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LIVE Teaching Development Team Prize June 2014
Terms and Conditions of Award

1. Unless you have received feedback requesting modifications, it is assumed that you will conduct the project as outlined in your original proposal. Any changes to this, including the budget, must be agreed with Martha Rodman, the Administrator of this award, before any further work is undertaken.
2. You have a maximum of 2 years for the completion of your project. Any funds not utilized by June 2016 will be revoked.

2.1 You are required to submit (i) in June 2015, a short project summary updating us on your progress, and (ii) on completion of the project (by the latest June 2016), a full project summary (minimum 2 side of A4) to be posted on the LIVE website.
3. When ordering items relating to your project, please liase with Martha Rodman –she will be able to raise the PO’s on agresso for the items requested, or charge to an RVC Credit card where necessary.
3.1 We would expect to see a minimum of three quotes for larger items of equipment/expenses (i.e. > £1000). 

3.2. All invoices should be sent directly to Martha Rodman at the LIVE Centre to be coded and signed off. 

4. Student payments are treated as “non-order” payments at the College and should be invoiced using the LIVE student expense form, provided on request by us. Please be sure to include all relevant payment details such as dates/hours worked, hourly/daily rate, bank details, etc. 
5.  Details of non-academic staff time (e.g. LIVE technical staff, E-Media staff) to be charged to the project should be sent to us at the end of the project with full details of number of days worked and dates signed off by the Head of that Department. The monies owed will then be transferred to the relevant Department(s) by internal transfer. This cannot exceed the amount detailed on your original proposal.

6. Any equipment bought using project monies (including Laptop, ipod’s, iPads etc) will remain the property of the RVC. The only exception to this is if equipment is used as an incentive payment, for example to reward students for their time. 
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