AHRC Notes of Guidance:  Application for a Study Visit in the UK

*The Student Registry will assess applications against the AHRC’s guidance below*

· Please note we cannot undertake to meet your costs in full as the AHRC have reduced the amount of funding available for Study Visits.

· Students must apply to other sources of funding i.e. College, Department and other funds available for travel – please consult the GRADFUNDS  database (http://webservices.admin.cam.ac.uk/gradfunds/gfinder.jsp?status=current&reset=reset) to see if there is any funding available.  In order to consider your application to the AHRC it is necessary to provide details of these applications or explain why applications could not be made.  Evidence of unsuccessful applications is required.

· Please ensure you apply for Leave to Work Away/Authorised Absence.  Information on how to apply for Leave to Work Away/Authorised Absence from Cambridge is available on our website http://www.admin.cam.ac.uk/students/studentregistry/current/graduate/programme/workaway.html.

· Please ensure you apply for University Fieldwork Funding at the same time as applying for Leave to Work Away/Authorised Absence.  Any AHRC funding awarded will not be authorised until Leave to Work Away/Authorised Absence from Cambridge has been approved and applications for University Fieldwork Funds will be taken into account as well. 


No funding will be awarded until Leave to Work Away/Authorised Absence has been approved.

· Students must apply on the most up-to-date application form, before submitting an application please ensure you check the Student Registry funding support for award holders website (http://www.admin.cam.ac.uk/offices/gradstud/fees/support/index.html) for the most recent application form.

· We can consider applications for a number of study visits in the UK during the tenure of your award. Funding is available to contribute to your travel and accommodation costs and certain additional expenses. This funding in intended to enable you to undertake primary research studies (such as fieldwork or archival research) that is essential to the completion of your thesis or dissertation. It is not intended to cover the costs of undertaking preliminary research, attending a training course, or attending a UK Conference.  
A UK Study Visit Form must be submitted at least one month before the study visit is due to take place.  Retrospective approval will not be granted. In all cases, payment will be made after the study visit has been completed.  We are unable to meet costs incurred in excess of the amount approved in advance. There are 4 competitions per year, 1st week in Michaelmas Term, end of full Michaelmas Term, Lent and Easter Term.

It is not possible to submit a retrospective application for funding.

· Applications will be considered only in cases where your supervisor certifies that the study visit is essential to your research.

· Project Students should apply to their Supervisor, rather than BGS as there may be additional funding available in the Research Grant for this purpose.

· Once your application has been assessed, you will be notified of the decision.  If you are successful in gaining funding the letter will give details of your entitlement.  

· Accommodation costs of up to a maximum of £30 per night are available.  
· It is your responsibility to ensure that you have adequate insurance in place for your trip, please visit the Student Registry website for information on insurance available for students travelling abroad. <http://www.admin.cam.ac.uk/offices/insurance/travel/students/bgs/index.html> 
· We encourage you to travel by the most economical means (generally by train, by bus or air). If you wish to travel by car and claim mileage, please contact us in advance for advice. Mileage is normally paid at a rate of 20 pence per mile. We will cover the cost of a student railcard if the purchase will lead to an overall saving.

· Please ensure that your Supervisor completes Section 2 and signs the application form, if your Supervisor does not complete Section 2 this application cannot be considered. 

· On your return from the study visit please complete a confirmation of expenses form and return it to the Student Registry. This form will be sent to you with the letter detailing your entitlement. Please include receipts or tickets for the travel expenses and any other costs (such as a library card or museum or archive entrance fee) you incurred. Any funds received for which receipts are not provided will have to be reimbursed to the AHRC via Student Registry by the Student within one month of their return.

· Once your study visit has been approved by the Student Registry you may not change the dates or details of the study visit without prior authorisation.  

· If you cut your study visit short or if the study visit is cancelled, you must inform the Student Registry so that we can recalculate your entitlement.

· Payment of allowance: reimbursement of your allowance will be made on your return from your trip.  Submit the confirmation of expenses forms with receipts.  Payment will be made by bacs transfer to your bank account.

· If you have any queries please contact the Scholarships Administrator Miss Kathy White – contact details at the end of this application form

	For office use
	AHRC Grant Ref:

	Has student applied/been considered previously for an award, if so include details
	

	Amount of Funding requested
	
	£
	

	Funding applied for from other bodies
	
	£
	

	If eligible how much LWA fieldwork funding is student entitled to:
	
	£
	

	Actual amount being considered for:
	
	£
	


POSTGRADUATE AWARDS

APPLICATION FOR PRIOR APPROVAL FOR A STUDY VISIT IN THE UK
Please read the accompanying notes carefully before completing this form.  This form must be submitted at least one month before the study visit is due to take place.

