

DEPARTMENT OF MATHEMATICS FUNDING FOR POSTGRADUATE STUDENT TRAVEL

This is a brief guide for postgraduate students who are seeking financial support for attendance at a conference or similar activity. Support for travel, accommodation, subsistence (meals) and registration fees can be requested with the exception that, for conferences taking place in Manchester, reimbursement may be requested for registration fees only.

For those PhD students who do not have access to individual travel funding through a grant held by their supervisor, or included in funding from their home country, you can apply to the Department for travel funding to attend conferences, workshops, and summer Departments. Note that all EPSRC-funded students must apply to the Department for travel funding.

Funding is only available for travel made before you submit your thesis

Deadline and Planning.

Applications must be received at least 8 weeks before the conference (or other activity) for requests of more than £500, otherwise at least 6 weeks before the conference.  We do not fund retrospective applications. You do not need to wait for the acceptance of an abstract before applying for funding.

Applications received less than 6 weeks before the activity will not normally be considered but, for small amounts, reasonable exceptions will be allowed. As in all other cases, however, the request must have the approval of your supervisor. Attending conferences must in all cases be discussed and agreed with your supervisor.  It is up to you, in consultation with your supervisor, to plan well in advance any conferences you wish to attend for the academic year and not simply to respond opportunistically to announcements when you happen to see them.

For travel that requires a Visa please apply this lead time to your application, so if obtaining a visa takes 2 weeks this should be added to the application (thus at least 10 weeks before the conference)

How to apply.

First you should try to obtain partial or total funding from other sources. Talk to your supervisor, as well as other staff and students about this. Obtaining partial support from other sources will strengthen your application for support from the Department. You can apply for support while such applications are pending (for example as a back-up in case your applications are not successful). Include information about any pending applications in your request for support.

Your case will also be strengthened if you are giving a presentation (talk or poster) on your research; if you are not doing so you must explain why. 

To submit this application please fill in the below form and ask your supervisor to submit it to mathematics@manchester.ac.uk – the attached is the correct version of guidance and application form. Older versions of forms will not be accepted. 

How long will it take for a decision to be made?

For most requests a decision is made within a few days, larger requests (either individually or as a total of the amount claimed by a single student) may take slightly longer.

Assuming that your request has been approved, what next?

If the accommodation is provided by the conference and it is cheaper than the local alternative then you may book that directly. Otherwise the University expects that all travel is to be booked through Key Travel with exception of where Key Travel either does not have coverage (eg. Local travel in certain areas) or where Key Travel has been unable to price match. To find out more about Key Travel please visit:- 
http://intranet.maths.manchester.ac.uk/finance/procurement/   

If you decide to pay yourself and claim back the cost you will need to explain why the activity could not be booked through Key Travel.  Booking should only take place after your funding request is approved.

If you pay directly for your travel you must retain a receipt or ticket which shows the amount paid, in order to be reimbursed. Credit card receipts are not acceptable. This comment applies to all travel (taxis, buses etc.) not invoiced through the Department: if you want to be reimbursed get a receipt!


Conference Registration / Fees: As far as possible advance / Early Bird / the lowest rate of conference fees should be the rate you register for. Please state if there are no discounts to be obtained or if it is not possible for you to obtain the early registration fee (i.e. late application)

Air Travel: Air travel should be booked through Key Travel where possible and only after your application has been approved. Flights should be as economical as possible. You can contact the Department Key Travel Administrator – Sebastian Rees – for assistance with this. 

Other travel:  As with air travel, you should seek economical fares. Be aware that substantial savings may be made on rail travel by booking days or weeks in advance (but note that you will normally then have to travel on the exact train service specified).

Accommodation: In practice accommodation is usually arranged through the conference organisers who may well have negotiated special rates. If you pay for this in advance be sure to obtain a receipt! (It is possible to ask for payment to be made directly by the Department, for example if the amount is large, in this case please fill out a Credit Card Request) If you have to arrange your own accommodation this can be done through Key Travel.
In all cases where (for a valid reason) you pay accommodation directly you must obtain a receipt!

