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General Matters 

Since the last Council meeting, I have continued administrating CSP finances and found 

various ways to improve Union services. My bigger goals for the term have remained on the 

following: 

1. Union Organisational Annual Budgeting – PRESENTATION STAGES COMPLETE 

2. Staff Recruitment – SHORTLISTING, INTERVIEWING AND APPOINTING STAFF 

3. Environment and sustainability objectives for Imperial College – Ph.D STUDENT IN 

PLACE, STUDENT CONSULTATION PLANNING UNDERWAY  

4. Summer Ball – HEALTH AND SAFETY EVENT MANAGEMENT PLANNING 

NEARLY COMPLETE, HEADLINE ACTS TO BE ANNOUNCED SOON 

5. Major Events Planning Template  – PAPER SENT TO FINANCE AND RISK 

COMMITTEE 

6. Finance Timeline – RUNNING VIA EMAIL 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Finance 

• Union annual budgeting for the organisation completed the presentation stages at the 

end of last week. Budget holders and staff from different Union departments present their 

budgets for 2017/18 to a panel consisting of the DPFS, Union President, Managing 

Director, Head of Finance and Resources and the Finance Manager. The next stages 

will involve budget amendments, thorough evaluation and allocation. 

• Authorising expenditure (POs, MFRs, Claims, etc.) and income (sponsorship [286 

contracts reviewed, £278,018.92 approved to date – see Table 1]). 

Table 1 – Sponsorship income to Union for current year, previous year and year of 2014/15. 

Month 16/17 15/16 14/15 

August 24,700.00 14,288.33 15,604.67 

September 58,114.17 41,414.02 37,393.65 

October 33,660.77 56,561.65 26,592.95 

November 49,382.07 35,242.29 -4,110.11 

December 11,550.01 28,816.00 20,135.21 

January 55,881.53 9,266.57 8,422.49 

February 23,920.05 11,095.84 1,256.41 

March 13,626.99 14,379.17 32,594.17 

April 4,600.00 7,635.00 3,905.56 

May 2,583.33 3,816.67 3,998.66 

June - 11,783.94 7,538.00 

July - 6,893.00 9,327.08 

Total 278,018.92 241,192.48 162,658.74 

 

• Committing all Union refunds, 439 YTD – with a large batch from RAG and MusicTech 

this past month. 

• The Finance Timeline has been added to my automatic reply via email. I am also looking 

to add it to the automatic emails sent to students after they have submitted their claim, 

with updates on the forecast during the different stages in the approval chain, my current 

automatic reply has been pasted into Appendix A. 

• Still working with Systems and Finance departments to streamline donations coming into 

the Union. The current system for receiving donations is time consuming and confusing 

for new volunteers. We are in the process of amending the Union income form to include 

internet bank transfers, and have taken steps to begin registering Imperial College Union 

with HMRC to add Gift Aid to donations from UK Taxpayers – this is an ongoing process! 

• Handed over the responsibility of role accounts and passwords for all Union email 

addresses to the Union Administration team and College ICT. As per the previous report 

the current tasks being passed across are: 

o Creating new role accounts for CSPs 

o Updating passwords for email addresses for CSPs 

o Extending expiries of CSP accounts 
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• Advised students on their transaction lines, annual budgeting and cases for 

reimbursement, locating income, or emergency payments, particularly OSC Brunei, SCC 

Punjabi, TEDx Imperial, CAG Global Brigades, OSC Sri Lankan. 

• Have written a proposal to the Finance and Risk committee regarding student-led major 

events with expenditure over £10,000. There is currently no set support structure in 

place between the DPFS and CSPs. The paper is found in Appendix B. 

