Internal Recharges – University of Westminster

Internal recharging between departments within the University currently encompasses the following activities:

1.   General expenditure

2. Catering

3. Central department recharges to campuses

4. Space recharging 

The first two categories represent the most significant areas of activity in terms of numbers of transactions processed annually.

Scope of activity  

An analysis of the recharges for ad hoc expenditure and catering for the financial years 2000-01 and 2001-02 are shown in appendices 1 to 10.

A brief summary of the transactions shows:-

	Activity
	2000-2001

(Number)
	2000-

2001

(Value)
	2001-2002

(Number)
	2001-

2002

(Value)

	General 
	3121
	4,630,201
	3262
	4,080,187

	Catering
	2153
	289,948
	2779
	313,085


Current Processing Methods

At present the following procedures are used for internal recharging.

General Expenditure

The current system is predominantly paper based with staff in the department which has accepted the charges completing a multi-part Internal Charge Note (ICN) form specifying the type of recharge, the amount and the code to be credited which is then passed to the department which is to be charged. 

The recipient completes the set of codes which are to be debited and the top copy of the form is returned to the originator who then passes it to the Finance department.

Once ICN forms are received within the Finance department, they are bundled into batches and are then entered onto an Excel spreadsheet. Once completed this spreadsheet is then edited and used as the basis for preparing a data file which is uploaded to the Finance system. The individual lines on the spreadsheet are then posted as journal transactions within the general ledger.

Catering

Staff complete a multipart catering requisition form which is sent to the catering contractor specifying the service required, date, location and the cost centre and category code which is to be charged.

The requisition is priced by the catering manager and each week a schedule of completed requisitions is sent to the Finance department as an Excel file together with the relevant signed and priced requisitions. The schedule is edited to include cross references to source documents for audit purposes and is then used to prepare a data file which is uploaded to the Finance system. The individual requisitions are then automatically posted as transactions within the general ledger. 

Central Department Recharges and Space Charges

A schedule of these is agreed at the beginning of each financial year and used to prepare a standing journal within Prophecy. Transactions are then released each month within the general ledger and postings made to the cost centre and category codes defined on the schedule. 

Review of Internal Recharges 

It has been apparent for some time that considerable amounts of staff time are currently expended on the exercise of completing and processing internal recharges.  A review of internal recharging was carried out by the Financial Systems section in the Finance department to identify improvements in these areas.

This exercise included the following:-

1. Analysis of transaction data for the last two financial years

2. Review of technical improvements.

3. Meetings with staff in key departments to review the processes

4. Summary of conclusions and recommendations to the Director of Finance.

These are outlined below.

1. Analysis of transaction data 

Transaction data for the years 2000-2001 and 2001-2002 was downloaded from Prophecy and loaded into a series of spreadsheets where the data was sorted by department issuing the ICN and value. Summaries of these are attached in Appendices 1 - 8. 

The analysis of data showed the following:-

1.The majority of ICNs are issued by four departments within the University:-

i) Estates & Facilities (mostly for the Reprographics Units)

ii) Marketing & Development

iii) ISLS

iv) Cavendish Campus - School of Biosciences 

2. Over 50% of the total ICNs issued are for amounts under £250.

3. The value of individual ICNs varies from the lowest of 11 pence (!) to the highest of £368,900 (transfer of fees between IEO and Regent campus). 

4. Sample qualitative checks showed that in some instances ICNs are used as a substitute for accounting journals.

In addition to analysing the transaction data from Prophecy some basic analysis of the administrative costs of processing individual ICNs has been prepared. These are shown in Appendix 10. These figures show that the cost of processing an individual ICN varies from £8.36 to £18.26 depending on the grades of staff dealing with the transaction. 

2. Meetings with Key Staff

As part of this review, meetings were held with staff in key departments which issue a significant number of ICNs. 

The staff interviewed and a summary of the discussions are listed in Appendix 9.

The meetings were very useful and highlighted the following :-

1. Extensive local records are kept within the issuing departments to supplement ICNs (mostly on spreadsheets).

2. Most staff work on a monthly cycle of processing ICNs with specific days set aside for the task of completing and issuing ICNs.

3. Local discretion is used in determining when an ICN should be issued – eg ISLS will not raise an ICN for individual items under £5 in value, Marketing have a flexible approach and often batch up several minor items to make up a more substantial recharge.

4. In many instances the department which is to be charged with the cost of the work provides all of the information for recharging in advance at the time the work is requisitioned.

5. Considerable staff time is spent in chasing up outstanding ICNs. Although recent changes to the internal regulations regarding ICNS have improved the turnaround time , this is still a problem within certain areas of the University.

