
INTERNATIONAL RELATIONS OFFICE. ECONOMIC MANAGEMENT

The University of Seville coordinates and takes part in a large number of international activities supported by different national and international programs or organizations such as the Government of Andalusia, the Spanish Ministry of Foreign Affairs, the Spanish Agency for International Cooperation and Development, the Lifelong Learning Programme or funded entirely by its own financial resources.

This participation along with the development of numerous interuniversity agreements has created a greater international presence of the University of Seville. Many of these agreements focus on a student and professor exchange that maintains direct contact with a variety of higher education institutions which has created the well-known reputation of the International Relations Office.   

The large array of activities stated above provides evidence of the complexity of the budget management that involves different amounts of considerable sizes as well as very different budgetary sections and proceedings.  


Internal administrative procedure of the Economic Management Unit.


The tight control on expenditure management is strictly reinforced by the fact that 65% of our budget comes ‌‌from external outsources that require regular presentations of documentary evidences of payments. 

To ensure a quality expenditure management, our Unit works with the University of Seville’s Management Programme Universitas XXI Economic, as well as an internal accounting database in order to manage our project budget expenditure.


The budget

The yearly budget tends to increase when compared to the previous years due to the constant increase in the number of activities and projects in which we participate.

The draft budget is established in September taking into account the estimates of revenue and expenditure.

In order to establish this budget we have to collect the relevant data from the numerous project applications and proposals submitted to different national and international organisms.


Due to the large variety of activities and procedures that the International Office is involved in, the Economic Management Unit needs to work with three different chapters of the expenditure budget in which internal funding and earmarked funding are managed and remain a priority within our budget. 


In order to face unplanned expenditure, we frequently must arrange credit transfers between budgetary sections. A procedure that is limited by the degree of the involved credits. 

Earmarked funding.


As a great part of our budget comes ‌‌from external outsources we are compelled to carry out a thorough control of these revenues. 

Every budget income is immediately reported to the Accounting Service of the University. 

Very often our budget experiences an unexpected increase due to the fact,  that, throughout the year, the University of Seville becomes involved in additional projects that could not be included in the budget at the time it was established.

Very often the Unit must request payment advances in order to carry out its obligations, due to several factors including that many grants and scholarships are required to be processed immediately  or that some agencies do not always transfer us the agreed revenues on time.  This dependence on payment advances demands a strict management of expenditures and incomes.    

Earmarked funding is jointly supervised by the General Budget Service of the University and the Unit, as we need to bee informed of any of any modifications made to our initial budget.

Some earmarked revenues involve different types of expenses such as traveling costs, scholarships and grants that need to be processed in different budgetary sections.

Once a project is approved, the agency responsible for its funding, transfers a percentage of the allocated amount to the University. The remaining amount will be transferred upon the completion of the project and the presentation of the corresponding expenditures. 

In the event that the expenditures do not meet the budget, we are obliged to refund the amount specified. Similarly, beneficiaries of student scholarships receiving external funding who stay less time than originally planned must return the funding that corresponds to the amount of time remaining in the program.      

Advanced payments.

The extensive network of international programs run by the University of Seville involves numerous incoming and outgoing professors who require the Economic Management Unit to issue them advanced payments to carry our their missions.  

Generally, visiting professors must pay for their travel expenses and can later apply for a reimbursement by submitting the original receipts at the Economic Unit Management Office. 

This Unit then presents these expenses to the Auditing Office of the University in order to apply for the appropriate reimbursement from the University of Seville’s general budget. 

Account balances are constantly being checked online in order to authorise payments as soon as possible.  This is a very delicate and important process given that acceptance for advance payments can only be granted if the international office has previously received the funds corresponding to preceding transactions.

On many occasions the professors request an advance in order to pay for travel expenses related to the completion of their project. In these cases they can obtain a cash advance that covers their travel expenses,  which are to be justified  to our Economic Unit after the professors return. 

Expense Management Chapter II.


Under this chapter the Unit manages several budgetary sections including routine administrative expenditure, such as advertising, printing, maintenance, public service compensations and travel allowances.
Usually, most expenses are related to traveling expenses for staff. In this case, professors must submit a duty assignment application to the Unit that has been authorized by both the Head of the Department and the Corresponding Dean or Director of the Study Centre. These applications are later forwarded by the Unit to the Teaching Staff Service in charge of obtaining the final corresponding Vice Rector`s authorization.



