the fund. The Charity will not raise invoices.
3.7
Trading activities – fees charged  
3.7.1
Trading activities are not charitable objects and can incur tax liabilities for The Charity.  This means that The Charity will not administer any income that arises from the trading of services or goods.  

3.8

Donation of fees
3.8.1
The donation of private patient fees by fundholders can trigger complex tax liabilities.  The donation of Private Patient fees may qualify for Gift Aid relief provided The Charity has a Gift Aid declaration from the clinician and the payment of donation is made from their personal bank account. Compliance with UK tax legislation in respect to private patient fees is the responsibility of the related clinician. 

 

Compliance with UK tax legislation in respect to private patient fees is the responsibility of the related clinician. The use of gift aid would increase the donation of private patient fees to The Charity.
3.9
Donations from Commercial Sources 
3.9.1
Research is defined as commercial if the contributor (normally a pharmaceutical company) does one of the following:

Retains any rights over the ownership of the results of the research.

Holds the rights over the publication of the results of the research.


3.9.2
Commercial research funds should generally be held and administered by the joint Research and Development Office.

3.9.3
The Charity will accept donations from commercial sources to support activities which further the Charity’s mission and vision as long as the donation is free from restrictions which would place a responsibility on the Charity to manage and report on the specific activity.  

3.9.4
If donations are received from a commercial company the Charity will verify the following: 

· That the donation is freely given with no restrictions; 

· That there is no assertion of rights or title in the results of any study

· That there is no commitment on the Charity to report on progress

If you are in any doubt regarding the receipt of funds from commercial sources please contact The Charity.

3.10
Legacies 
3.10.1
The Charity frequently receives donations from legacies for a specific purpose.
3.10.2
The Charity will administer all such legacies in accordance with the legators’ wishes, taking legal advice as necessary.
3.11
BACS (Company wishing to pay income direct into The Charity Bank Account

3.11.1
SPF003 should be completed and sent to The Charity.  Fundholders will be notified of The Charity bank account details, which can then be forward by the Fundholder to the company. 

4.
EXPENDITURE



SPF004 Reimbursement Form must be FULLY COMPLETED and evidence attached.  

SPF005 Non-Research Expenditure Approval Over  £5K

SPF006 Research Request Form
Failure to do so will result in the form being returned and reimbursement delayed.

Evidence for all expenses incurred i.e. course flyer/advert/minutes of meeting is required for ALL claims.

The Charity has limited resources and to reduce administration costs - 

No Reimbursement will be made for under £20. 

Items will have to be consolidated and reimbursed as one cost once the total reaches £20.


4.1
General 


4.1.1
It is the legal responsibility of the Trustees of The Charity to ensure that funds are used in accordance with the purpose of the fund and to further the vision and mission of The Charity.  


4.2
Purchase of Equipment/Goods


4.2.1
There are tax advantages when equipment is purchased from charitable funds.  Certain items namely medical, scientific, computer, video, sterilising, laboratory and refrigeration equipment qualify as long as the item is used for medical research, training, diagnosis or treatment.   The equipment is zero rated for VAT purposes, giving a saving at the current VAT rate, compared to the cost paid by an NHS body.  


4.2.2
All equipment and goods are purchased in accordance with BLT’s Procurement Department.  


4.2.3
For requests under £5,000 a Trust non-stock order form should be completed and authorised by the Fundholder (please see 7.1)   Please note that the form should specify ‘Paid By Barts and The London Charity’ and include the fund number and name.  Please DO NOT email requests; they should be sent either by fax or post. 

4.2.5
The Charity will complete the VAT exemption certificate and send the order to the Trust’s Procurement Department who will then order the equipment according to BLT’s standard procedures.   


4.2.6
Equipment or other requests over £5,000 must be pre-approved by The Charity.   Please complete and submit form SPF005 Non Research Expenditure Approval Form before completing a non-stock order form or incurring any expenditure. 


4.2.7
Fundholders should be aware that the equipment purchased is the property of the employing organisation and should remain there. 


4.2.8
Any equipment purchased for work carried out at locations other than those of the employer must comply with approved procedures of the employing body for removal of equipment.
5.
REIMBURSEMENTS FOR CHARITABLE ACTIVITIES

Evidence for all expenses incurred e.g. course flyer/advert/minutes of meeting is required for ALL claims.

