	Section E: Post-Event Reporting


Where the RMA makes a financial contribution to a conference or study day, we require organisers to report back on the event before funds can be released. 

We ask you to provide a narrative report for the website; there is guidance about this on our website at:    https://www.rma.ac.uk/events/guidelines-on-conference-reports/
In addition we ask you to complete a financial report for the Association’s Events Committee. This should include as a minimum:
· the number of attendees in different registration categories;
· the number of attendees that are RMA members;
· details of any other financial support received;
· the precise figure of deficit or surplus;
· in the case of a surplus, the beneficiary;
· a note on the expenses to which the RMA’s contribution has been applied.
To assist you in providing this information the attached proforma is provided on which the necessary financial information can be reported. We will accept information in an alternative format so long as it includes the minimum information. 
Alongside your report, please include a statement of income and expenses. It is good practice to tabulate the financial outturn against your original budget. Provisional accounts and anticipated surplus/deficit are acceptable (please indicate if this is the case).
Surpluses

The RMA has established a scheme for displaced music researchers designed to offer free membership, mentorship and support to scholars from any country who have been displaced from their jobs or (doctoral) studies as a result of conflict and/or political circumstances. Therefore, conference organisers are strongly encouraged to donate to this fund any surplus they make above the level of the RMA subsidy in order to help those most in need of this urgent support. Please contact the RMA treasurer Valerie James for details of how to go about this: valerie7semaj@gmail.com. 

Releasing Funds

The financial report is required within 12 weeks and in any case before funds are released. Funds up to £1,000 will be paid within 2 weeks of receipt of satisfactory reports and an invoice. Amounts greater than £1,000 may take longer.
The RMA will pay invoices only from the conference organisers. Any expenses covered by the RMA’s contribution should be paid directly by the conference organisers to the speaker/supplier, with the RMA reimbursing the conference organisers.
The RMA does not expect to be charged VAT when making a financial contribution to a conference or study day. As a registered charity, no.222410, the RMA may advertise VAT free ‘in any medium which communicates with the public’, in accordance with HMRC VAT Notice 701/58, section 3.1 (https://www.gov.uk/government/publications/vat-notice-70158-charity-advertising-and-goodsconnected-with-collecting-donations/). 

	Conference/Study Day Financial Report


	You
	Name
	

	
	Institution
	

	
	Email
	


	The Event
	Conference Title

	
	

	
	Conference Venue

	
	

	
	Duration and Dates

	
	


	Newsletter Report
	Who has been nominated to write a report for the RMA Newsletter?

	
	

	
	Contact Details

	
	


	Financial

Support

Summary
	The total amount the RMA agreed to provide:
	£
	

	
	Summarise the expenses to which the RMA’s contribution has been applied:

	
	


	Delegates
	Please list the number of attendees in different registration categories.

	
	Registration Category
	Number of Registrants

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	Total number of delegates:
	

	
	Number of delegates that were RMA members:
	


	Financial Position:
	Surplus / Deficit
	of
	£
	
	(enter amount)
	Provisional / Final

	
	(delete as applicable)
	
	
	
	
	(delete as applicable)

	Who is the beneficiary of the surplus/ who has covered the cost of the deficit?
	

	Income & Expenses
	Please attach an income and expenses statement.
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