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Accounting Guidance Notes: 
Conferences 
Conferences

This guidance applies to all departments that run conferences.  At year-end, expenditure on sending delegates to conferences should be treated in the same way as other expenditure (see below: Coding expenditure on sending delegates to conferences).
Conference coding and treatment activity coding
For VAT purposes, a conference cost centre will help ensure correct treatment. Departments should use one or more dedicated cost centres for conferences. This also helps the University reporting on conference activities.  

A full description of how to determine the nature of the conference can be found in the guidance on External trade.
Conferences should be coded as follows:
	
Description

	
Activity Code


	Conference run for non-educational purposes (non-primary purpose trade)

	25

	Conferences run for other departments/parts of the University (internal trade)

	33

	All other conferences, including those run for educational purposes for third parties outside the University (primary purpose trade)

	00


If the conference is being run for a third party outside the University, the rules on courtesy accounts should be consulted. If the conference is in a courtesy account on organisation 65, particular care should be taken to ensure the coding is correct.

The treatment for conferences at year end is as below.
	
Conference

	Department action 
	Finance Division

	Conference complete by year end
	The department should bill all fees, if possible before the year end, accrue any unbilled fees at the year end and accrue any associated costs which have not yet been subject to the GRN process or invoicing. 

	No action required – the income and expenditure will flow through the University accounts and into the department’s unspent revenue budget.

	Conference not started at the year end
	The department should defer any income received in the year and defer any costs incurred by the department up to the year end.

	No action required.


If the above policy is not adhered to, the income and expenditure associated with conference activities will be misstated between years, impacting on both departmental and overall University figures. Activities could be incorrectly coded between trading and non-trading activity, which could result in penalties from the tax authorities. These would be borne by the department and the University.

Conferences: process to deal with issues

It is recommended the following route is used to review both course and conference activities:

To look at income and expenditure on a particular segment
To find the balances on income and expenditure lines for a particular segment within a department’s accounts, run the TSR report “Inc_Exp YTD PI CC Curr mth”, which can be found at: 
https://finance.web.ox.ac.uk/inc-and-exp-report-mid-level-/-inc-and-exp-report-mid-fte
Under Period ensure the period is for the full financial year.
· Under Segment Override, the cost centre should be the department two character code (e.g. MQ for the Said Business School) or the dedicated conference cost centre if used.
· Under Segment Override, the account should be left blank, and the future segment should be 000000.
· Under Segment Override, the activity should include the particular activity, Source of Funds or organisation you wish to analyse (e.g. 25 for conferences for non-educational purposes).

Reviewing conferences 
· The department should review its conferences to ensure that they have been set up correctly with the correct activity code of 00, 25 or 33.  Any errors should be corrected before year end.

· The department should review conferences to ensure they have been set up on the correct organisation.
· Where the conference is delivered by year end, the department should raise fee notes as far as possible before the Accounts Receivable module is closed.

· The department should accrue for any additional unbilled fees for completed conferences. 

· If the department needs to defer any income received for conferences which have not been delivered at the year end, they should use the appropriate year end form.

· If the department needs to defer any costs paid for conferences which have not been delivered at the year end, they should use the appropriate year end form.
Coding expenditure on sending delegates to conferences

The following codes are used for the expenses of sending delegates to conferences: 
	82110
	Conference Expenses
	Expenses for department members travelling to conferences.

	82310
	Conference Accommodation
	Reimbursement of accommodation costs incurred by Department members travelling to conferences.


	82410
	Conference Meals, Travel, Subsistence
	Reimbursement of costs incurred by staff travelling to conferences.



Who to contact if you have a query

Please contact your Divisional Financial Controller in the first instance.

Finance Division

www.admin.ox.ac.uk/finance/accounting/planning_reporting/yearend/ 
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