6.
Several staff mentioned that they were concerned that no central guidelines existed regarding the values of individual ICNs as some are processed for very minor sums. 

7.  Some departments have localised systems in place which record all of the information necessary for generating recharge transactions. 

From the above, it is apparent that many departments have the data readily available to allow recharging to take place via the use of monthly schedules. This could dispense with the use of the ICN mechanism and remove the need to chase up outstanding ICNs in those instances where departments do not return them.

This could be very easily implemented by asking the key departments to submit schedules of work completed at the end of each month based on codes supplied by the requisitioning department when work is requested. 

The schedules would be an adaptation of the journal templates currently used which can be relatively easily transferred to Prophecy without data being rekeyed. 

3. Review of Technical Improvements

During this review, two technical constraints became apparent which pose an obstacle to improvements in processing internal recharges. 

These are:-

a) The Prophecy Finance System

b) Use of a non-industry standard e-mail system

a)The Prophecy Finance System

The Prophecy package has been used at the University since 1997 and is a legacy application designed in the 1990s in Ingres currently running under the Unix operating system. 

The age of the application, means that integration with other software eg PC Windows based applications is possible but difficult as batch handling routines are required to be developed which effectively result in mini-systems being developed which then have to be maintained.

b)Use of a non-industry standard e-mail system

Within the University a number of different e-mail packages are used the most common of which is the freeware package Pegasus. Staff are often running different versions of this which makes easy migration of data difficult. In addition other packages (eg Sun Unix/Mail and Apple based applications) are also used in various Schools and departments which places a further obstacle to the easy integration of data. 

In the light of these constraints the following solutions were considered:

3.1 Use of ICN Templates via the Intranet

Staff are currently using Excel templates available via the Intranet for submitting journals electronically. These allow staff to type data into a predefined spreadsheet which is constructed to adhere to the rigid flat-file format required for loading data into Prophecy. 

The completed spreadsheets have to be run through two conversion steps and then the data uploaded to the Prophecy server where it updates the Prophecy general ledger transactions database. This is a time consuming exercise but is carried out as journals are usually multiple line documents and it is quicker to process them via this method instead of having staff type entries directly into Prophecy.

This solution is not considered a suitable alternative to ICNs as :

a)It would replace pieces of paper with their electronic equivalent with at most two lines on each.

b) It would increase the workload within the Finance department as each ICN would have to be converted and then uploaded.

c) The e-mail system does not readily lend itself to these transactions as both parties to the transaction have to authorise them and no logging procedure is available..

3.2 ICNs via the Intranet

An alternative is use the Intranet as a method for processing ICNs. This would require designing a database and control programs which would allow the capture of data via the Intranet which then updates the Prophecy general ledger transactions database via a series of interface routines similar to those written for the Fee Billing System. 

This is a considerable development task and is not considered practical given the current demands placed on ISLS staff working on enhancements to SRS-2 via the Intranet and the intention to replace the Finance system within the next 2 years.

3.3 Use of Third Party Software

Another alternative is to bring in a third party solution similar to the SwanBayley Active Access system which will provide full processing and data controls for internal recharging.

This is not considered practical as:

a) It would be an expensive solution.

b) The implementation would be lengthy , at least 6-9 months by which time the University may be in the initial stages of evaluating a new financials solution.

c) Several of the necessary features for processing internal recharges are available with modern financial solutions and are almost certain to be standard in whichever package is selected to replace Prophecy. 

Summary

The area of greatest concern is the recharging of general expenditure which the review shows to be an exercise which is heavily concentrated upon key departments within the University. 

The current methods used for processing these transactions are demanding in terms of resources and represent numerous transactions which are not material in accounting terms. The current methods also result in duplication of work and maintenance of records. 

The other areas of recharging – catering and Central department overheads and space recharging are less demanding. The former is currently processed using schedules supplied by the catering contractor which are derived directly from their local records without any data being rekeyed. The latter is a relatively low maintenance activity with the major work being the creation of the initial schedule 

Recommendations

1. Key departments (ISLS , Marketing and Development , School of Biosciences and Estates and Facilities ) are allowed to dispense with ICNs completely and adopt a policy of using recharge schedules submitted to Finance at the end of each month.

2. Staff requiring work from key departments must provide a valid cost centre and category code which the work is to be charged to, before any work is undertaken.