Subsistence: The expected daily subsistence rate is £20-£30 (depending on destination), please use this figure when planning your trip, but you must use the actual figure spent when you are completing the expenses claim.  If you want to be reimbursed then get a receipt! Also be aware that photocopies of receipts are not acceptable (an exception is if someone else in the Department has the original attached to their claim). Payment for alcoholic drinks is not reimbursable so if such appears on your receipt strike out the relevant line(s) and reduce the total on your receipt accordingly.

If you fail to obtain, or lose, a receipt for a small amount then it is unlikely you will be reimbursed.  For large amounts, all is not lost: often it is possible to obtain a copy or verify the expenditure in some other way so, in this exceptional case, talk to a member of Finance for advice.

Amounts in foreign currencies: If there is more than one type of expenditure please provide a summary on a separate sheet listing your charges by category, so that they can be easily checked by HR when processing any claims. Expenses should be entered in the original currency (or currencies) and then converted into GBP using the website XE.com. If you are not confident converting the expense back to GBP list the expenditure by category in the original currency and it will be converted for you using the rate applicable on the day that your form is processed.

Some things which are not reimbursable: Alcohol (as already mentioned), telephone calls back home (in most circumstances) etc.



Limits:  There is no fixed limit on the amount which may be requested but a “typical” conference claim might be for an amount between £200 and £1000 depending on the location and duration of the conference. 
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APPLICATION FORM
This application form must be completed by the student and then sent to the relevant supervisor. The supervisor must then support/authorise the application by completing the statement of support (see below) and email this form to mathematics@manchester.ac.uk as either a word or PDF attachment (we recommend that the supervisor cc’s the student upon sending). It must not be emailed directly by the student. Once your application has been assessed you will receive a reply. If you do not hear back within one month of applying please contact Luke Smith via mathematics@manchester.ac.uk

Wait to receive a response about your application before booking any travel.

Personal Details:
	Date of Application:
	

	Name: 
	

	E-mail address & Tel No:
	

	Supervisor:
	

	Student number: 
	

	Study Year: 
	

	Research Group (Please tick):
	[bookmark: Check1]|_|   Applied Mathematics 
[bookmark: Check2]|_|   Pure Mathematics/Mathematical Logic 
[bookmark: Check3]|_|   Probability and Statistics 

	Source of Funding (e.g. EPSRC DTA, Department Scholarship, Self Funded etc.):
	

	Conference Details:

	Title of conference: 
	

	Address of conference website:	
	

	Place and dates of conference & dates of your attendance (if not for the whole period of the conference):

	Place:  
	

	Date: 
	

	Funding Details:

	Amount (estimated or actual) required under each heading.  Please be as accurate as possible.

	Registration Costs:
	£

	Travel:
	£

	Accommodation:
	£

	Subsistence:
	£

	Visa (if required)
	£

	Other (eg Conference dinner)
	£

	TOTAL Costs:
	£

	Have you obtained any external funding?  If so how much?
	£

	TOTAL AMOUNT REQUESTED FROM DEPARTMENT
	£

	Have you applied in time to get any lowest advanced registration fee / early bird discounts? If not, explain why:

	

	Details of any funding already secured: Note that limited funding is available for PGR students from Faculty from the Margaret Elizabeth Lee Fellowship (for overseas trips only). Further details are available at: http://www.maths.manchester.ac.uk/study/postgraduate/information-for-current-students/general-information/forms-policies-regulations/ 

	

	Details of any applications for funding pending or to be made:

	

	Supporting Evidence:

	State whether you have offered a presentation (talk or poster) and, if so, whether it has been accepted. If you have not offered a presentation please explain why not:

	

	Brief (a paragraph or two) case for support which explains why you wish to attend this conference:

	

	Supporting Statement by Supervisor: 

	

	If the student is in year 4 of a full time PhD or year 7 of a part-time PhD please confirm that this will not affect the student ability to complete the PhD in a timely manner AND that the student will still be writing the PhD at the time of the event: 

	

	Date submitted:  
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