Policies Governing Outside Consulting and Other Professional Work


The Trustee Regulation on "outside consulting and other professional work" (http://www.uwyo.edu/legal/trustreg/chapvii.htm) requires faculty to secure approval for such activities from the department head or supervisor, the dean or director, and the President.  If you anticipate undertaking such activities, please complete these forms and forward them for approval.  

In general, faculty involvement in outside consulting benefits the University in numerous ways, provided there are no significant conflicts with the institution’s fundamental missions of teaching, research, and service. The following is a summary of the process:

1. Applicability.  The Trustee Regulation applies only to “full-time academic personnel and University officers.”  Academic personnel includes only faculty and academic professionals; University officers are defined in Chapter 1 of the Trustee Regulations.  Staff of the University are excluded from coverage by the consulting regulation.  A few staff members who have received authorization to consult on University time in the past are included under the consulting regulation as exceptions and are “grandfathered.”  Future exceptions for specific staff appointments will require approval of the President at the time of appointment, and any such exception must be reflected in the letter of appointment.

2. Communications.  Most consulting requests will be the subject of informal communications between the faculty member and academic supervisor prior to entering into an engagement.  The faculty member and the client need to know that the work is permissible and that University facilities, if required, are available.  (This is particularly applicable where sophisticated instruments, laboratory equipment or data processing are involved).  The disclosure required on the forms are, for the most part, simply a formal record of understandings that would be required in any event.

3. Requirements.  The attached consulting approval form contains a list of six requirements that must be met before a consulting request may be approved.  As a practical matter, a faculty member should assure compliance with these requirements before initiating a request.  The supervisor, dean or President may, at any time, wish to confirm that these requirements have been met.  For example, where a product is involved, a department head may ask to see the “hold-harmless” agreement before approving the consultation.  Or, a dean may want to confirm that the consultation is related to the faculty member’s regular campus duties before giving approval.

4. Description.  The description of the outside commitment should contain enough detail to allow administrators to understand the activity and explain it, if necessary, to outside constituents.  There is no need, however, to explain the technical aspects of the project in great detail.  The head, dean, or President can contact the faculty member informally if more information is needed.  Likewise, there is no requirement that the fee arrangements be disclosed on the form.  A faculty member need only disclose whether an activity is compensated or uncompensated.

5. Time Committed.  Disclosure of the time estimated for a given engagement is a central consideration in determining whether a particular consulting arrangement will interfere with assigned duties.  Similarly, it is important to document that an individual’s outside consulting and other work do not exceed limits established by the Trustee Regulation.  In this regard, it should be noted that consulting in excess of 39 days (48 in the case of fiscal-year appointees) is not necessarily prohibited.  However, a specific request and a formal approval are required for exceptions to these limits.

6. Description of Facilities.  Note that only a description of the facilities to be used is required for this disclosure.  Arrangements for use of facilities are expected to have been handled and reimbursement agreed upon prior to filing the consulting request.  The Vice President for Administration has developed a separate form to expedite reimbursement arrangements.  A copy of such arrangements is to be attached to the “Approval for Outside Consulting” form at the time the request is submitted for approval.

7. Signatures.  Pursuant to the Trustee Regulation, these requests will be approved by the President or his designee.  The President has designated the dean of each college to act for him in these cases.  The President may, however, decide to initiate further review and make a final determination in a particular case.  The President will promptly notify the dean of any exceptional treatment.

The official record of each request will be retained in the office of the dean of the college where the request originates.


After the President  or Designee has acted upon your request to undertake consulting activities, the original form will be forwarded to your dean or director, and copies will be forwarded to you, your immediate supervisor, and Academic Affairs.

If you have questions about the consulting policy or the approval process, please contact your supervisor or cognizant dean or director. 