Services 

• The letter on “Making Imperial College London a Leader in Sustainability and Action on 

Climate Change” written as part of a steering group with the Director of Innovation 

(Grantham Institute), Director of Policy and Translation (Grantham Institute), Director of 

the Grantham Institute, Professor of Energy Engineering, Head of Energy & Environment 

(Estates & Facilities) approved at Provost Board has since allowed for the appointment 

of a PhD student to investigate the sustainability of Imperial College. I met with the 

Steering Group two weeks ago and since had a meeting with the PhD student to set in 

place plans for student consultation. Any opinions on this are welcome and if anybody 

would like to get involved in the consultation stages then please let me know! 

• Working with Student Activities and soon to be the Finance team, on behalf of Silwood 

Management Group and students for a shuttle bus service between Silwood Campus 

and Sunningdale train station. 

• Adding, and in the process of editing, a new Health and Safety page to the Union 

website, to highlight correct procedures for student activities. Will be adding a clear link 

for reporting incidents and near misses using the College SALUS system, to improve the 

signposting currently available on the College website. 

• Edited the Union website to include information on the UK General Election 2017 and 

how to register to vote: 

https://www.imperialcollegeunion.org/your-union/your-representatives/political-

engagement/uk-general-election-2017 

• On the shortlisting, interviewing and appointment panels for the following Union staff 

positions: 

o Systems Manager 

o Events and Conferences Coordinator 

o Events and Conferences Manager 

o Assistant Retail Manager 

• Working with the LINKS and St. John’s Ambulance to compile the event management 

plan for the Summer Ball Health and Safety. HEADLINE ACTS ARE SOON TO BE 

ANNOUNCED!! 
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Appendix A 

 

Thank you for your email. 

 

For the student financial timeline regarding transactions via eActivities from Monday 15th 

May 2017:  

 

All forms of expenditure are currently passing through the Union Finance team 

within 5 working days. 

 

To note, I am  currently undertaking the Union annual budgeting throughout May and 

will endeavour to reply to emails as soon as possible. My current backlog for the 

beginning of May is a top priority and as such I will be on email contact for the evening of 

Tuesday 15/05/2017. My next backlog sweep will be Friday 19/05/2017 evening, by which 

time I hope to have responded to your request.  

 

Thank you for your patience during this extremely busy period. 

 

For any urgent enquiries that I may have missed, please contact: 

 

Administration union@imperial.ac.uk 

ICU Activities activities@imperial.ac.uk 

ICU Finance icu-finance@imperial.ac.uk 

club.finance.enquiries@imperial.ac.uk 

Beit Venues for We Are Metric queries beitvenues@imperial.ac.uk 

 

Best wishes, 

Rachel 

 

 

 

 

 

 

 

 



Appendix B 

Major Events Restructure 

Paper to Finance & Risk Committee 

 

Rachel Blythe – Deputy President (Finance & Services) 

 

Summary 

Imperial College Union’s 375 Clubs, Societies and Projects (CSPs) run well organised, 

predominantly student-led events, most of which are successful and sit in the correct level of 

authorisation. Events exceeding £10,000 expenditure are in need of more consistent 

oversight and increased staff support. The proposed structure in this paper provides 

improvements to the current offering we have to develop students’ transferable skills and 

practical experience in event management. This paper serves to formalise a staff-student 

support structure for major event planning and management. 

 

Background and motivation 

Event budgets are created by student volunteers to help them understand and record fixed 

and variable expenditure and income. They are generated to support volunteers in planning 

budgets and help to ensure events do not run at a loss. They also provide the Union a 

certain level of risk mitigation, particularly where Union staff or Officer Trustees are unable to 

oversee them. It is assumed that students will have read the training manual and will have 

undertaken some research on their event in regard to its viability. Attendance numbers may 

be guessed at without evidence, for example. Historical or annual events are good markers 

for whether an event will succeed, but this information is not always made known to the new 

committee in advance. By segregating the major events with expenditure exceeding £10,000 

and initiating this structured process, we can firstly solve the major events oversight 

problem, and then use the documents appendixed to train the Management Group Chairs 

and Vice-Chairs to provide support to the Officer Trustees (DPCS and DPFS) for events in 

the next level of expenditure authorisation (£1,000-£10,000). 