3. In other instances a monetary value is introduced so that ICNs are only processed when the amount involved is greater than £250.00.
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	Internal Charge Notes 2000/2001
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	Total No.
	Total Value
	 
	Value (£)
	 
	Value (£)
	 
	Value (£)
	 
	Value (£)
	 
	Value (£)
	 
	Value (£)
	 
	Value (£)
	 
	Value (£)
	 
	Value (£)

	Campuses/Central Departments
	of ICN's
	of ICNs
	Number
	1-10
	Number
	11-25
	Number
	26-50
	Number
	51-100
	Number
	101-250
	Number
	251-500
	Number
	501-1000
	Number
	1001-1499
	Number
	1500+

	Academic Registrar 
	9 
	2841 
	0 
	0 
	0 
	0 
	1 
	41 
	1 
	98 
	3 
	466 
	2 
	776 
	2 
	1461 
	0 
	0 
	0 
	0 

	Cashiers
	2 
	270 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	2 
	270 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 

	Cavendish
	431 
	154196 
	156 
	728 
	73 
	1276 
	50 
	2077 
	41 
	2901 
	35 
	5492 
	25 
	8959 
	21 
	14155 
	9 
	10480 
	21 
	136438 

	CCPD
	3 
	3662 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	1 
	360 
	0 
	0 
	2 
	3302 
	0 
	0 

	Central Student Admissions
	25 
	3600 
	0 
	0 
	0 
	0 
	1 
	50 
	13 
	1300 
	11 
	2250 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 

	Centre for Network Commerce
	1 
	2041 
	0 
	0 
	0 
	0 
	1 
	41 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	2000 

	Counselling & Advisory Service
	16 
	5830 
	1 
	6 
	0 
	0 
	0 
	0 
	3 
	300 
	5 
	950 
	4 
	1856 
	2 
	1455 
	1 
	1263 
	0 
	0 

	Estates & Facilities
	1021 
	807573 
	17 
	107 
	110 
	2161 
	150 
	5510 
	161 
	12296 
	235 
	39198 
	100 
	35687 
	100 
	71662 
	40 
	49439 
	108 
	591513 

	Finance Department
	3 
	1943 
	0 
	0 
	1 
	25 
	0 
	0 
	0 
	0 
	0 
	0 
	1 
	500 
	0 
	0 
	1 
	1418 
	0 
	0 

	Harrow
	141 
	579856 
	9 
	66 
	13 
	248 
	13 
	498 
	24 
	1981 
	17 
	2637 
	14 
	4636 
	14 
	10035 
	4 
	4778 
	33 
	554977 

	International Education Office
	48 
	50069 
	0 
	0 
	1 
	16 
	0 
	0 
	2 
	173 
	19 
	3290 
	12 
	4528 
	7 
	5094 
	0 
	0 
	7 
	36968 

	ISLS
	466 
	355912 
	35 
	216 
	49 
	941 
	49 
	1905 
	67 
	4933 
	117 
	18785 
	56 
	19112 
	33 
	23928 
	11 
	13287 
	49 
	272805 

	Marketing & Development
	672 
	434358 
	32 
	189 
	51 
	1001 
	53 
	2101 
	112 
	7374 
	126 
	22889 
	105 
	38155 
	89 
	63007 
	31 
	38769 
	73 
	260874 

	Marylebone
	62 
	658100 
	
	0 
	1 
	30 
	0 
	0 
	3 
	205 
	10 
	1757 
	6 
	1945 
	4 
	3259 
	6 
	6930 
	27 
	631259 

	Personnel
	39 
	35901 
	1 
	13 
	2 
	30 
	0 
	0 
	7 
	475 
	9 
	1100 
	13 
	4733 
	3 
	2039 
	2 
	2468 
	2 
	25045 

	Policy Studies Institute
	81 
	21154 
	1 
	6 
	9 
	174 
	11 
	423 
	12 
	923 
	34 
	5698 
	8 
	2824 
	4 
	2979 
	0 
	0 
	2 
	8126 

	Recreation
	5 
	10395 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	1 
	315 
	0 
	0 
	0 
	0 
	4 
	10080 

	Regent
	68 
	1419777 
	2 
	7 
	3 
	94 
	0 
	0 
	8 
	597 
	7 
	1129 
	4 
	1715 
	9 
	6242 
	3 
	3388 
	28 
	1406606 

	Research
	28 
	65748 
	0 
	0 
	2 
	37 
	1 
	31 
	3 
	211 
	0 
	0 
	8 
	3160 
	1 
	900 
	2 
	2055 
	11 
	59355 

	Vice-Chancellor & Rector
	9 
	16977 
	3 
	23 
	0 
	0 
	0 
	0 
	1 
	92 
	0 
	0 
	1 
	452 
	0 
	0 
	0 
	0 
	4 
	16410 

