HONG KONG BAPTIST UNIVERSITY

GRADUATE SCHOOL

Application for Research Student Expenses
[For Full-time PhD and MPhil Students] (UIC and self-funded students NOT applicable)
	I. Student Particulars (* delete where appropriate)

	Name: 
	_________________________________________
	Student No.:
	__________
	Department:
	____________

	Phone No.:
	__________________________
	Study Commencement Date:
	______________________

	Principal Supervisor (PS):
	__________________________
	Programme Code: ________
	Mode of Study:  FT/PT*

	II. Application
	

	· Conference/Seminar Attendance (See Note 8)
Title of Conference/Seminar:
___________________________________________________
___________________________________________________
Country: _____________________________
Start Date: ___________________________

End Date: ____________________________ 
· Registration fee                                  (HK$_____________)
· Conference-related learning activities such as academic pre-workshops                                          (HK$_____________)
· Air/train tickets* and taxes                (HK$_____________)
· Accommodation                                 (HK$_____________)
(capped at 25% of the airfare) 

Total Amount:                   (HK$_____________)

(Please submit your study leave application together with this application form.)
	· Overseas Attachment (See Note 8)
Details: 
____________________________________________________
____________________________________________________
Country: _____________________________
Start Date: ___________________________

End Date: ____________________________ 
· Air/train tickets* and taxes                             (HK$_____________)
· Accommodation                                                (HK$_____________)
(capped at 25% of the airfare)

· Courses taken during overseas attachment  (HK$______ ______)
(the course should be relevant to the student’s research areas, with justifications and approval of the Principal Supervisor)  

Total Amount:                   (HK$____________) 
(Please submit your overseas attachment application together with this application form.)

	Incentive for Oral Presentation at International Conferences (HK$3,000) (See Note 9)
Please declare on the following:

· I am within the normal study period
· The venue is a renowned international conference.

Name of international conference:  ___________________

____________________________________

· I am the (co-)author of the paper (to be) presented and the only person applying for the incentive.
· I have attached the presentation invitation and paper/abstract showing sole/co-authorship.
· I have attached the Principal Supervisor and Department Head’s endorsement on the presentation and conference.

        To be filled in by the Faculty/Department 

· Support will be given on a two-to-one matching basis between the University and Faculty/Department.

Unit

Supported amount (HK$)

Account no. to be charged 

Signature of Budget controller
University (two-third)

$2,000

01-25-008-285
Faculty/

Department (One-third)

$1,000

	Thesis Editing Fee (capped at HK$6,000) (See Note 10)

Amount:                   (HK$_____________)

To be filled in by the Faculty/Department/Principal Supervisor 

· Support will be given on a one-to-one matching basis between the University and Faculty/Department/Principal Supervisor.
Unit

Supported amount (HK$)

Account no. to be charged 

Signature of Budget controller

University (50%)

01-25-008-285
Faculty/ Department/ Principal Supervisor (50%)

· Others (Field Trip, Study Tour, etc.)
Details: 
____________________________________________________
Country: _____________________________
Start Date: ___________________________

End Date: ____________________________ 
Amount:                   (HK$_____________)
(Please submit your study leave application and a study plan during the field trip/ study tour together with this application form.)

	Total Amount Requested: HK$                            
         

	III. Student Declaration

	I have read and understood the application guidelines overleaf before proceeding to fill out this application form. 

	Student’s Signature
	
	Date
	

	IV. Recommendation and Endorsement

	Principal Supervisor
	Name
	
	Signature
	
	Date
	

	Department Head
	Name
	
	Signature
	
	Date
	

	Dean
	Name
	
	Signature
	
	Date
	

	V. Approval (For office use only)

	Balance (As of                                  )        HK$ 
· HKPFS programme 
· Regular (including dual/joint) programme
· Self-funded programme

	Total Requested Amount:               HK$_____________
· Total Approved Amount:        HK$_____________
· regular items (within HK$10,000 and HK$15,000):                            HK$_____________
· incentive for oral presentation at international conferences (HK$3,000): 
HK$_____________ 
· thesis editing fee (capped at HK$6,000):                     

                            HK$_____________
· Not approved
Reason(s): __________________________________                                                      


	Comments (if any)


	Graduate School
	Signature
	
	Date
	


Hong Kong Baptist University

Graduate School
Application Guidelines for Research Student Expenses

Eligibility

1. Full-time MPhil and PhD students receiving full studentship are eligible to apply during the normal study period. 

Funding Support for the Whole Study Period

2. (a)
Research activities such as conference/seminar, overseas attachment, field trip and study tour:
    
MPhil - HK$10,000 
PhD - HK$15,000
(b)
Incentive for oral presentation at international conferences: capped at HK$3,000 per student (on a two-to-one matching basis between the University and Faculty/Department)
(c)
Thesis editing fee: capped at HK$6,000 per student (on a one-to-one matching basis between the University and Faculty/Department/Principal Supervisor)
Application Procedures

3. Students should submit an application form with the support of the Principal Supervisor, the Department Head and the Dean to the Graduate School for approval at least three weeks before departure for conference/seminar/overseas attachment/study tour.  Late/retrospective applications may not be accepted.  Students seeking retrospective approval should provide strong justifications.
4. Students should submit their study leave application/overseas attachment application together with their application for research student expenses.
5. Applicants will be informed of the result through e-mail.
6. Successful applicants must submit original receipts and boarding passes/train tickets etc. to the Finance Office via Graduate School for reimbursement.

7. There is no limit to the frequency of application.  Students can apply for the funding support if they meet the eligibility criteria and there is available balance.
Supported Items 

8. Conference/Seminar Attendance/overseas attachment/field trip/study tour: The support is mainly for the registration fee, air/train tickets and taxes.  Financial support will also be given for accommodation (capped at 25% of the airfare), conference-related learning activities such as academic pre-workshops and courses to be taken during overseas attachment (The courses should be relevant to the student’s research areas, with justifications and approval of the Principal Supervisor).  Information such as details of events/activities/courses, air/train tickets itinerary & receipt, accommodation quotations, justifications and approval (for courses taken during overseas attachment) must also be provided with the application.  
9. Incentive for Oral Presentation at International Conferences: Each student is entitled to receive the incentive of HK$3,000 once during the normal study period, which will be on a two-to-one matching basis between the University and Faculty/Department.  The student should be the (co-)author of the paper to be presented and the only person applying for the incentive; the venue should be a renowned international conference; and the presentation and the conference should be endorsed by the Principal Supervisor and approved by Head of Department.

10. Thesis editing fee: Each eligible student can apply for thesis editing fee capped at HK$6,000, on a one-to-one matching basis between the University and Faculty/Department/Principal Supervisor.  A quotation or invoice should be provided with the application.
Personal Information Collection Statement

Persons who supply personal data in their applications to the Graduate School for various purposes are requested to note the following:

1.
Personal data provided in the applications are to facilitate the process of their applications and will not be used for other purposes.

2.
Personal data provided will only be used by University staff.

3.
After the applications have been processed, relevant data will be transferred to the student / staff record system of the University.

Under the provision of the Personal Data (Privacy) Ordinance, request for personal data access or correction may be addressed, in writing, to:


Graduate School



AAB 904, Level 9, Academic and Administration Building



Baptist University Road Campus



Hong Kong Baptist University



Kowloon Tong



Email: gs@hkbu.edu.hk
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May 2017