 

With a database of previous budgets, their operating plans and detailed feedback at the end 

of each year, it will be easier to test financial and reputational risk in advance, as well as 

provide a greater level of assurance to the Finance and Risk committee before approving 

high levels of expenditure. 

 

 

 

 

 



Guidelines for Timeline and To-Do List: 

The To-Do list and Timeline are Appendixed (A and B) and a list of major events that they 

should be used for in future is added in Appendix C. The process takes the event from 

budget submission, through the planning stages, execution and evaluation. Steps that 

require further information are the operating plan submission and the contingency stages. 

Operating Plans  

Must be signed off by the CSP, the DPFS and the Head of Finance and Resources. For 

events with expenditure over £50k it must also be ratified by the Finance and Risk 

committee. The operating plans must include answers to the following questions: 

 

1. Has this event been run before? 

2. Is this a charity fundraising event? 

3. Do you want to apply for VAT Exemption status? 

4. Will you have foreign performers at the event? 

5. Will you have external speakers? 

6. Will you be hiring College/Union space? 

7. Have you used this venue before? 

8. Will you be looking for sponsorship for this event? 

9. Have you considered health and safety requirements for this event?  

10. Have you submitted a risk assessment for this event? 

 

The operating plans should further demonstrate considerations of the following: 

Marketing/promotions schedule, event itinerary and logistics for the day, dietary 

requirements, lighting/sound/stage set up, visas, performer documentation, HMRC 

regulations, tax requirements, health and safety, risk assessments, seating plans. 

Cancellation/Contingency 

Information and Recommendations 

Once a CSP begins with expenditure, decisions need to be made at various milestones with 

respect to upscaling or downscaling the event depending on how successful ticket sales are. 

Often, expenditure needs to be approved at short notice, and it doesn’t always match the 

budget which requires further insight from the CSP. Recommendations to address these 

issues are: 

● Ticket sales are not doing as well as anticipated: downscale expenditure where 
possible, e.g. choose a cheaper supplier that can deliver a more basic service, or 
make a decision as to whether the service is necessary for the event to be a 
success, e.g. pick a cheaper lighting technician, or remove balloons from the list of 
decorations. This is also where contingency included in the budget becomes more 
important, as all of the offered services may be vital to the success so the CSP will 
need to draw from the contingency funds defined in the initial budget.  

● Ticket sales are doing better than anticipated, the CSP want to edit and upscale the 
expenditure: Meeting with MERC and advice from F&R via email. Aim to maintain 
expenditure unless there is a clear case for upscaling directly correlating with 
increased profit, student engagement/satisfaction or other merit. 

 



Cancellation Criteria 

● Initial numbers assessment (stage 5) - setting a lower bound for forecasted ticket 
sales. Explicitly define the attendance number that makes the event break even. This 
number must be hit by a set deadline. 

● Define the cancellation deadline (stage 5 defines stage 10) based on contractual 
obligations, i.e. venue hire cancellation terms and conditions, ticketing vendor refund 
limits. 

● Mitigation (stage 9), upscaling/downscaling depending on attendance number 
reached by the contingency stage. Making a decision as to whether the event should 
be cancelled or can be downscaled in time. 

 

Staff Requirements 

Relevant Support 

The following is a list of support links within the Union that the CSP can access when they 

need help. It forms the basis of the Major Events Risk Committee (MERC): 

❏ Deputy President (Finance and Services) 

❏ Deputy President (Clubs and Societies) 

❏ Head of Finance and Resources - Financial and reputational risk associated with the 

event, legal requirements. 

❏ Finance Administrator 

❏ Student Activities Manager - Recommendations and initial adjustments on the event 

budget, logistics. 

