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Application for Additional Top Conference Grant for Research Postgraduate Students

Notes 
1.
Please read the attached Guidelines carefully before completing the form.
2. The applicant must present a paper that is directly relevant to his/her research study at an international top conference.

3. The applicant shall obtain approval from the Graduate School (GS) for the conference attendance before committing any trip expenditure.  S/he may need to bear the expenditure in case the application is rejected.

4. Items such as photocopying charge, printing fee of posters and postage should be listed under the category “Others”. These items should be charged against the Associated Money with the approval of the Head of Department/Dean of School or his/her delegate via the endorsement of your Chief Supervisor. 

5. The approval for the Additional Top Conference Grant does not imply an approval for leave. Applicants are required to apply for the Chief Supervisor’s approval for leave of absence for attending the conference via the Leave Management System.

6. If you intend to submit an Application for Testimonial in support of your visa application to attend a conference outside Hong Kong, you must attach a copy of this form to the Application for Testimonial as proof that your application has been approved and that your Chief Supervisor has approved your leave application.
7. Please send the relevant receipts/documents to the FO to be reimbursed for the actual costs of attending the conference, or the maximum approved amount, whichever is less, within 3 months of attendance.
8. If the trip is cancelled, endorsement(s) of your Chief Supervisor and Dean(GS) are required for reimbursement of expenses already incurred for the trip.  Students should seek refund from the airline / hotel / travel agent / organiser and pay back to the University if the amount has already reimbursed to you or paid to airline / hotel / travel agent / organiser by the University.
9. Please note that the information given in this form will only be used for processing this application.

Section A: Particulars of Student and the Conference (to be completed by the Research Student)
1.
Applicant’s Particulars

	Name:
	
	Student No.:
	

	Degree:
	( MPhil       ( PhD        ( HKPFS      ( Collaborative PhD      ( Dual PhD

	Mode:
	( Full-time
	( Part-time
	
	
	
	

	Department/School:
	
	Tel.:
	

	Current Project Title:
	


2.
Conference attendance previously supported by the Conference Grant Account 
	1
	Conference name
	2
	Conference name

	
	
	
	

	
	Location:
	
	
	Location:
	

	
	Duration:
	From
	
	To
	
	
	Duration:
	From
	
	To
	

	
	Amount of Conference Grant Provided:
	HK$
	
	Amount of Conference Grant Provided:
	HK$ 

	
	Total Amount of Conference Grant Provided
	HK$ 


3.
Conference Details 
	Conference name:
	

	Organiser:
	

	Location:
	
	Duration:
	From
	
	To
	

	Title of paper to be presented:

	

	Please state the importance and relevance of this Conference to your research study:

	


4.
Leave period to be applied for (please submit the leave application via the Leave Management System): 
	From
	
	To
	


5.
Budget for conference attendance 
	Items

	Amount Requested (HK$)

	Remarks


	· Return fare (HK /                             / HK), including airport tax 

		
	· Intercity travelling expenses and travelling expenses to and from HK airport

		
	· Conference registration fee  

		
	· Visa application fee

		
	· Subsistence allowance (max. HK$800/night* subsidy for accommodation, meals and local travelling expenses within the city)

		
	· Others, please specify**: ___________________

		
	Total Amount:
		

	*
Subsistence allowance should be counted by number of nights. The maximum number of nights could not exceed the number of days of the conference plus one day before/after.  


**
Insurance expense will not be supported as the University has purchased the Group Travel Insurance Policy for all students travelling outside Hong Kong.
6.
List of supporting documents required

	Please attach a copy of the following document(s). Applications with incomplete supporting document(s) will not be processed.

a) Call for papers or the conference programme

b) Letter of acceptance/ invitation for paper presentation at the conference

c) Abstract of the paper to be presented

d) Quotations of airfare, accommodation, train tickets, etc. 

e) Conference registration fee information


7. 
Declaration of submission of conference attendance report: 

☐ 
I declare that upon receiving the support from the Additional Top Conference Grant, I will complete and submit a Conference Attendance Report with at least two self-portrait photos taken during the conference attendance to GS via Form GSB/4B within TWO weeks after the conference attendance. I am aware that failure to submit the report within the specified timeframe will result in the revocation of funding support from the Additional Top Conference Grant.
	Signature
	
	Date
	

	
	(Research Student)
	
	


Section B: Endorsement from Chief Supervisor and Budget Owner (if any)
1. Funding arrangement

	Funding source(s)
	Amount recommended (HK$)

	1. Additional Top Conference Grant (max. HK$20,000)*
	

	2. Other funding (if applicable): # Departmental earnings account/ Project account / Others, please specify:

________________________________

(# Please delete as appropriate.)
	