	Total
	3130 
	4630201 
	257 
	1360 
	315 
	6033 
	330 
	12678 
	458 
	33857 
	630 
	105910 
	361 
	129712 
	289 
	177905 
	112 
	137577 
	369 
	3457478 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	E&F Catering Contract (Scolarest)
	2153 
	289948 
	258 
	2207 
	574 
	9900 
	427 
	16005 
	362 
	26532 
	314 
	49631 
	123 
	44338 
	57 
	39496 
	18 
	21834 
	20 
	80006 


	Sorted by Total Number
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Total No.
	Total Value
	 
	Value (£)
	 
	Value (£)
	 
	Value (£)
	 
	Value (£)
	 
	Value (£)
	 
	Value (£)
	 
	Value (£)
	 
	Value (£)
	 
	Value (£)

	Campuses/Central Departments
	of ICN's
	of ICNs
	Number
	1-10
	Number
	11-25
	Number
	26-50
	Number
	51-100
	Number
	101-250
	Number
	251-500
	Number
	501-1000
	Number
	1001-1499
	Number
	1500+

	Estates & Facilities
	1021 
	807573 
	17 
	107 
	110 
	2161 
	150 
	5510 
	161 
	12296 
	235 
	39198 
	100 
	35687 
	100 
	71662 
	40 
	49439 
	108 
	591513 

	Marketing & Development
	672 
	434358 
	32 
	189 
	51 
	1001 
	53 
	2101 
	112 
	7374 
	126 
	22889 
	105 
	38155 
	89 
	63007 
	31 
	38769 
	73 
	260874 

	ISLS
	466 
	355912 
	35 
	216 
	49 
	941 
	49 
	1905 
	67 
	4933 
	117 
	18785 
	56 
	19112 
	33 
	23928 
	11 
	13287 
	49 
	272805 

	Cavendish
	431 
	154196 
	156 
	728 
	73 
	1276 
	50 
	2077 
	41 
	2901 
	35 
	5492 
	25 
	8959 
	21 
	14155 
	9 
	10480 
	21 
	136438 

	Harrow
	141 
	579856 
	9 
	66 
	13 
	248 
	13 
	498 
	24 
	1981 
	17 
	2637 
	14 
	4636 
	14 
	10035 
	4 
	4778 
	33 
	554977 

	Policy Studies Institute
	81 
	21154 
	1 
	6 
	9 
	174 
	11 
	423 
	12 
	923 
	34 
	5698 
	8 
	2824 
	4 
	2979 
	0 
	0 
	2 
	8126 

	Regent
	68 
	1419777 
	2 
	7 
	3 
	94 
	0 
	0 
	8 
	597 
	7 
	1129 
	4 
	1715 
	9 
	6242 
	3 
	3388 
	28 
	1406606 

	Marylebone
	62 
	658100 
	
	0 
	1 
	30 
	0 
	0 
	3 
	205 
	10 
	1757 
	6 
	1945 
	4 
	3259 
	6 
	6930 
	27 
	631259 

	International Education Office
	48 
	50069 
	0 
	0 
	1 
	16 
	0 
	0 
	2 
	173 
	19 
	3290 
	12 
	4528 
	7 
	5094 
	0 
	0 
	7 
	36968 

	Personnel
	39 
	35901 
	1 
	13 
	2 
	30 
	0 
	0 
	7 
	475 
	9 
	1100 
	13 
	4733 
	3 
	2039 
	2 
	2468 
	2 
	25045 

	Research
	28 
	65748 
	0 
	0 
	2 
	37 
	1 
	31 
	3 
	211 
	0 
	0 
	8 
	3160 
	1 
	900 
	2 
	2055 
	11 
	59355 

	Central Student Admissions
	25 
	3600 
	0 
	0 
	0 
	0 
	1 
	50 
	13 
	1300 
	11 
	2250 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 

	Counselling & Advisory Service
	16 
	5830 
	1 
	6 
	0 
	0 
	0 
	0 
	3 
	300 
	5 
	950 
	4 
	1856 
	2 
	1455 
	1 
	1263 
	0 
	0 

	Academic Registrar 
	9 
	2841 
	0 
	0 
	0 
	0 
	1 
	41 
	1 
	98 
	3 
	466 
	2 
	776 
	2 
	1461 
	0 
	0 
	0 
	0 

	Vice-Chancellor & Rector
	9 
	16977 
	3 
	23 
	0 
	0 
	0 
	0 
	1 
	92 
	0 
	0 
	1 
	452 
	0 
	0 
	0 
	0 
	4 
	16410 

	Recreation
	5 
	10395 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	1 
	315 
	0 
	0 
	0 
	0 
	4 
	10080 

