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Ferguson Bequest Staff Funding 
SAMPLE Guide to application

2026 Funding Applications can be found at:

University of Glasgow - MyGlasgow - Court Office - Ferguson Bequest - Application for Funding

This is NOT the application form.


There are 2 types of application you can make:

Events – if you are arranging a one-off or series of events for staff

OR

Clubs / Groups / Societies – if you are administering a club that staff can opt in to join.

Questions as they will appear on the Application Form are below. 
The form will initially ask for the name of the person completing the form, then will ask for Applicant details. 


For any assistance or queries, please contact fergusonbequest@glasgow.ac.uk










	Field
	Note

	Applicant Details
	The Applicant refers to the person who will be responsible for the oversight and management of the funding and events. 

Colleagues can apply on behalf of an Applicant but must complete the details of the Applicant. 


	Event Name OR Cub, Society or Group Name
	Please give a brief title that sums up what your event or series of events relates to. For example; School Social Committee OR the name of the club / group you are applying on behalf of. 


	Applicant Name
	This is the name of the person who will be responsible for the oversight and management of the funding and the events. They will be the point of contact throughout, and ultimately responsible for the management, distribution and reporting of funding over the course of the year.

If the Applicant role will change over the course of the financial year, please make this clear to the Ferguson Bequest when you submit the application form. We strongly advise it be the same person, for consistency.


	Applicant Staff Number
	This is required for financial payments. This must be the name of the Applicant as above, not necessarily whoever is completing the application form. 


	Applicant GUID
	As above.


	Which College is the Applicant a part of?
	You can choose from:
· Arts & Humanities;
· MVLS;
· Science & Engineering;
· Social Sciences;
· University Services;


	Which School or Services is the Applicant a part of?

	If you are not sure, you can see your info in your HR/Payroll Profile or on the Global Address Book in Outlook.

	Will the Applicant agree to be the named point of contact throughout the application and funding process?

	The applicant will be the first point of contact, using their University email address, for all correspondence relating to the application. 

	Applicant Email
	This must be the University email address of the named applicant. 


	Applicant Contact Telephone Number

	This must be the phone number (preferably a work number) of the named applicant for use in emergencies. 

	Does the Applicant hold a current contract of employment with the University of Glasgow?

	While there are some exceptions to this, applicants are generally expected to be current member of staff. 

University of Glasgow - MyGlasgow - Court Office - Ferguson Bequest - Application for Funding - Eligibility

	Please select your Job Family
	You can choose from:
· Clinical;
· Management, Professional & Administrative;
· Operational;
· Research & Teaching;
· Technical & Specialist;

There is also an ‘Other’ option.


	Please select the Applicant current Grade
	Choose from Grade 1 to 10






	Field
	Note

	Payment Details
	This section relates to payment details. Please read the payment guidance on the web pages:
University of Glasgow - MyGlasgow - Court Office - Ferguson Bequest - Application for Funding - Payment


	Amount of funding requested
	This should be the total amount of funding you are requesting for the financial year. The financial year begins on 1st August 2026 and ends on 31st July 2027. 

There is no maximum or minimum amount - you'll need to outline all the costs involved in your application which will then dictate the amount of funding you should request. Bear in mind the amount awarded is inclusive of all VAT.

It is recommended that you add the maximum amount you wish to apply for. This should be based on forecasted costings of what you wish to use the funding for. Make sure you have researched in advance how much everything will cost as there can be NO overspend! 


	Purchasing Officer
	Please state the name of the local Purchasing Officer who will be dealing with the Financial aspects of the award.

Your Purchasing Officer is the staff member in your Subject / School / College / Service / Department that deals with financial matters, raising requisitions, ordering goods, arranging events, etc. 

The Purchasing Officer will have access to the fund for the duration of the financial year, through the Agresso system. They should already be trained in Agresso and have access to it. 


	Cost Centre
	Please state the Cost Centre that your Purchasing Officer confirms is most suitable for transfer of funds. 

