Department of Educational Administration & Policy

application form for conference/ travel support (teaching staff)

	Personal particulars

	Name      
	Post      
	Staff ID      


	Details of conference to be attended

[Please attach relevant supporting documents viz. conference announcement, letter of invitation, letter of acceptance for paper/poster presentation and abstract or copy of paper/poster, where appropriate]

	Name of Conference
	Date(s) of Conference
	Organizer
	Place of Conference

	
	
	
	

	Will present a paper
	( Yes  /  ( No
	
	

	Title of paper(s)
	
	
	

	(1)
	
	

	(2)
	
	

	
	
	
	
	

	Whether paper(s) co-authored with:
	( Yes  with:                          /  ( No

	Whether co-author(s) will jointly present the paper(s) in the same conference  ( Yes  /  ( No

If yes, are you the first named author  ( Yes  /  ( No

	Particulars of grant applied for

	Airfare


	Registration fee 
	Per diem



	Have you applied a conference grant provided by the College/ Faculty/ University for this trip?
	
	

	Amount awarded: 

	
	Date
	
	
	Signature of Applicant
	
	

	
	
	

	Endorsement by Department Chairman and Budget Holder

	To:  Applicant
	

	1. Subject to compliance with the relevant University guidelines, the above application is approved / not approved.

2. Approved reimbursement up to a maximum of HKD _________________ .

3. Please present evidence of submission to journal within six months of presenting at the conference.

	
	Date
	
	
	Signature 
	
	

	


Applications for funding may be denied if evidence of output from previous funding has not been submitted. 
Papers given at conferences should be submitted to journals for anticipation of publication within 6 months.
Revised (01/15)

IMPORTANT NOTES

Purpose:

To increase the Department’s research capacity and output. It will be available to support research and publications. Colleagues who wish to access the funds will be asked to specify outcomes and be held responsible for these.
Support:

Colleagues will be supported to attend additional conferences and research activities during the academic year up to a maximum of HKD40, 000. Funds for conferences can be used to support airfare, conference registration, accommodation, transportation and meal expenses. The support cannot be accumulated nor booked forward to the next financial year.  
Conditions:
· Staff should have already applied for and used their annual conference support allowance from the university (eligible to apply once each academic year, i.e. August 1 to the following July 31). General procedural/fiscal regulations for university conference support apply.

· Contract-end staff who are not eligible to apply for a university conference grant because the conference is held within his/her last four months’ of the contract, may be supported by the department if his/her contract has been renewed or at the chair’s discretion.

· Staff may use this fund to attend separate conferences within the maximum amount allowable and as long as other conditions are satisfied. 

· Staff have a paper accepted for presentation at the conference (either paper presentation, poster or as part of a symposium). Evidence of acceptance should be attached to applications.

· Staff agree to submit a paper for publication to a recognised journal (as the first author), according to EAP Publication Guidelines, within six months of presenting at the conference. A copy of the published paper should be submitted to department. 
· If staff attend two conferences then two papers should be submitted.  Applications and evidence of submission to journal to be submitted to EAP Executive Committee.

· If two staff members are presenting the same paper at the same conference only the first named presenter will be funded. 
· Approval for leave of absence must be obtained prior to departure.
· Original receipts must be provided for claim of reimbursement.