	CCPD
	3 
	3662 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	1 
	360 
	0 
	0 
	2 
	3302 
	0 
	0 

	Finance Department
	3 
	1943 
	0 
	0 
	1 
	25 
	0 
	0 
	0 
	0 
	0 
	0 
	1 
	500 
	0 
	0 
	1 
	1418 
	0 
	0 

	Cashiers
	2 
	270 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	2 
	270 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 

	Centre for Network Commerce
	1 
	2041 
	0 
	0 
	0 
	0 
	1 
	41 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	2000 

	Total
	3130 
	4630201 
	257 
	1360 
	315 
	6033 
	330 
	12678 
	458 
	33857 
	630 
	105910 
	361 
	129712 
	289 
	177905 
	112 
	137577 
	369 
	3457478 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	E&F Catering Contract (Scolarest)
	2153 
	289948 
	258 
	2207 
	574 
	9900 
	427 
	16005 
	362 
	26532 
	314 
	49631 
	123 
	44338 
	57 
	39496 
	18 
	21834 
	20 
	80006 
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	Internal Charge Notes 2001/2002
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	 
	
	 
	
	 
	
	 
	
	 
	
	 
	
	 
	
	 
	
	 
	

	Sorted by Department
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Total No.
	Total Value
	 
	Value (£)
	 
	Value (£)
	 
	Value (£)
	 
	Value (£)
	 
	Value (£)
	 
	Value (£)
	 
	Value (£)
	 
	Value (£)
	 
	Value (£)

	Campuses/Central Departments
	of ICN's
	of ICNs
	Number
	0-10
	Number
	11-25
	Number
	26-50
	Number
	51-100
	Number
	101-250
	Number
	251-500
	Number
	501-1000
	Number
	1001-1499
	Number
	1500+

	Business Dev.& Com.Reserch Unit
	2 
	31770 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	2 
	31770 

	Careers Service
	2 
	546 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	1 
	250 
	1 
	296 
	0 
	0 
	0 
	0 
	0 
	0 

	Cashiers
	1 
	912 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	1 
	912 
	0 
	0 
	0 
	0 

	Cavendish
	443 
	224997 
	136 
	619 
	58 
	1048 
	61 
	2212 
	43 
	3082 
	48 
	7801 
	29 
	9690 
	19 
	13905 
	9 
	10707 
	40 
	175933 

	CCPD
	2 
	16956 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	1 
	360 
	0 
	0 
	0 
	0 
	1 
	16596 

	Central Student Admissions
	53 
	11928 
	0 
	0 
	0 
	0 
	1 
	50 
	26 
	2600 
	16 
	3100 
	6 
	2326 
	4 
	3852 
	0 
	0 
	0 
	0 

	Counselling & Advisory Service
	2 
	107 
	0 
	0 
	1 
	24 
	0 
	0 
	1 
	83 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 

	Estates & Facilities
	948 
	676329 
	27 
	184 
	138 
	2332 
	127 
	4544 
	133 
	9757 
	195 
	30339 
	89 
	32167 
	80 
	57967 
	45 
	55952 
	114 
	483088 

	Finance Department
	7 
	499 
	0 
	0 
	0 
	0 
	3 
	58 
	1 
	53 
	3 
	389 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 

	Harrow
	215 
	498269 
	9 
	65 
	17 
	289 
	13 
	516 
	15 
	1067 
	41 
	6852 
	36 
	13207 
	23 
	17073 
	6 
	7650 
	39 
	330987 

	International Education Office
	28 
	15457 
	0 
	0 
	0 
	0 
	5 
	199 
	1 
	100 
	7 
	1367 
	4 
	1678 
	7 
	4997 
	2 
	2406 
	2 
	4710 

	ISLS
	502 
	364854 
	39 
	251 
	74 
	1452 
	71 
	2781 
	72 
	5518 
	85 
	13364 
	52 
	17802 
	37 
	25117 
	24 
	27674 
	48 
	270896 

	Klenzyme
	1 
	88 
	0 
	0 
	0 
	0 
	0 
	0 
	1 
	88 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 

	Marketing & Development
	663 
	415090 
	22 
	138 
	30 
	579 
	43 
	2694 
	99 
	6134 
	167 
	28320 
	115 
	43400 
	87 
	62107 
	33 
	38323 
	67 
	233393 

	Marylebone
	66 
	549127 
	0 
	0 
	2 
	46 
	2 
	80 
	2 
	157 
	9 
	1565 
	6 
	2615 
	11 
	8993 
	7 
	8912 
	27 
	526760 

	Nursery
	1 
	564 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	1 
	564 
	0 
	0 
	0 
	0 