5.1
General Provisions

Fundholders should remember that Special Purpose Funds are charitable funds and expenditure on accommodation, travel and subsistence should be reasonable, appropriate and not lavish.  Expenses must fall within the charitable purposes of the fund and will only be reimbursed at the levels detailed in section 6.1.2


5.1.1
For the reimbursement of charitable activities please complete form SPF004 Special Purpose Fund Reimbursement Form.  This must be countersigned by another Fundholder, you cannot authorise your own expenditure.  Authorising Fundholders must satisfy themselves the claim was necessary.  The claim must not exceed the amount spent by the individual.


5.1.2
The completed form plus original receipts must be submitted to the Charity. No reimbursement will be provided without receipts.  

5.2
Attending conferences  


5.2.1
Funds can be used to attend conferences which relate to the purpose of the fund. Any claims and expenses relating to attendance at a conference should be accompanied by a copy of the conference programme as well as receipts/invoices etc for the expenses.  All expenses must be within the levels detailed in section 6.1.2


5.2.2
Reimbursement for friends, family members or accompanying employees or consultants who are not on business is not eligible. 


5.3
Hospitality


5.3.1
Hospitality is defined as the friendly reception and entertainment of guests, visitors or strangers.  It covers expenditure relating to a person who is not a member of staff and whose work relates to the purpose of the fund.


5.3.2
Hospitality will be allowed if it can be shown to provide tangible benefits in furtherance of the purpose of the fund, for example visiting researchers or lecturers who provide research or educational value.
5.3.3
Travel will be reimbursed to a speaker or lecturer for first class travel, providing no lecture fee has been charged.  If a fee has been charged, then travel will only be reimbursed at the standard rate. 


All receipts from the speaker/lecturer must be attached, no additional amount will be paid unless accompanied by an invoice raised by the lecturer for the fee.

5.3.3
Hospitality must be related to bona fide meetings or seminars which disrupt normal meal arrangements, or may be provided in circumstances where it would be discourteous to fail to offer hospitality.  


5.3.4 
Fundholders should use the allowances detailed in section 6.1.2 for acceptable levels for hospitality. The following details will be required to justify the expenditure: 

· the name(s) of the person(s) receiving the hospitality

· the reason that the fundholder considers the hospitality desirable 

· the cost of the hospitality
· the number of people attending

5.3.5
Hospitality for partners, friends and family is not eligible.


5.4
Organising courses for education and training


5.4.1
Funds may be used to reimburse the cost of running and organising courses of study aimed at education and training.  

5.4.2
For established courses the expenses can be reimbursed by completing SPF004 Special Purpose Fund Reimbursement Form.  Please note that any staff costs associated with running/organising courses must be treated as overtime costs and paid according to BLT policies.  An overtime sheet must be submitted to The Charity together with the reimbursement form. 
5.4.6 Any invoices relating to course expenditure, e.g. venue hire, catering etc MUST be addressed to the department running the course, stating C/O Barts and The London Charity.  A SPF004 Reimbursement Form must be completed with the invoice or the claim attached, along with evidence of the course, e.g. course flyer. 

5.5
Away Days
Away Days for staff team building will be supported.  The maximum allowance is £40 per head, which has to include all costs for the days event.

5.6
Research Support


5.6.1
Charitable research funds held by The Charity may be used to support research expenditure (including salaries, equipment and reagents).


5.6.2
For research support please complete form SPF006 Research Request Form and submit to the Joint Research and Development Office who will countersign and send directly to The Charity.


5.6.3
The Charity will send an award letter to notify the Fundholder when the request has been approved.


5.6.4
Note the Charity is not the employer.  The employment responsibilities lie with the host institution. 


5.7
Salary Support – Non Research


5.7.1
The Charity will not support salary costs other than for research, as in section 5.5.

5.8
Building works/refurbishment


5.8.1
Special Purpose Funds can be used to support building works and refurbishments which fall within the purpose of the fund.  All work must be approved by and conducted through BLT Estates Department. Contact The Charity if you wish to recharge to the costs to a fund.

