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SECTION 1 – for initial discussion with Head of Cost Centre
1. Project Applicant   (please read Applicant’s Certification - Item 11 of this form)
	


2. Title of Project

	


3. Client

	


4. Human Resources 

	UNE STAFF

	Name
	Cost Centre
	Role in Project 
	Time Involved *
	Email
	Ext.

	Duplicate rows as required


	
	
	
	
	

	EXTERNAL PARTIES

	Will any parties OUTSIDE UNE be working on this project?                                YES/NO

If YES, please also indicate whether they will be paid by UNE for their input.

	Name and title
	Organisation
	Role in Project
	Email
	To Be Paid by UNE?

	Duplicate rows as required


	
	
	
	YES/NO


5. Facilities

	UNE Facilities to be Used
	Period of Use
	Cost of Use (to be included in Budget)

	Duplicate rows as required
	
	


6. Period of Project

If dates are not yet known, please provide estimates.

	Commencement Date
	Completion Date

	
	


In Principal Approval to proceed with full proposal
(to be obtained by the Applicant)
	________________________________________               
Signature (Head of Cost Centre) 


	________________

Date





7. Client Details
	Name:
	

	Street Address:
	

	Postal Address:
	

	ABN/ACN:
	

	Contact Person and Position:
	

	Telephone:
	

	Fax:
	

	Email:
	


8. Type of Contractual Arrangements

· UNE is Sole Party directly to the Funding Agency/Client
· UNE is Sub-Contractor to an External Party who holds a contract to the Funding Agency/Client


UNE is Lead Partner in a Consortium 
· UNE is Co-Partner in a Consortium where another party takes the lead role


9. Risk Assessment and Management
Please complete the Risk Management worksheet, available from the Financial Services website: http://www.une.edu.au/finance/forms/riskmanwork.pdf 

Take the form to your Faculty’s Risk Management Coordinator.  

The Project Leader at UNE takes responsibility for all risks to UNE associated with the project.

I confirm that the risks provided by the Project Leader have been entered into the database:
__________________________________________                   ___________________
Signature of Risk Management Coordinator or Head of School



                            Date
For work off-campus you will also need to complete an OH&S Field Risk Assessment form, available from the website of Human Resources.



10. Intellectual Property & Confidentiality

Will existing UNE-owned Intellectual Property be used in the project?
  Yes      No

	Description


	Owners
	% Owned at Commencement
	% Owned at Completion

	Duplicate rows as required
	
	


Will a third party be using UNE-owned IP?




  Yes        No   
Will staff be accessing confidential information from a third party?

  Yes        No    

If YES to any of the above please contact Research Services
11. Type of Activity

Research Consultancy or Commissioned Research

 
Fee-for-Service Consultancy

· Combined Research/Fee-for-Service of which  ___ % research/  ___ % fee-for-service
If activity contains research please complete Section 4
12. Applicant Certification and Signature

	I certify that I am able and available to carry out the services I have described in this application and that I am aware of and will abide by UNE policies and School/Centre and/or Faculty regulations or decisions relating to this application.  In particular, I certify that there are no current or potential conflicts of interest relating to this application.

In the event that this proposal is successful, I agree that my documentation may be shown to other UNE staff as an aid in preparing future proposals.

	Name of Project Leader
	Signature

	
	

	Name of UNE Team Member/s (if applicable) 
(each UNE member should sign)
	Signature

	Duplicate rows as required
	


13. Approvals (to be obtained by the Applicant)
	________________________________________               
Signature (Head of Cost Centre(s)) 


	________________

Date





14. Research Classifications 

(a)
Type of Research

	


	%

	Pure basic research: experimental and theoretical work undertaken to acquire new knowledge without looking for long term benefits other than the advancement of knowledge
	

	Strategic basic research: experimental and theoretical work undertaken to acquire new knowledge directed into specified broad areas in the expectation of useful discoveries. It provides the broad base of knowledge necessary for the solution of recognised practical problems.
	

	Applied Research: original work undertaken primarily to acquire new knowledge with a specific application in view. It is undertaken either to determine possible uses for the findings of basic research or to determine new ways of achieving some specific and predetermined objectives
	

	Experimental development: systematic work, using existing knowledge gained from research or practical experience, that is directed to producing new materials, products or devices, to installing new processes, systems and services, or to improving substantially those already produced or installed
	

	
	= 100%


(b)
Research Theme Area

	Chose one DEST classification provided below:
 FORMCHECKBOX 
 Arts, Humanities and Social Science

 FORMCHECKBOX 
 Science & Technology

 FORMCHECKBOX 
 Health & Medical Research




(c)
NEW 2008 FOR Classification Codes
	Fields of Research Code (FOR)
	FOR
	%

	Find codes at http://www.abs.gov.au/Ausstats
Please enter at least one and no more than 3 codes* in the box provided.

If more than one code applies, please provide the % weight per code.
	1. 
	     
	     

	
	2. 
	     
	     

	
	3. 
	     
	     

	* The subject level code cannot end in zero.