UNIVERSITY OF WYOMING

Approval for Outside Consulting or Other Professional Work

INTRODUCTION
Trustee Regulations (Chapter VII, Section D) require the University to ensure that professional consulting and commitment of time by University personnel and officers be consistent with employment obligations and the mission of the University.  To provide disclosure and accountability for such activities, with or without compensation, and to authorize the use of University facilities or equipment in the execution of such activities, completion of this form is required.  Trustee Regulations do not apply to work (a) which does not involve use of University facilities, (b) does not represent the University, and (c) which is performed outside an individual's overall commitment of time and effort to the University, or conducted during approved vacation or leave without pay.

Requests for approval for consulting or other outside commitments must comply with the following requirements of Trustee Regulations:

1. The activities may not interfere with assigned duties.

2. The activities must be related to the employee's regular campus duties.

3. Outside work for compensation may not unreasonably compete with the private sector.

4. A disclaimer of involvement by the University is required.

5. The University must be held harmless in relation to any product of the engagement.

6. The University shall not be involved in commercial exploitation of the project.

PERSON SUBMITTING THE REQUEST:

	Name (typed):
	
	Phone:
	
	Date:
	

	Department:
	
	College:
	


I certify that this request complies with all provisions of Trustee policies on consulting, conflict of interest and conflict of commitment.

	Signature:
	


A. Describe the outside commitment:

(  ) COMPENSATED

(  ) UNCOMPENSATED

B. Describe how such outside consulting or professional activities will contribute to the effectiveness of your regular work at UW.

C. Estimate the time committed to outside consulting or other professional work this year.  Trustee policy normally precludes consulting requests that exceed 39 days annually for AY personnel and 48 days for FY personnel.  The "year" for AY personnel starts with the Fall start date and ends with Spring Commencement.  For FY personnel it is July 1-June 30.

	
	Days previously committed this year on other consulting projects

	
	Days this project -- will more than one day per week be required?






            (  ) NO
(  ) YES

D.
Indicate whether there is potential for conflict of interest or commitment:  (  )NO      (  ) YES


If "YES," explain the conflict and how it will be eliminated or managed in accordance with the appropriate Trustee and University regulations.

E. Describe the University facilities or equipment to be utilized in this project, (Reimbursement arrangements recommended by the dean or director and approved by the Vice President for Administration must be attached):

SIGNATURES: (original signatures required; original will be retained in the office of the dean or Director)

	Department Head or Supervisor Signature:
	
	Approved  FORMCHECKBOX 
 

Not Approved   FORMCHECKBOX 

	Date:
	

	Name (typed):
	

	Comment if not approved
	


	Dean or Director Signature:
	
	Approved  FORMCHECKBOX 
 

Not Approved  FORMCHECKBOX 

	Date:
	

	Name (typed):
	

	Comment if not approved
	


	Cognizant Vice President Signature:
	
	Approved  FORMCHECKBOX 
 

Not Approved   FORMCHECKBOX 

	Date:
	


	President: Approved  FORMCHECKBOX 
 Denied  FORMCHECKBOX 

	


Approval of this disclosure by the dean or director certifies compliance with relevant University Regulations relating to outside work, conflicts of interest and commitment, and the use of University facilities.  In the event that this disclosure is disapproved because of a conflict of interest or conflict of commitment, such issues may be appealed to the Vice President for Academic Affairs or Vice President for Administration. 

UNIVERSITY OF WYOMING

OUTSIDE CONSULTING WORK

NOTICE FOR USE OF UW FACILITIES & EQUIPMENT

	Name of faculty member:
	

	
	

	Contact phone number:
	

	
	

	Contact e-mail address:
	

	
	

	Department Name:
	

	
	

	College Name:
	


I. Office space and equipment ($10.00/day):

	a.  Room and building of office used:
	


II. Laboratories and laboratory equipment:

	a.  Room and building of laboratory used ($50.00/day):
	

	b.  Laboratory equipment used per attached schedule:
	


	
	

	Faculty Member
	Date

	
	