	On-Line Learning
	3 
	3739 
	0 
	0 
	0 
	0 
	1 
	39 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	2 
	3700 

	Personnel
	25 
	62395 
	0 
	0 
	0 
	0 
	4 
	177 
	5 
	475 
	8 
	1624 
	1 
	458 
	0 
	0 
	0 
	0 
	7 
	59661 

	Policy Studies Institute
	168 
	58374 
	5 
	37 
	5 
	92 
	19 
	844 
	33 
	2657 
	58 
	9991 
	29 
	9696 
	9 
	6856 
	1 
	1101 
	8 
	26544 

	Recreation
	5 
	12736 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	1 
	636 
	0 
	0 
	4 
	12100 

	Regent
	82 
	1017695 
	2 
	10 
	2 
	37 
	0 
	0 
	3 
	245 
	13 
	2027 
	8 
	3120 
	15 
	10627 
	2 
	2700 
	36 
	989930 

	Research
	37 
	80944 
	1 
	7 
	2 
	50 
	2 
	59 
	2 
	161 
	3 
	550 
	7 
	3130 
	5 
	3840 
	4 
	4699 
	11 
	68448 

	Vice-Chancellor & Rector
	6 
	36811 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	1 
	125 
	2 
	853 
	2 
	2470 
	0 
	0 
	1 
	33363 

	Total
	3262 
	4080187 
	241 
	1311 
	329 
	5948 
	352 
	14253 
	437 
	32177 
	655 
	107662 
	386 
	140797 
	302 
	219915 
	133 
	160124 
	409 
	3267879 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	E&F Catering Contract (Scolarest)
	2779 
	313085 
	324 
	2714 
	730 
	12454 
	586 
	21352 
	472 
	34557 
	404 
	64350 
	163 
	58084 
	61 
	42895 
	19 
	22115 
	20 
	59992 


	Sorted by Total Number
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Total No.
	Total Value
	 
	Value (£)
	 
	Value (£)
	 
	Value (£)
	 
	Value (£)
	 
	Value (£)
	 
	Value (£)
	 
	Value (£)
	 
	Value (£)
	 
	Value (£)

	Campuses/Central Departments
	of ICN's
	of ICNs
	Number
	0-10
	Number
	11-25
	Number
	26-50
	Number
	51-100
	Number
	101-250
	Number
	251-500
	Number
	501-1000
	Number
	1001-1499
	Number
	1500+

	Estates & Facilities
	948 
	676329 
	27 
	184 
	138 
	2332 
	127 
	4544 
	133 
	9757 
	195 
	30339 
	89 
	32167 
	80 
	57967 
	45 
	55952 
	114 
	483088 

	Marketing & Development
	663 
	415090 
	22 
	138 
	30 
	579 
	43 
	2694 
	99 
	6134 
	167 
	28320 
	115 
	43400 
	87 
	62107 
	33 
	38323 
	67 
	233393 

	ISLS
	502 
	364854 
	39 
	251 
	74 
	1452 
	71 
	2781 
	72 
	5518 
	85 
	13364 
	52 
	17802 
	37 
	25117 
	24 
	27674 
	48 
	270896 

	Cavendish
	443 
	224997 
	136 
	619 
	58 
	1048 
	61 
	2212 
	43 
	3082 
	48 
	7801 
	29 
	9690 
	19 
	13905 
	9 
	10707 
	40 
	175933 

	Harrow
	215 
	498269 
	9 
	65 
	17 
	289 
	13 
	516 
	15 
	1067 
	41 
	6852 
	36 
	13207 
	23 
	17073 
	6 
	7650 
	39 
	330987 

	Policy Studies Institute
	168 
	58374 
	5 
	37 
	5 
	92 
	19 
	844 
	33 
	2657 
	58 
	9991 
	29 
	9696 
	9 
	6856 
	1 
	1101 
	8 
	26544 

	Regent
	82 
	1017695 
	2 
	10 
	2 
	37 
	0 
	0 
	3 
	245 
	13 
	2027 
	8 
	3120 
	15 
	10627 
	2 
	2700 
	36 
	989930 

	Marylebone
	66 
	549127 
	0 
	0 
	2 
	46 
	2 
	80 
	2 
	157 
	9 
	1565 
	6 
	2615 
	11 
	8993 
	7 
	8912 
	27 
	526760 

	Central Student Admissions
	53 
	11928 
	0 
	0 
	0 
	0 
	1 
	50 
	26 
	2600 
	16 
	3100 
	6 
	2326 
	4 
	3852 
	0 
	0 
	0 
	0 