Total
	
	=100%


(d)
NEW 2008 SEO Classification Code

	Socio-Economic Objective Classification Code (SEO)
	SEO
	%

	Find codes at http://www.abs.gov.au/Ausstats
Please enter at least one and no more than 3 codes* in the box provided.

If more than one code applies, please provide the % weight per code.
	1. 
	     
	     

	
	2. 
	     
	     

	
	3. 
	     
	     

	* The subject level code cannot end in zero.



Total
	
	=100%


Part A: To be completed by the staff member
For attachment to Form 11.10a Application to Undertake Paid Outside Work.
Staff Member(s): 



Cost Centre: 


Ext No:
  E-mail:

Title of the Project: 


In conducting Paid Outside Work, the FULL COST to the university must first be recovered before any upside is considered.

The Benefit or Upside to be shared between the university and the staff member conducting the project is the difference between the COST of the project and the PRICE charged to the client. First the project must be accurately costed. 

	Project Direct Costs
	
	Cost Calculation
	Cost



	
	
	
	

	Consumables
	Itemise expenses
	
	

	Travel

Accommodation
	Itemise expenses 
	
	

	Other out of pocket expenses
	
	
	

	Use of special equipment charged at a depreciation over the period of use
	Provide detailed calculation
	
	

	Third party costs:

Sub-contractors/collaborators 
	Price as quoted.


	
	

	
	
	SUB-TOTAL
	

	
	
	
	

	UNE Costs (includes all insurances, infrastructure and support provided by the university)
	
	Cost Calculation
	Cost



	
	
	
	

	Project staff:  

Salary plus on costs for the time period engaged on the project.
	Calculate for each staff member


	
	

	
	
	SUB-TOTAL
	

	Central support

0.2 x Salary plus on costs
	
	
	

	Infrastructure and facilities

2 x Salary plus on costs
	
	
	

	
	
	$ …….
	

	10% GST
	
	
	$ …….

	
	TOTAL COST OF PROJECT
	
	


Full Recovery of UNE Costs identifies the cost incurred by the University for providing staff and infrastructure, as well as support services.

It does NOT cover the cost of the use of special equipment, which should be added to the price on the basis of depreciation costs divided by the period of use for the project.

Project Direct Costs consist of for example: the cost of using specialised equipment (either on campus or elsewhere), third party costs (sub-contractors or external collaborators), travel, accommodation, per diems, medical checks and vaccinations, visa, vehicles, petrol, materials purchases etc. 

A spread sheet can be obtained from Research Services to assist with budget calculations. 

Daily cost of an individual staff member is caluclated as follows: 

Daily cost = Annual Salary plus on-costs divided by 240 (the number of working days in a year).
The most up to date Staff pay rates and on-costs can be found at the following Human Resources website: http://www.une.edu.au/hrs/pay.htm 
Comments:

Signature: 

Date:
____/____/_____

Staff Member

Part B: For Faculty Use
Signature:  
     Date:   ____/____/_____

Head of Cost Centre

This form should be completed by the staff member:

· at the time of discussing a Paid Outside Work project with their line manager or head of Cost Centre, or 
· for reporting on Private Paid Outside Work covered by the University’s Policy 11.10 Paid Outside Work. (Sections 1 to 6 only need completing)
For POW projects under the auspices of the University:

· one copy of the form should accompany Form 11.10a Application to Undertake Paid Outside Work when submitting to Research Services. 

· a second copy should be retained by the Cost Centre for reporting on Paid Outside Work activities.

For private POW projects 

· the form should be retained by the Cost Centre for reporting on Private Paid Outside Work activities.
	1
	Staff Member (s):
	Duplicate rows as required

	2
	Client:
	

	3
	Dates of Project:
	      /     /          to         /      /   

	4
	Project Title:
	

	5
	Brief Project Description:
	

	6
	Current or Potential Conflict of interest?   Y / N  If Yes conflict must be registered with PVC(R)

	7
	Full Costs (from 11.10b):
	$.......

	8
	Price Charged / Invoiced to client (from project contract):
	$.......

	9
	Benefit = Price minus Cost:
	$.......

	10
	Other strategic or deferred benefits to UNE:


	

	11
	Share to the university:
	……..%

	12
	Share to the Staff Member(s):
	……..%

	13
	Distribution of Benefit:
	UNE: $....... Staff Member(s): $.......

	Duplicate rows14 - 17 for each Staff Member involved

	14
	Staff Member(s) share to be paid as follows:
	Insert Staff Member’s name

	15
	APF? Y/N.
	…………………Account  number

	16
	Through Payroll? Y/N 
	…………………Staff number

	17
	Other such as through a company (requires external contractor approvals)
	Details of arrangements


Duplicate signature blocks for each staff member and each cost centre involved

Signature: 
     Date:   ____/____/_____

Staff Member

Part B: For Cost Centre Use
Signature:  
     Date:   ____/____/_____

Head of Cost Centre






SECTION 2 











SECTION 3 





SECTION 4 – to be completed for consultancies containing research
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