INFORMATION TO FORWARD ON TO ALL STAFF IN YOUR AREA

You may have seen in the recent PS Essentials and/or Academic Update that all staff would receive a
reminder of their responsibilities under the Financial Regulations.

This email is relevant to you even if you don’t have any specific finance responsibilities; please read
it with care and speak to your line manager or the Finance service Desk if there’s anything you aren’t
sure about.

1. If you are a member of staff, or someonelwith a contractual relationship with the University, you
need to comply with the University Financial Regulations.

This means always acting in good faith and in the best interests of the University. In particular:

e considering Value for Money for students, the tax payer and wider society in decision
making

= keeping the University's property secure and avoiding loss (including reporting suspected
fraud as soon as possible)

* Dbeing efficient using all resources (including includes our buildings, equipment, and time)

= taking care to follow university standards of conduct, policies and guidance

e never giving or accepting any kind of hospitality or gift that has any risk of being
misconstrued as a reward or an inducement, and always getting approval for anything with a
value over £100

e avoiding taking any part in decisions or transactions where there may be any poss ne
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Those travelling overseas on University business must also complete a risk assessment which is
part of our duty of care and helps to ensure all trips are safe and successful.
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Follow the appropriate processes
and ensure that purchases are
appropriate and affordable.

When travelling, make sure that
you are fully insured and that travel
arrangements are appropriate,

Ensure Value for Money in the
University’s financial transactions,
including research and other funds
from third parties,

Financial policies and processes
are designed to ensure Value for
Money so please follow them.

The Finance Service Desk will
make sure you get the right
training and support and help
with your queries.

University expenditure on staff

hospitality, travel, working away
from base and subscriptions

University expenditure re third
parties (students, visitors, research
participants, recruitment)

Working with charities

Guide to getting Value for Money
in day to day purchasing

Reminder of the insurance and
purchasing requirements around
travel and working away

Visual reminder of what you need
to consider when spending
University funds

Guide to managing a budget

A reminder of where to get help

The Finance Service Desk is always there for you to support any finance-related enquiry, including
contact with the Insurance and Procurement teams.

Finance strongly recommends that all staff with financial responsibilities refresh their training every
two years and will be pleased to organise a 30 minute on-line refresher for you individually or with a
group of colleagues if that’s more useful.

You can email them at financeservicedesk@sussex.ac.uk or call on 01273 87(7172).
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