Expense Management Chapter IV.


This chapter includes the scholarships and grants processed through the International Relations Office.


Once the grant or scholarship holders have handed in their acceptance of the aid at the International Office, the Unit directly transfers the grants to the account number provided by the grant recipient.
Upon return, grant holders must hand in a certificate from the host institution stating the time spent abroad. 

If the grant holder has spent less time abroad than originally planned, the Unit needs to check and calculate the amount that needs to be reimbursed to the Unit by the grant holder.


Beneficiaries of financial aid granted under activities and projects funded through the International Relations office must submit to the Economic Management Unit their official acceptance of the grant that includes the start and finish date of their activity. Once this has been completed, the Unit will order the bank to transfer the aid to the bank account indicated by the grant holder in a single payment. 

Beneficiaries who have missed to submit payment receipts corresponding to any previous payment advance or economic aid received from this office can not apply  for further grants. Beneficiaries must present the appropriate documents that indicate the completion of their subsidized activity within a month after finishing it. 

These documents include a report describing the activity or project, a list of incurred expenses and the original invoices and receipts that correspond to these expenses.  

Failure to comply with the above requirements will result in the reimbursement of the scholarship to the Unit, which will calculate the unsettled amount based on the   documents submitted by the applicant. 

Expense Management Chapter VI.

        This budgetary chapter includes all externally funded projects. In this case we find a variety of responsibilities, such as current expenditures, scholarships or salaries. These costs are most frequently related to travel expenses incurred by incoming and outgoing professors, but they can vary depending on the expenditures eligible under each project. 

Most of these receipts are presented in the currencies of the visited countries. Therefore we must convert these numbers to euros prior to releasing any payment and reporting of the transaction to the General Auditing Service.
       

The   processing of these payments is always a very delicate issue and even more so in the case of visiting professors, whose short stays at our University require us to process their payment very quickly. 

Upon completion of the projects, those responsible for their completion must submit a technical report of the activities carried out, while we take care of preparing the financial report.


FINANCIAL MANAGEMENT RECOMMENDATIONS

The Economic unit is in charge of drafting the International Office’s budget every year (September).

This annual budget includes:
Income Statement: revenues foreseen to be deposited during the fiscal year 

Expenditure statement: expenditure items related to the different responsibilities of the International Office: current and  investment expenditures

Control of budget items with external funding

The Unit has to inform the General Accounting Services of the University of any revenues managed through the International Relations Office. These Accounting services then will grant access to these funds making them available for expenditure management. 

No payment authorisation is granted without checking the existence of credit availability.  All expenditures are subject to the authorization of the legal representative of the institution within the limits set in the annual budget.


Advanced Payments. The unit is provided with contingency reserves not included in the yearly budget in order to meet non deferrable payment commitments of current expenses and to speed up recurrent or regular payments. The management of these reserves is similar to   previous cases and always involves a strict control of the expenses incurred and the appropriate documents required to justify these expenses.


Contracts. 

Contracts for supplies, services and technical assistance not exceeding € 18,000.00 do not require the contracts board’s approval. Contracts exceeding this sum must be supervised by a Contracting Commitee, which also needs to consider a minimum of three offers.

Compensation related to duty assignment services.

Some projects include the payment of allowances. The Unit is in charge of calculating these compensations according to a specific regulation that establishes the daily allowance depending on the country of destination. 

Payment for housing allowance is only granted upon the presentation of the corresponding hotel receipts or documentary evidence provided by the travel agency that has contracted the service. 

Likewise, travel expenses are only paid upon the submission of the travel agency invoices and all original receipts.


Invoices. 

Invoices must include the full name, address, VAT code of the institution responsible for its payment and the project reference code. Compulsory banking details are the bank name, address, bank account number and IBAN and SWIFT code.  The invoice must also state clear details of the expenditure and the price of the service. The amounts should be expressed in Euros or dollars so that the intermediary banks have no problem making the payment.


International visiting professors and students must submit a scanned copy of their passport showing their home address and full bank details including IBAN and SWIFT code

 