	Department Chair
	Date

	
	

	Dean
	Date

	
	

	Vice President, Administration
	Date


Instructions:

1. Complete this form for notice and approval of use of University facilities.

2. Then submit quarterly payments with separate form for actual usage, as outlined below:

a. Record usage on an hourly basis.  The amount due is derived by dividing the number of hours by 8 and rounding up to the nearest whole day.  Thus, the amount due for the quarter for office space and equipment will be evenly divisible by $10.00 and the amount due for the quarter for laboratory space will be evenly divisible by $50.00.

b. Where record logs are kept on a daily basis with the date and number of hours of usage, those logs may be attached to this form in place of copying the data onto this form (sections I.a. and II.a. & b.)

c. For laboratory equipment usage, in cases where hourly rates have been established and published in The Fee Book, the equipment will be charged out on an hourly basis (and not rounded to the nearest whole day).  For laboratory equipment usage, in cases where the charges are not established and published in The Fee Book, equipment will be charged out based on the prior arrangement between the user and the dean/director approved by the Vice President for Administration.  Note that rental of personal property is subject to Wyoming sales tax, currently 6%.

d. Make check payable to University of Wyoming.

e. Additional copies of this remittance form are available on the Administration home page on the World Wide Web.

f. For further assistance in completing this form, please call Accounting Office, ext. 3310.

UNIVERSITY OF WYOMING

OUTSIDE CONSULTING WORK

PAYMENT FOR USE OF UW FACILTIES & EQUIPMENT

TO BE REMITTED QUARTERLY (BY THE 15TH OF JANUARY, APRIL, JULY AND OCTOBER FOR THE PRIOR QUARTER)

	Name of remitter:
	

	
	

	Contact phone number:
	

	
	

	Contact e-mail address:
	

	
	

	Department Name:
	

	
	

	College Name:
	


	Quarter:
	
	Jan-Mar
	
	
	Apr-Jun
	
	
	Jul-Sep
	
	
	Oct-Dec


	Date of remittance:
	


I. Office space and equipment - $10.00/day

	a.  Room and building of office used:
	

	b.  Dates of usage (MM/DD/YY) and hours per day:

	

	c.  Amount due (#hours above / 8hours X $10.00)
	


II. Laboratories and laboratory equipment
	a.  Room and building of laboratory used:
	

	b. Dates of usage (MM/DD/YY) and hours per day:

	

	Laboratory equipment used:
	

	e.  Amount due for above equipment:
	
	X 1.06 (sales tax) =
	


	TOTAL AMOUNT DUE (add I.c., II. C, and II.e.):
	


REMIT FORM WITH CHECK TO:
UNIVERSITY ACCOUNTING OFFICE






ATTN: MANAGER OF ACCOUNTING






ROOM 101, OLD MAIN






CAMPUS

Instructions:

1. Record usage on an hourly basis.  The amount due is derived by dividing the number of hours by 8 and rounding up to the nearest whole day.  Thus, the amount due for the quarter for office space and equipment will be evenly divisible by $10.00 and the amount due for the quarter for laboratory space will be evenly divisible by $50.00.

2. Where record logs are kept on a daily basis with the date and number of hours of usage, those logs may be attached to this form in place of copying the data onto this form (section I.b. and II.b.).

3. For laboratory equipment usage, in cases where hourly rates have been established and published in The Fee Book, the equipment will be charged out on an hourly basis (and not rounded to the nearest whole day).  For laboratory equipment usage, in cases where the charges are not established and published in The Fee Book, equipment will be charged out based on the prior arrangement between the user and the dean/director approved by the Vice President for Administration.  Note that rental of personal property is subject to Wyoming sales tax, currently 6%.

4. Make check payable to University of Wyoming.

5. Additional copies of this remittance form are available on the Administration home page on the World Wide Web.

6. For further assistance in completing this form, please call Accounting Office, ext. 3310.
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