	Research
	37 
	80944 
	1 
	7 
	2 
	50 
	2 
	59 
	2 
	161 
	3 
	550 
	7 
	3130 
	5 
	3840 
	4 
	4699 
	11 
	68448 

	International Education Office
	28 
	15457 
	0 
	0 
	0 
	0 
	5 
	199 
	1 
	100 
	7 
	1367 
	4 
	1678 
	7 
	4997 
	2 
	2406 
	2 
	4710 

	Personnel
	25 
	62395 
	0 
	0 
	0 
	0 
	4 
	177 
	5 
	475 
	8 
	1624 
	1 
	458 
	0 
	0 
	0 
	0 
	7 
	59661 

	Finance Department
	7 
	499 
	0 
	0 
	0 
	0 
	3 
	58 
	1 
	53 
	3 
	389 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 

	Vice-Chancellor & Rector
	6 
	36811 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	1 
	125 
	2 
	853 
	2 
	2470 
	0 
	0 
	1 
	33363 

	Recreation
	5 
	12736 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	1 
	636 
	0 
	0 
	4 
	12100 

	On-Line Learning
	3 
	3739 
	0 
	0 
	0 
	0 
	1 
	39 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	2 
	3700 

	Business Dev.& Com.Reserch Unit
	2 
	31770 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	2 
	31770 

	Careers Service
	2 
	546 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	1 
	250 
	1 
	296 
	0 
	0 
	0 
	0 
	0 
	0 

	CCPD
	2 
	16956 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	1 
	360 
	0 
	0 
	0 
	0 
	1 
	16596 

	Counselling & Advisory Service
	2 
	107 
	0 
	0 
	1 
	24 
	0 
	0 
	1 
	83 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 

	Cashiers
	1 
	912 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	1 
	912 
	0 
	0 
	0 
	0 

	Klenzyme
	1 
	88 
	0 
	0 
	0 
	0 
	0 
	0 
	1 
	88 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 

	Nursery
	1 
	564 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	0 
	1 
	564 
	0 
	0 
	0 
	0 

	Total
	3262 
	4080187 
	241 
	1311 
	329 
	5948 
	352 
	14253 
	437 
	32177 
	655 
	107662 
	386 
	140797 
	302 
	219915 
	133 
	160124 
	409 
	3267879 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	E&F Catering Contract (Scolarest)
	2779 
	313085 
	324 
	2714 
	730 
	12454 
	586 
	21352 
	472 
	34557 
	404 
	64350 
	163 
	58084 
	61 
	42895 
	19 
	22115 
	20 
	59992 


Appendix 9

Summary of Meetings Reviewing Internal Recharges

Estates and Facilities – Martin Reid (Reprographics Unit)

Current Procedure

1. All staff requesting work from the two units have to complete a requisition form detailing the work , required , date , code to charged to and a copyright declaration. 

2. The forms are priced and the work completed. The jobs are logged on spreadsheets maintained within the Reprographics Units

3.When work is completed the date is entered on the log and the job closed.

4.At the end of each month individual ICNs are prepared for each budget holder by hand using the information logged.

Problems Experienced 

1.Time taken to process ICNs (2 days each month)

2. Delay in receiving departments completing and returning ICNs

3.The backlog of outstanding ICNs can affect the results reported to senior managers within the department.

Marketing & Development – Paul Myrmus (Corporate Brands Manager)





Olivia Davenport (Production Assistant)





Pedrag Cvijelic (Production Assistant)

Current Procedures

1.For production work Staff requesting work from M&D have to complete a production request form (similar to a printing requisition) which is logged and a stage tracking book kept. When the job is completed an ICN is then prepared using information form the logs and sent to the department concerned.

2.For stock items a log is kept of the date an item was requested , the quantity and the name of the person making the request. An ICN is then produced and sent to the department concerned.

Problems Experienced

1.Time taken to prepare ICNs (1 day a week)

2. Delay in receiving departments completing and returning ICNs. Recent changes to guidelines have improved this but it is still a problem and can affect the department’s results towards the end of the year.

3.Staff time is spent chasing up outstanding ICNs which could be better used on priority work.

ISLS – Janet Payne (ISLS Administrator)

Current Procedures

1.A stores slip is completed by Janet whenever anyone asks her to order consumables or equipment.  Separate logs are kept for software licences issued for Microsoft products in accordance with the Microsoft Campus Agreement.

2.At the end of each month , ICNs are prepared from the stores slips and licence logs which are sent to the departments concerned  if the charge exceeds £5. For items under £5, ISLS do not recharge departments.

Problems Experienced

1.Time taken to prepare ICNs (1 day each month).

