Helpful Hints

· DO give adequate consideration to the figures on your return. The University has an obligation to report on any surplus or deficit for its activities of Teaching, Research and Other, and this result is strongly linked to the TAS data.

· DO ensure that you complete the TAS promptly after the end of the period, as your return feeds into the TRAC Return and is used to calculate the indirect rates for fEC. If received late, this reduces the time available to review the figures and produce the return.

· DO think carefully before allocating time to Support for Other unless you have allocated a percentage to Other as a direct activity – if this actually relates to general support, then the percentage should be reattributed across Teaching and Research.

· DO classify the activity as Publicly Funded (PF) when a group of students are funded from both Public and Non Public funds.

***********

· DON’T code 100% of your time to Teaching, Research or Other as a direct activity without considering whether a percentage might be classified as Support. For example, Support for Research would cover drafting a proposal for a bid to an external body, or negotiating the resulting contract.
· DON’T allocate time to Other if it relates to general admin and support: this should instead be allocated to Support for a direct activity – Teaching, Research or Other.
· DON’T allocate management time solely to Other. For example, the management time for Heads of Department should be allocated across Teaching, Research and Other to reflect the departmental activities that he or she is supporting.