❏ Student Activities Coordinator 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Appendix 1: To-Do List Template 

 

 

 

 



Appendix 2: Theoretical timeline for all events 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Appendix 3: List of major events to consider for 2018, all of which are the major 

events (>£10k for 2016-17) 

 

EVENT DATE VENUE CSP 
GROSS 

INCOME (£) 

GROSS 

EXPENDITUR

E (£) 

PROFIT/LOS

S (£) 

Freshers' 

Fortnight 

2016 

03/10/2016 Reynolds 
ICSMSU 

Exec (655) 
20,550.00 17,709.5 1,910.17 

Halfway 

Dinner 2016 
15/10/2016 

Royal 

Garden 

Hotel 

ICSMSU 

Exec (655) 
16,597.50 16,557.00 165.00 

CGCU 

Welcome 

Ball 

20/10/2016 

Porchester 

Hall, 

Bayswater 

CGCU 

Exec (600) 
14,480.00 14,431.59 -148.83 

International 

Trauma 

Conference 

19/11/2016 

Sir 

Alexander 

Fleming 

Building 

ICSMSU 

Surgical 

Soc (699) 

17,575.00 14,297.50 2,731.25 

ChemSoc 

Christmas 

Dinner 2016 

13/12/2016 

The 

Copthorne 

Tara 

RCSU 

Chemistry 

(633) 

12,250.00 12,196.40 944.66 

STFYD 

2017 
07/01/2017 

Brewery 

London 

ICSMSU 

Exec (655) 
34,360.00 33,937.20 352.33 

The 

Bhangra 

Showdown 

2017 

11/02/2017 
Eventim 

Apollo 

SCC 

Punjabi 

(289) 

79,656.00 48,900.00 25,630.00 

Sapphire 04/03/2017 

Hilton 

London 

Metropole 

OSC Sri-

Lankan 

(321) 

37,700.00 30,830.00 11,758.33 

Science 

Challenge 
21/03/2017 

Old Royal 

Naval 

College 

RCSU 

Exec (730) 
13,000.00 11,992.95 172.54 

Chemistry 

Finalist 

Dinner 2017 

06/06/2017 

Royal 

Society of 

Chemistry 

London 

RCSU 

Chemistry 

(633) 

15,200.00 16,624.28 179.76 

Barbados 

Tour 
02/07/2017 Barbados 

ICSMSU 

Cricket 

(661) 

15,886.00 15,886.00 0 

 

 

 

 

 



Example - The Bhangra Showdown 

 

The Bhangra Showdown ran its tenth annual event this year, and is looking to run for an 

eleventh time in 2018. This section will outline how successful the event has been for the 

past five years, highlighting issues that arose, things that went well and outstanding areas 

for concern. 

 

Annual SCC 

Punjabi 

balance (£), 

showing 

income and 

expenditure for 

each year over 

the past five 

years, 

including the 

balance to 

date. 

 

 

Table defining yearly opening and closing balances for SCC Punjabi. 

 

  Balance (£) 

Year Opening Closing 

2012-13 8,381.64 5,971.88 

2013-14 5,901.04 26,631.82 

2014-15 26,631.82 10,791.03 

2015-16 10,791.03 -45,093.50 

2016-17 -45,093.50 2,747.80* 

  *Current balance 

 

Income and expenditure over the past five years has been sporadic and inconsistent. It 

depends completely on the support of the DPFS and the reliability of the CSP committee, 

both of which change each year and valuable knowledge of the major event process is lost. 

The aim of the new structure is firstly to make the balance profile more regular and therefore 

easier to monitor; and is secondly necessary to ensure the knowledge is retained in the 

Union, making future event planning more efficient. 

 



Issues for 2015/16 and 2017 

 

➔ Funds withheld by NEC as FEU documentation was not processed in time. 

➔ 80% of previous year’s ticketing income sent back to the Union from the NEC, 

remaining 20% retained by HMRC. 

➔ Resolved by frequent communication with various stakeholders: HMRC, Foreign 

Performers Manager, Accountant, previous year SCC Punjabi committee. 

 

 