5.9
Staff/Patient welfare


5.9.1
Funds to support staff and/or patient welfare, may be used to purchase modest gifts at times of celebration.   


5.9.2
Gifts must not cost more than £15 per person. Gifts must be items and not in the form of cash or gift vouchers. Gifts of alcohol are not appropriate. 


5.9.3
In the case of staff, gifts should be consistent with what a good employer would normally provide and should be modest. Gifts may not be awarded to selected individuals, but must be for all staff of a certain grade/group eligible to benefit from the fund.  


5.10
Staff entertaining


5.10.1
Staff entertaining is not itself a charitable purpose.  However, if the employee's work falls within the charitable purposes of the fund, provision of appropriate benefits and rewards may be viewed as furtherance of the purpose of the fund.


5.10.2
The benefits should not go beyond what a good employer would normally provide. Fundholders should use the allowances detailed in section 6.1.2 as a gauge to appropriate levels of expenditure.


5.10.3
Christmas activities for staff may be supported up to a maximum of £50 per head inclusive of food and drink.  Reimbursement can be made in advance if a pro-forma invoice is presented or after the event a SPF004 Special Purpose Reimbursement Form needs to be completed, original receipts must be attached, the credit card receipt alone is not acceptable, along with detail of the number of staff attending the event and the department who has benefited.

5.10.4
Staff who cannot or do not wish to attend a Christmas function can receive a gift of up to £30.  Please note staff cannot receive both a gift and attend the Christmas function.  Note that cash or gift vouchers cannot be given and will not be reimbursed.  Alcohol is not to be given as a gift.


5.10.5
Any staff entertaining must be accessible to all staff eligible to benefit from the fund.


5.10.6
Unless the fund’s primary object is staff entertaining we would not normally allow more than one event per annum. 


5.10.7
Please note that the Inland Revenue limits for benefits to staff are £150.00 per person per annum.

5.10.8  Leaving parties may be supported providing, the member of staff has completed at least 5 years of         unbroken service.  The maximum allowance is £30 per head.  
5.10.9 Leaving gift may be purchased providing, the member of staff has completed at least 5 years of unbroken service.  The maximum allowance is £50 per head.
5.10.10 Staff retirement party – Please contact The Charity.
5.10.11 Staff retirement gift may be purchased providing, the member of staff has completed at least 5 years           of unbroken service.  The maximum allowance is £50 per head.

5.10.12 The Charity no longer supports staff retirement gratuities. Please contact the relevant Human Resources Department as to whether this benefit is provided by their employer.   


5.10.13 If fundholders are unclear on the details of any payments under this category please check with The Charity before incurring expenses.  

5.11
Subscriptions


5.11.1
Subscriptions fall into two categories: publications and subscriptions to institutions.


5.11.2
As long as a publication relates to the purpose of the fund the subscription will be eligible. 


5.11.3
Institutions to which subscriptions are made must provide some form of educational assistance to the individuals and fall within the main objective of the fund.


5.11.4 No personal subscriptions will be made to professional bodies for membership.


5.12 
Travelling expenses


5.12.1 
The sum paid shall not exceed the amount spent by the individual. In all cases individuals will be expected to support each claim with appropriate details of the journey, (the use of the word ‘home’ is not acceptable) and its purpose. Authorising fundholders must satisfy themselves that the claim is appropriate.


5.12.2
Individuals using vehicles on an official journey shall be refunded all reasonable car parking, toll and ferry charges. There will be no reimbursement of parking or other motoring fines.  Mileage allowances will be paid in accordance with Inland Revenue E490 Employee travel rates. The current regulations are 0.25p per mile, for each business mile over 10,000 in the tax year.  If your mileage is below 10,000 business miles, the rate paid is 0.45p per mile.  The person requesting the reimbursement must state that they do the lower mileage allowance for the higher rate to be paid. Please note that Inland Revenue can check a claim at any point.

5.12.3 Taxi or cab fares shall be payable only in cases where such transport is urgently required, for which reasoning will need to be detailed.

5.12.4 Travel by air shall be permitted if it is cheaper than other forms of travel or where it minimises time traveling and where travel by other means would reduce the effectiveness of the individual in the performance of their duties. 


