CHECKLIST FOR CONSULTANCIES
For Academic Staff
STAGE 1 - PROPOSAL
1. Advise your Head of School of forthcoming proposal




□
2. Contact Research Services – Consulting & Industry Liaison Unit



□
3. Prepare the PAID OUTSIDE WORK APPROVAL form

a. Download forms from 

http://www.une.edu.au/research-services/forms/development.php


□
b. complete the BUDGET CALCULATOR using the CHARGE-OUT RATES

□
c. complete the Risk Assessment form






□
d. complete the Fieldwork Risk Assessment form, if applicable


□
e. have forms signed by Head of School and Dean




□
f. agree with Head of School on disbursements of funds



□
4. Deliver forms with a copy of your proposal to Consulting & Industry Liaison Office

□
STAGE 2 – CONTRACT IN PREPARATION

5. When requested by Legal Office, complete Contract Compliance Statement

□
6. If requested by Legal Office, complete Moral Rights Consent form



□
STAGE 3 – PROJECT START

7. Complete Academic Pursuit Fund application if APF will be used 

and is not already in existence 







□
8. Complete Employment forms for casual staff





□
9. Travel:

a. Complete A8 travel form







□
b. Book UNE motor vehicle via Motor Pool





□
c. Book air travel and accommodation via New England Travel or Kistend

□
STAGE 4 – PROJECT MANAGEMENT
It is the responsibility of the project leader to ensure that deliverables are submitted ON TIME and that all costs are WITHIN THE AGREED BUDGET.  Copies of reports should be sent to Research Services who will initiate a request for the preparation of an invoice by Financial Services as per contract.  You will have access to a Special Purpose (SP) account for this project, unless other arrangements were made with Financial Services.  Please check the balance of your account regularly.  UNE will not be responsible for overdrawn accounts.
Relevant UNE Policies:
-    Paid Outside Work Policy

· Intellectual Property Policy

· Risk Management Policy
________________________________________________________________________________________________
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Enquiries: Anneke van Mosseveld ext. 3262 or avanmoss@une.edu.au

