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What can I spend my APT money on…?

Anything which can be purchased through the University finance system which is academically appropriate.  The most common examples are:

· IT equipment

· Office furniture

· Conference attendance and travel
· Training events or fees

· Arranging team away days 

· Limited monies may be used for student incentives such as book tokens.

None of which necessarily has to be linked to the APT project directly.
If you have any other ideas which you are unsure about please contact Joanne Smailes, Learning and Teaching Advisor, x7255 (joanne.smailes@unn.ac.uk) or Madeline Giles, APT administrator, x4339, (madeline.giles@unn.ac.uk)

PLEASE NOTE NO CASH OR EQUIVALENTS ARE PERMITTED (due to tax implications)

When does the APT money have to be spent by…?

The end of July in the year following the APT announcements.  So for APT awards made in May 2008 the monies would need to be spent by the end of July 2009.
Please note this can cause some problems in regard to conference attendance requests.  We are aware that people may often wish to use monies to present their APT outcomes and this is very likely to include a time lag.  Unfortunately, monies cannot be deferred and any conference must be attended (not just booked) well before the July deadline in order for finance processes to be completed.  Therefore we often recommend delegate only attendance to fit in with these timescales, rather than aiming for project dissemination. 

Who manages the APT money?

· APT money comes from HR as part of their rewarding staff initiative.  

· Allocations are made to Schools or Services, and not to the level of actual award holders.  

· Award holders, their Deans/Service Directors and School Registrars are all informed of the Cost Centre and Internal Order codes soon after the announcement of the APT results.  

·  All purchases which are available for procurement must be made via the University Procedures. This is usually done via your School/Service, on the standard Northumbria finance forms, using these codes.  

· If you do not know what the procedures are, please check within your own area.  

· Spending can be signed off by the usual School/Service signatories.  You should make them aware that the costs are coming out of an HR budget and not their own.  

· As APT holder, it is your responsibility to keep a track of what you have spent on your own project.  You should not exceed your own award amount.

· Your SAP administrator will only be able to let you know how much has been processed through the system at the time of your enquiry.  You need be aware of how much you have spent or intend to order as a whole.  

· The allocation will be closed at the end of July in the year following your award, and no further spend will be permitted against the code you have been given.

Are purchases made through APT my property…?
· Any purchase made is owned by the University.  Larger value purchases (e.g. IT equipment) MUST be purchased via the University and will be allocated a university asset number.

· However, these items will be for the APT holder’s own business use during their period of employment at the University. 

· University ownership also affords a number of advantages such as insurance coverage and maintenance of IT equipment.
How should I disseminate my project?

There are a number of methods for internal and external dissemination 

a). events within your School/Service, training and development events organised by HR or Learning & Teaching Support in Academic Registry ( such as the Northumbria Conference, Programme and Subject Leaders’ Conference, Programme of Events, eLearning Programme of Events).  
b). Regional or national events or conferences (such as Higher Education Academy conference, SEDA events/conference, Generic Subject Centre events etc.)

c). Publications such as Red Guides, RECAP Guides, posters, peer-refereed journal articles, publications from Generic Subject Centres, conference proceedings etc.
What is the interim report for…?
This allows the Learning and Teaching Support Section to follow up on any issues which may have occurred; for example: restricted access to monies by your school or service; dissemination opportunities or staffing issues, such as long term illness. 
When is the final report due..?

You will be asked to submit a final report on your activities in the December following the end of your project.  This should state clearly what you have done, and how you disseminated it.  All final reports are submitted to the Teaching Innovations Grants sub-committee, which is the body which selects the awards.

Thanks to HR for their generous financial support to the Applauding and Promoting Teaching (APT) Awards.