	Total Amount:
	


* The amount of Additional Top Conference Grant together with the unspent balance of the student’s Conference Grant, if any, should not exceed HK$20,000.
2. Endorsement from Chief Supervisor and Budget Owner of funding (if any)
	Endorsed by
	Name
	Signature
	Date

	Chief Supervisor
	
	
	

	Budget Owner of funding (2) above, if any
	
	
	


Section C: Justification and Endorsement from D/SRC

1. D/SRC confirms that the student has used up the original Conference Grant:  
( Yes
     
( No. The unspent balance of the Conference Grant is HK$_____________.
2. D/SRC confirms that this is a Top Conference: ( Yes      ( No
3. Justification on the application
	
	Justification

	1.
	Conference reputation/ quality/ standing (in terms of acceptance rate, peer review, conference ranking, etc.)
	

	2.
	Importance of this Conference to the applicant’s research
	

	3.
	Others
	


4. Endorsement from D/SRC

	Endorsed by
	Name
	Signature
	Date

	D/SRC Chair
	
	
	


Section D: Approval of Dean (GS)
(
Approved the amount of Additional Top Conference Grant as recommended in Section B

(
Approved with breakdown as follows (in case the approved amount is different from the budget proposal in Section A5 and recommendation in Section B):
	Items 
	Amount approved (HK$)
	Remarks

	Return fares, including airport tax
	
	

	Intercity travelling expenses and travelling expenses to and from HK airport
	
	

	Conference registration fee  
	
	

	Visa application fee
	
	

	Subsistence allowance (max. HK$800/night subsidy for accommodation, meals and local travelling expenses within the city)
	
	

	Others, please specify: _____________________
	
	

	Total amount of Additional Top Conference Grant approved:
	
	


(
Not approved

	Reasons
	

	Name
	
	Signature
	
	Date
	

	
	Dean(GS)
	
	
	
	


Additional Top Conference Grant for Research Postgraduate Students 2023/24
Guidelines for the Grant
A. Objective

The Additional Top Conference Grant aims at widening the international exposure and learning opportunities of RPg students by encouraging and supporting them to attend and present papers at additional international top conferences.
B. Eligibility

To be eligible for the Additional Top Conference Grant, the student should satisfy the following conditions:

1. being an on-going RPg student; 

2. having previously attended conference(s) using his/ her Conference Grant;

3. having used up the HK$25,000 Conference Grant (or HK$13,800/year for the entire normal study period for the HKPFS awardees); 
4. not having received any support from the Additional Top Conference Grant; and
5. presenting a paper or poster that is directly relevant to his/ her research study.

C. Amount of Funding Support for Each Application
1. A maximum amount of HK$20,000, including the unspent balance of the student’s Conference Grant, if any, can be granted for each successful application (https://www.polyu.edu.hk/gs/rpghandbook/section14-2-4/), subject to the justification of D/SRC, approval of Dean (GS) and funding availability. 

2. Each student can only be awarded the Additional Top Conference Grant once during his/her study.  
D. Use of Grant

1. The Additional Top Conference Grant shall cover the return fare (at the cheapest cost for economy class of airfare), registration fee, visa application fee and a subsistence allowance of up to HK$800 per night. The maximum number of nights could not exceed the number of days of the conference plus one day before/after.

2. The subsistence allowance is provided to cover allowable expenses such as accommodation, meals and local travelling expenses within city.
3. The successful applicant will be reimbursed the actual cost incurred in attending the conference, or the maximum approved amount, whichever is less.
4. The use of the Additional Top Conference Grant is not allowed after an RPg student has attended his/ her oral examination.

E. Application Procedures

1. Applications shall be made on Form GSB/4A, which can be downloaded from GS homepage at https://www.polyu.edu.hk/gs/current-students/student-forms/ (Current Students → Forms for Students → Study).

2. Completed forms shall reach GS (gs.matters@polyu.edu.hk) together with a copy of the following supporting documents at least two months before the departure date or by 30 June 2024, whichever is earlier:

a. Call for papers or the programme of the conference

b. Letter of acceptance/ invitation for paper presentation at the conference

c. Abstract of the paper to be presented

d. Quotations of airfare, accommodation, train tickets, etc. 

e. Conference registration fee information

F. Submission of Conference Attendance Report

Students with support from the Additional Top Conference Grant are required to complete and submit a Conference Attendance Report with at least two self-portrait photos taken during the conference attendance to GS (gs.matters@polyu.edu.hk) via Form GSB/4B within TWO weeks after the conference attendance. Failure to submit the report within the specified timeframe will result in the revocation of funding support from the Additional Top Conference Grant.
G. Reimbursement Procedures
All claims of reimbursement shall be submitted to the Financial Office directly for processing within three months of attendance.  Please refer to the Research Postgraduate Student Handbook at https://www.polyu.edu.hk/gs/rpghandbook/ref-fo-claim-procedure/ for more details.

A. Enquiries

Enquiries can be made to GS via email at gs.matters@polyu.edu.hk.
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