2. Time required to chase up outstanding ICNs

3.Problems with Campus IT/AV centres. This would appear to be an internal problem regarding devolution of budgetary responsibility but problems are experienced with some Campus IT/AV managers ordering equipment which they try to recharge to central ISLS budgets.

Cavendish Campus – School of Biosciences – Roger Gulless  (Materials and Stores Manager)

Current Procedures

1.The School operates a server based stores system (Hyperdata) which went live in August and replaced a internally designed Access system.

2.The Hyperdata system maintains full inventory controls for the stores of materials , equipment and laboratory supplies which the School operates. In addition, it records issues made and the project/course to which they are to be charged. All staff have to complete a stores issues note detailing the requisition made, date, quantity and the project / course for which it is required. The system is also used by Cavendish School of Computer Science to record their stocks of computer consumables.

3.At the end of each month a transaction report from Hyperdata is produced which analyses each of the transactions drawn from stores. The information on this report is then used to write-up ICNs which are sent to budget holders for approval and recording in the Prophecy system. In addition to hard copy reports the system can produce files in standard csv or ASCII formats.

Problems Experienced

1.The use of ICNs requires Roger to manually duplicate information which is automatically recorded in the Hyperdata system which is time consuming.

2.Many of the items drawn from stores are high volume low value items and the current method used for processing the recharge of these is not cost effective.

	ICN Processing
	
	
	
	
	
	
	Appendix 10

	
	
	
	
	
	
	
	
	
	
	

	Time to process ICN
	5 minutes per line
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Average Admin Staff Hourly Rate 
	
	
	
	
	
	
	

	(80% of maximum salary scale)
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	Hourly 
	
	5 mins
	
	
	
	
	
	 
	

	Grade
	Rate
	80%
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	NG1
	10.26
	8.21
	0.68
	
	
	
	
	
	
	

	NG2
	11.26
	9.01
	0.75
	
	
	
	
	
	
	

	NG3
	13.28
	10.62
	0.89
	
	
	
	
	
	
	

	NG4
	15.17
	12.14
	1.01
	
	
	
	
	
	
	

	NG5
	18.04
	14.43
	1.20
	
	
	
	
	
	
	

	NG6
	20.25
	16.20
	1.35
	
	
	
	
	
	
	

	NG7
	22.95
	18.36
	1.53
	
	
	
	
	
	
	

	NG8
	25.42
	20.34
	1.70
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Average Academic Staff Hourly Rate
	
	
	
	
	
	

	(90% of maximum salary scale)
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	Hourly 
	
	5 mins
	
	
	
	
	
	
	

	Grade
	Rate
	90%
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	L01
	66.36
	59.72
	4.98
	
	
	
	
	
	
	

	L02
	81.34
	73.21
	6.10
	
	
	
	
	
	
	

	P00
	95.58
	86.02
	7.17
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Staff time Finance
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	NG3
	13.28
	per batch
	Typical batch takes an hour to process and includes 30 ICNs
	
	
	

	
	
	
	therefore cost per ICN 
	=
	0.44
	
	
	
	

	Stationery

	
	
	
	
	
	
	
	
	
	
	

	Pad of 25 ICNs unit cost = £27.50
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Cost per ICN 
	1.10
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Administrative overheads (CPU time , internal post etc) 
	15% of total
	
	

	
	
	
	
	
	
	
	
	
	
	

	Example ICNs
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	NG2 sends ICN to L01
	
	NG5 sends ICN to a L02 
	
	
	
	

	
	
	£
	
	
	
	£
	
	
	
	

	NG2
	
	0.75
	
	NG5
	
	1.35
	
	
	
	

	L01
	
	4.98
	
	L02
	
	6.10
	
	
	
	

	Stationery
	1.10
	
	Stationery
	1.10
	
	
	
	

	Finance 
	
	0.44
	
	Finance 
	
	0.44
	
	
	
	

	O'heads
	
	1.09
	
	O'heads
	
	1.35
	
	
	
	

	Total
	
	8.36
	
	Total
	
	10.34
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	NG8 sends ICN to P00
	
	P00 sends ICN to P00
	
	
	
	

	
	
	£
	
	
	
	£
	
	
	
	

	NG8
	
	1.70
	
	P00
	
	7.17
	
	
	
	

	P00
	
	7.17
	
	P00
	
	7.17
	
	
	
	

	Stationery
	1.10
	
	Stationery
	1.10
	
	
	
	

	Finance 
	
	0.44
	
	Finance 
	
	0.44
	
	
	
	

	O'heads
	
	1.56
	
	O'heads
	
	2.38
	
	
	
	

	Total
	
	11.97
	
	Total
	
	18.26
	
	
	
	


