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Continuing Education Guidelines and  Application Form
Western University Financial Services Suite 6100, Support Services Bldg. Phone: 519-661-2111 Ext 85447 
Overview 
Continuing Education projects include University non-credit courses, community services programs, conferences, workshops, seminars, fundraising events and day camps. These events contribute in an important way to the University's role within the community and are financed primarily by participant fee revenue and grants awarded by governments, external agencies, foundations and corporations. Continuing Education projects can receive internal allocations from the University's operating and restricted funds, and may be funded by previously accumulated Continuing Education reserves.
 
The application form for a new Continuing Education project must be sent well in advance of the event to ensure that a budget is in place and the event is assessed as being consistent with Western's academic priorities  - and that it is a Western event. The request for a new Continuing Education project must be made under the full knowledge and support of the Dean of the requesting Faculty or the Budget Unit Head of the requesting Support Unit.
 
All revenue and expenses for Continuing Education projects must flow through the Continuing Education project. 
 
HST 
Registration fees for conferences, workshops and seminars and ticket sales for events are subject to the 13% HST. Brochures, registration forms, and websites referencing registration must include the University's HST number (10816 2587 RT0001). As per the Canada Revenue Agency, projects that charge HST on registration and ticket sales will receive a 100% HST rebate on related expenses.
 
The Unit Administrative Officer is responsible for the deposits to the correct accounts. Deposits for registration fees,ticket sales and any other external sales revenues are to be split between the project revenue and the Corporate HST account (105400-1-000000) 
 
Deficits 
Temporary deficits may occur at the commencement of a new project as expenditures are required before all funding and registration is received. At the completion of a one-time project, any remaining deficits will be the responsibility of the Faculty/Support Unit. At year-end, deficits in on-going projects must be cleared. Faculties/Support Units are required to provide a University account on the Continuing Education application form to cover any deficits. The Special Funds staff in Financial Services will contact the Faculty/Support Unit prior to completing journal entries using this account.
 
Interest 
Interest will be paid/charged at the end of each month based on the project balance. The interest rate is determined in accordance with the University's Investment Payout policy 2.11, 1.00 Non-Endowed Funds. 
Overhead 
Continuing Education events have an incremental cost to the University. In order to make a contribution to these incremental costs, overhead is charged to projects at the end of each month based on the monthly transactions. 
 
For international events or conferences held on campus where the total expenditure exceeds $100,000, Deans may make a request to the Provost for a subsidy to assist in covering overhead costs. This must be done in advance of requesting the set up of the Continuing Education project. It should be noted that there is no guarantee that the Provost will provide funding support. 
 
Overhead is not charged on internal transfers or on donations that have been issued a charitable tax receipt through Advancement Services. 
 
The Endowment and Restricted Funds staff in Financial Services does not have the authority to waive overhead. 
 
Donations and Sponsorships 
Donations and sponsorships should be sent to Advancement Operations for deposit to ensure the appropriate charitable or business receipts are produced. Cheques sent to Advancement Operations are to be accompanied by a Faculty Gift and Pledge Remittal Form linked below. 
 
 
Please return completed Continuing Education application form to erfunds@uwo.ca
https://advancement.uwo.ca/pdf/FacultyGiftandPledgeRemittalForm.pdf
Project Information 
Type of Project
 Application forms received without a detailed description will be returned.
Basis of Administrative Overhead 
Projects that collect registration and ticket sales are subject to HST of 13% as per Canada Revenue Agency.   Forms for projects collecting HST must include the corporate HST number - R10816 2587 RT0001          
Budget (must net zero)
Revenues
Amount
Expenses
Amount
Total Revenues
Total Expenses
664110   Overhead
Accountability
Signature
Signature
 The Administrative Officer is responsible for managing the project within the general ledger including managing deficits and depositing HST to the corporate HST account (UWO - 105400 1 000000).                  
In the event of a deficit at the completion of the project, the deficit will be charged to the following account.
Authorization
Signature
Date
Signature
Date
Ruban Chelladurai
Projects with a budget over $250,000 require authorization from the AVP Institutional Planning and Budgeting. Departments are responsible for obtaining required signature. 
AVP Institutional Planning and Budgeting
Date
Signature
Financial Officer - Endowment & Restricted Funds  Kim Lincoln Groves
Financial Services Only
Date
Closed By
Project Closure:
X
X
X
X
X
One Time Project End Date
Date
Date
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