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PROFORMA C

APPLICATION FOR TRAVEL GRANT 
1.
Name of Department:

2.
Name of Applicant:

3. 
Title of Applicant:

4.
Position of Applicant:

5.
Date of Assumption of Duty:

6.
Place(s) to be visited and dates:

(a) Name of Conference:

(b) Date of departure:

(c) Conference Dates:

(d) Date of Return: 
(e) Town:

(f) Country:

7.       Details of Travel:


(a) Purpose (Title of Paper/Poster):

(b) Duration of travel visit:
(c) Amount of any other financial support available:
(d) Details of all External Travel Grants (with Research Board paper number, amount, month and year in which awarded):
(e) Attach abstract if a conference paper will be presented:
(f) Are you on Caveat: 
8.
Amount requested:


(a)  Fare: RTGS$

(b) Subsistence from ………………………….. to ………………….

= ……………………………. days at RTGS$ …………………..per day RTGS$


(c)  Registration Fee:


RTGS$


        Total: RTGS$

9.
Further Information:

This should include details of how the applicant’s Block Allocation has been, or will be spent.

10.
Statement by Chairperson of Department: 


(a)  Comments and recommendation to the Board.

(b) Certification that none of the request can be met from existing Departmental 

Resources or other sources.

11. 
Statement by the Dean:

Applicant
Name: --------------------------------- Signature: --------------------------- Date: ----------------
Chairperson

Name: -------------------------------- Signature: -------------------------- Date: -----------------

Dean of Faculty
Name: ------------------------------ Signature: --------------------------- Date: ------------------

Faculty Representative
Name: ---------------------------- Signature: ----------------------------- Date: -----------------

Note:  (i)
All applications for External Travel Grants should be set out in the above format.

(ii) The application should be typed or printed on not more than ONE A4 page.
(iii) Before the closing date for the Research Board meeting the application should be sent to the Secretary of the Research Board, after adequate discussion with the Faculty Representative.
(iv) Documentary evidence of acceptance of a conference paper, or confirmation of the availability of facilities in the library, laboratory, etc to be visited should accompany the application.
RESEARCH AND INNOVATION OFFICE

RESEARCH AND DEVELOPMENT BOARD

CONFERENCE TRAVEL APPLICATIONS 

Check List 

Name of Applicant: ------------------------------------------------------------------------------------

Title of Paper/Poster:  ---------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------

Section A: General 

	Items to be checked 
	Checked by Applicant (()
	Checked by Faculty Representative (()
	Checked by RIO Office  

(()

	1) Applicant’s title provided
	
	
	

	2) Comments by Chairperson provided
	
	
	

	3) Comments by Dean provided
	
	
	

	4) Signatures obtained
	
	
	

	5) Caveat Status indicated
	
	
	

	6) Abstract provided
	
	
	

	7) Acceptance letter provided 
	
	
	

	8) Registration fees invoice provided
	
	
	

	9) Air fare invoice provided
	
	
	

	10) Bus fare invoice provided
	
	
	

	11) Visa charges invoice provided
	
	
	

	12) Other costs
	
	
	


Section B: Costing

	Items to be checked 
	Checked by Applicant

(()
	Checked by Assistant Accountant

(()

	1) Correct subsistence rate used
	
	

	2) Costs calculations are correct
	
	


Signature of Applicant: -----------------------------   Date: -------------------------------

Name of Assistant Accountant: Ms M Karikoga
Signature of Assistant: ------------------------------------       Date: ------------

Name of Faculty Representative: -----------------------------------------------

Signature of Faculty Representative: -----------------------------   Date: --------------------

Name of Research Administrator: Mrs C Dube

Signature of Research Administrator: -----------------------------    Date: -----------------------
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