AHRC Notes of Guidance:  Application to Present a Paper at a UK Conference 

*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 drastically reduced the amount of funding available.

· Students must apply to other sources of funding i.e. College, Department and other funds available for travel – please consult the Special Issue of the Reporter and the GRADFUNDS  database (http://webservices.admin.cam.ac.uk/gradfunds/gfinder.jsp?status=new&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.

· 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, any applications received on an old application form will be returned to the applicant and he/she will be asked to submit a new application. 

· We will consider an application to attend up to conferences during the tenure of a postgraduate award.  A contribution of up to £400 will be made towards the cost of return travel only.  
· 
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. 

· It is your responsibility to ensure that you have insurance in place for your trip, please visit the Student Registry website for information on insurance available for students travelling <http://www.admin.cam.ac.uk/offices/insurance/travel/students/bgs/index.html>
· A Conference (OS) form must be submitted to the Student Registry at least one month before the conference is due to take place.  Retrospective approval will not be granted. There are 4 competitions per year, 1st week in Michaelmas Term, end of full Michaelmas Term, Lent and Easter Term.
· Project Students should apply to their Principal Investigator for this allowance rather than the Student Registry as there may be additional funds available on the Research Grant for this purpose.

· You must provide evidence to show that you have been invited to present a paper at the conference.  We are unable to fund attendance at a conference in the UK  if you are not presenting a paper.  Other forms of presentation equivalent to giving a paper, including those relating to practice-based research, may be considered. 
· Applications will be considered only in cases where your Supervisor certifies that the conference is relevant to your research.

· 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. 

· Payment will be made directly to your bank account (by BACS) once the Student Registry has received a receipt or travel agent’s invoice for your travel. This payment can be made in advance or retrospectively, but only upon receipt of travel receipts attached to the claim form.   

· On your return from the conference, please complete a Confirm (OS) certification form and return it to this office.  (This form will be sent to you with the letter detailing your entitlement.)

· Once your attendance at the UK conference has been approved by the Student Registry, you may not change the dates or details of the conference without prior authorisation from the Student Registry.

· If you do not attend the conference, any overpayment made by the Student Registry must be repaid in full to the AHRC (via the Student Registry).
· If you hold a Doctoral studentship attached to your supervisor’s AHRC Research Grant, you are not eligible for this allowance if an amount has been included in your Supervisor’s grant to cover such costs.
· If you have any queries regarding the completion of the Conference (OS) form 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:
	
	£
	


AHRC POSTGRADUATE AWARDS

APPLICATION FORM FOR PRIOR APPROVAL TO PRESENT A PAPER AT A UK CONFERENCE 

Before completing this form please read the accompanying notes of guidance carefully.  
This form MUST be submitted at least ONE month before the conference is due to take place.

Please ensure you answer all questions.
	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:
	……………………………………

	Award Type 

(a) Collaborative Doctoral Award?

(b) Project? If so please apply direct to your Supervisor
	Full/Fees (please delete where appropriate):
Ph.D. 

	Start date of your Award:
	
	End date of your Award
	

	Current Address:
	
	Email:
	

	Country to be visited
	
	No of Weeks/days
	


If your absence from Cambridge will be over 1 week you need to apply for Leave to Work Away

	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
	


 SECTION 1:
For Completion by the Award Holder

i)  Please state your reasons for attending the conference and indicate how it is relevant to your research: 

	


ii) Conference Details

We can will consider making a contribution towards your return travel costs (max £400) only if you have been invited to give a paper or equivalent (evidence must be enclosed).  Give the conference dates, the location and the EXACT travel dates and costs.

	Conference Location (Country)
	
	Name of Conference
	

	Have you been invited to give a paper – please attach invitation 
	
	Has your paper been confirmed yet
	

	Conference Dates (Day, month and year)


	FROM  
	TO

	Travel Dates (Day, month and year)      
	FROM
	TO




	Breakdown of Costs to be incurred
	Estimate

	
	£
	P

	Other Costs associated in presenting Paper
	
	

	Conference Fee
	
	

	
	
	

	Flight Costs (please use most economical provider and provide copy of quote)
	
	

	
	
	

	Train/Bus ticket (please use most economical provider and provide copy of quote)
	
	

	
	
	

	Food costs
	
	

	
	
	

	Accommodation costs (please note we will only take into consideration your costs)
	
	

	
	
	

	Total cost of Trip
	
	

	Breakdown of Costs
	
	


Please ensure you retain all receipts to accompany your UK conference 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.

Please ensure you provide quotes to accompany your application 

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?)
	Are these application identical 
	If successful how much were you awarded £

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


I confirm that I have read the accompanying Notes of Guidance and that I will undertake to inform the Student Registry if the trip is cancelled.  In the event of the trip being cancelled, I understand that I will be required to refund to the AHRC (via the Student Registry) any money paid.

	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 relevance of this conference to the award holder’s research:

	


ii) I confirm that the award holder will be presenting a paper (or equivalent) on their research at this conference. I confirm that I have read the accompanying Notes of Guidance and that the details of the conference completed by the award holder are accurate.  I will undertake to inform the Student Registry if the trip is cancelled or postponed 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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