If your application is successful, a new Child Sub-Project will be set up by your College or Services Finance Team, under your local Cost Centre. 

Funds will be transferred into new sub-projects at the start of the financial year, or as soon as possible thereafter. Please check with your Purchasing Officer which Cost Centre is most suitable – it should be one which they have access to.

The Cost Centre is usually an 8 digit number and will begin with a specific number depending on which College the Cost Centre belongs to. 

· Arts & Humanities (1XXXXXXX);
· MVLS (2XXXXXXX);
· Science & Engineering (3XXXXXXX);
· Social Sciences (4XXXXXXX);
· University Services (9XXXXXXX);


	Do you have access to funding other than from the Ferguson Bequest for the event?
	If you have other funding available for your event, or club, group, etc, then please give details. This may include membership fees for a club, external funding for a public event, or funds from your School, College or Service that can be used. 

Clubs / Groups / Societies will be asked to give details of membership subscription rates, a breakdown of membership by staff and a set of the previous year’s financial accounts, where applicable.







	Field
	Note

	Purpose of Funding
	This section relates to what the funding will be used for. 
The MS Form allows for 4,000 characters per question. 

Be as concise as you can. The Committee need to know what each event entails, the venue, who will be attending, and a breakdown of costs per head / total cost for each participant.

In particular, please read the guidance regarding events on the web pages:

University of Glasgow - MyGlasgow - Court Office - Ferguson Bequest - Application for Funding - Events


	What will funding be used for
	Please include information on activities being included and a breakdown of the costs involved for each activity, such as venue hire, catering, etc. 


	Who is the funding aimed at
	Please include information on projected staff / student numbers, ranges of staff it is aimed at, are events open to the public, ticketed, etc. You should also consider how the event will be advertised, particularly for any events aimed at all staff. 


	Timeframe of activities
	Please include information on when the activities included will take place. 


	Please state how the funding will be of benefit to staff in fostering the social side of life, and / or bringing staff together across the University
	In particular, the relevance to the Ferguson Bequest, bearing in mind the ethos of the Bequest. 




	Field
	Note

	Application
	This section relates to Terms & Conditions


	Conflict of Interest Policy
	You must read this and declare any conflict of interest, giving details:

University of Glasgow - Research - Strategy and policies - Our policies & guidance - Conflicts of interest


	Do you agree to gather data on participants of your event, and submit an Evaluation following the event?
	You will be asked to provide approximate data on the number of participants, including staff, staff grading, staff job family and non-staff members. 

This will be used for general tracking information and statistical purposes. The information will be gathered to record the overall process, and improvements that can be made. 

Our hope is also that this allows for some self-evaluation, in terms of how successful your event was, what could be improved, and what might be suggested as best practice for colleagues. 

This is a mandatory requirement for any applicant who receives funding so please consider how you will do this in advance of your application. 


	Do you agree to adhere to the Terms & Conditions of Ferguson Bequest funding?
	· All funding applications should be made in line with all relevant University policies. Please pay particular attention to the Financial policies around purchasing in advance of applying! 
· For the avoidance of doubt, applicants requesting funds for the purchase of goods or services should consult the University Procurement Policies & Guidelines.
· Applicants must consider any ethical and reputational issues associated with the disbursement of awarded funds, and ensure minimal risk exposure to the University.
· Applications must not cause an unacceptable conflict of interest. 
· Applicants are directed to read and declare any conflict of interest in accordance with the University Conflicts of Interest Policy (as above).   
· Spending may not occur prior to 1st August 2026. 
· All purchases must be made and received by 31st July 2027.  
· Overspend is not permitted and successful applicants are expected to manage their budget accordingly.  
· Any underspend of awarded funds must be returned to the Ferguson Bequest.  
· Successful applicants will be required to provide a short statement of success and feedback of the funded specifics.   
· Successful applications must include acknowledgement on relevant materials, as provided by the Ferguson Bequest.
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