5.12.5 Individuals may fly Business Class on journeys of six hours or more but must fly Economy/Tourist class on journeys of less than six hours.  First Class air travel will not be supported.


5.12.6 Airport parking will be reimbursed at the actual cost of parking at the airport. 


5.12.7 Taxis to/from the airport, within the country of origin (UK), will not be reimbursed unless the journey is outside of normal working hours.  Taxis to/from destination airport and accommodation will be reimbursed.


5.12.8
First Class rail travel will not be permitted for journeys of less than four hours.    


5.13
Overnight accommodation/subsistence


5.13.1
The Charity will reimburse the cost of accommodation and meals, within the limits detailed in 6.1.2 when it is necessary for members of staff away from home to conduct activities which relate to the purpose of the fund.


5.13.2
The Charity will reimburse hotel/overnight accommodation at the allowances details in 6.1.2, unless it has been agreed in advance or is included in a conference or meeting package.


5.13.3
Reimbursement of the actual cost of daily subsistence incurred on a journey of more than 100 miles is payable when an individual is undertaking activities which relate to the purpose of the fund.


5.13.4 
Expenditure for partners, friends and family are not eligible.

6.
ALLOWANCES TC "6
APPROVALS AND SIGNATURES" \f C \l "1" 

6.1.1
Allowances – hospitality/subsistence limits per person


6.1.2    The following sets out allowance limits which the Charity will support.  

Subsistence Allowances
· Breakfast allowance to a maximum of £ 5.00

· Lunch allowance to a maximum of £8.00

· Evening meal including guest entertaining allowance to a maximum of £35.00 

· Alcohol allowance to a maximum of £10.00 per person


   (or £20.00 per bottle, one bottle per two persons)

· Hotel accommodation to a maximum of £100 per night
· Mileage allowance, 0.25p over 10,000 business miles or 0.45p less than 10,000 business miles


Entertainment Allowances

· Christmas Functions to a maximum amount of £50 per head
· Christmas Gift to a maximum of £30 per head, only for those not attending a function
· Leaving Functions to a maximum of £30 per head, only if completed 5 years service
· Leaving Gifts to a maximum of £50, only if completed 5 years services
· Away Days to a maximum of £40 per person, to be inclusive of all costs
· Entertaining guests/lecturers, to a maximum of £50 per head
· Guest speaker/lecturer travel allowance, first class travel allowed if no lecture fee is being      charged

6.1.3
Please note that if these levels are exceeded the excess will have to be covered by the individual and only the amount will be reimbursed. 


7 
APPROVALS/AUTHORISATIONS


7.1
All requests for expenditure and reimbursement must be signed and countersigned as follows:

· < £1k
One Fundholder

· £1k - £5k 
Two Fundholders
·    £5k  - £20k
Complete SPF005 Non Research Expenditure Approval Form 

· > £20k 
Requests above this amount will be referred by The Charity for Trustee approval 


8
PAYMENT DATES


8.1
The Charity has 2 payment dates per month - 15th and 31st.  All details have to be received a week before this date to allow for processing.  Please ensure adequate time is allowed for the internal postal system.  Please see website for listing.


9 
ACKNOWLEDGEMENT AND PUBLICITY

9.1
The Charity must be acknowledged where a fund has been used to make a significant contribution to a project described in any publication, presentation or poster.


9.2
Fundholders should contact The Charity before making comments to the media about any project which has received support from the Charity through a special purpose fund. 


9.3
Major building works or equipment supported by the Charity through a special purpose fund should display a plaque indicating the Charity’s support. Please notify The Charity in advance of any planned launch or opening to allow time for them to arrange appropriate representation. 
9.4
Any plans to use The Charity’s name, logo or a fund name in any publication, website, mailshot or other vehicle must be approved by The Charity in advance. This applies particularly to fundraising initiatives, please contact Fundraising Dept on 0207 618 1720 appeals@bartsandthelondon.nhs.uk
10.
CONTACTING THE CHARITY
PLEASE READ THE GUIDELINES BEFORE YOU CONTACT THE SPECIAL FUNDS MANAGER 



Katrina Haines, Special Funds and Small Project Grants Manager



Katrina.L.Haines@bartsandthelondon.nhs.uk


Please email ALL queries.
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