	Name of award holder 

(in capitals): 
	Mr/Miss/Ms (please delete where appropriate) 

Please write your surname and forename …………………………………..

	USN No:
	………………………
	Department:
	…………………………………

	College:
	…………………………
	Home/EU:
	………………………………..

	Email:
	………………………………………………

	Collaborative Doctoral Award/ Project (please delete as appropriate)


	Start date of your Award
	
	End date of your Award
	

	Where in the UK are you visiting:
	
	No of Weeks/days:
	

	Duration of Study Visit From dd/mm/yyyy):
	
	To (dd/mm/yyyy):
	


	Have you applied for Leave to Work Away/Authorised 

Absence from Cambridge 
	Yes/No
	Please only submit this application when the answer 

is yes

	Have you applied for University Fieldwork funding 
	Yes/No
	Please supply a copy of your for Fieldwork funding application with this application.



Please note any AHRC funding awarded will not be authorised until Leave to Work Away/Authorised Absence from Cambridge has been approved 

SECTION 1 - For Completion by the Award Holder

i) Please state the purpose of your study visit in the UK:

	


II) Study Visit Details

Give the EXACT dates of the study visit and the EXACT travel, accommodation (£30 per night) costs, other Expenses.  We cannot undertake to meet all your costs: we cannot pay for costs relating to photocopying, faxes, telephone calls, taxi fares or food, for example, but will cover the cost of a library card or entrance fees. Estimated costs (give as much detail as possible and attach quotations/equotes) – indicate only costs ‘over and above’ your usual living costs whilst at Cambridge (ie subtract accommodation in Cambridge if you are not paying for this whilst away and show this in ‘Details’)

If you are claiming for accommodation you MUST state your normal accommodation costs in Cambridge and deduct this from the cost if you do not need to maintain Cambridge accommodation only.

	Are you paying accommodation costs in Cambridge whilst on Study Visit?
	Yes/No


	Type (i.e. travel, accommodation, research expenses etc).   
	Details
	Estimate

	
	
	£
	P

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	Total:
	
	


Please ensure you retain all receipts to accompany your UK Study Visit expense form visit as you will have to submit these at the end with your confirmation of expenses form.   We will reclaim any allowance for which you cannot produce a receipt.

iii) Others sources of funding:

Please note students MUST apply to other funding sources i.e. College, Department, other funds available for travel.  

Have you applied for others sources of funding?

YES/NO  

In order to consider this application to the AHRC it is necessary to provide details of these applications, if you have not applied for other sources of funding you need to explain why other applications could not be made. Evidence must be provided of any unsuccessful applications.
	Where have you applied for funding from
	How much have you applied for (please ensure you complete this section) £
	Was the outcome successful? YES/NO (if No, when will it be known?)
	If successful how much were you awarded £

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


I confirm that I have read the accompanying Notes of Guidance.  I undertake to inform the Student Registry if the study visit is cancelled or the length of the visit is reduced, and I understand that my institution will be required to refund to the Student Registry any money overpaid. 

	Signed: 
	Date:


NOW PASS THIS FORM AND A COPY OF THE NOTES OF GUIDANCE TO YOUR SUPERVISOR FOR COMPLETION

SECTION 2 - For completion by the Supervisor

i) Please state the purpose of the study visit and indicate whether or not satisfactory completion of the thesis or dissertation is dependent on the trip:

	


ii) 
I confirm that I have read the accompanying Notes of Guidance and that the details of the study visit completed by the award holder are accurate.  I undertake to inform the Student Registry if the study visit is cancelled or the length of the visit is reduced, and I understand that, in the event of the visit being cancelled or shortened, the institution will be required to refund any overpayment to the AHRC (via the Student Registry).

	Name:
	Position:  

	Phone number:
	Email: 

	Signature:
	Date: 


Please note if your Supervisor does not complete Section 2 above your application cannot be considered.

Once completed and authorised by your Supervisor, this form should be returned to:

Miss Kathy White
Scholarships Administrator

Student Registry

4 Mill Lane



Cambridge



CB2 1RZ
If you have any questions email Kathy White on graduate.funding@admin.cam.ac.uk
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