SCHOOL OF DIVINITY

Postgraduate Travel Application Form – Guidelines

Procedures

1. Complete this form and a university expense estimate form (available from the school and university webpages)

2. Submit both documents to the Postgraduate Secretary in the Divinity Office.

3. Give a copy of your completed form to your supervisor. Your supervisor will write a supporting letter and email it to the Director of Operations.

4. Your application will be considered at a meeting of the School’s Research and Postgraduate Committee. Applications will be considered at three meetings every year in October, January and May. You will be informed of the dates of the meetings at the start of the academic year.
5. Applications must be submitted to Margot Clements at least one week before the relevant meeting. 

Notes

· Travel grants will only cover a proportion of the costs. 
· No retrospective applications will be considered. You will, therefore, need to ensure that you submit an application for a meeting prior to the conference you wish to attend. No exceptions will be made to this rule.
· You should endeavour to keep costs as low as possible, using public transport etc. as appropriate. You should include quotations / estimates from travel or hotel companies and from conference accommodation flyers as appropriate. A quotation from the University Travel Service must also be included.  
· Where other sources of support are available these should be used. Evidence of seeking alternative support will be considered favourably. 
· You will need to ensure you keep receipts of any expense occurred. There can be no reimbursement without receipts. Where support is offered you will need to submit your receipts together with an expense claim form (available from the office).
· You will need to be giving a paper at the conference and this paper should relate to your academic work at St Mary’s.
· Grants are normally only given to full-time, fee-paying research students who are resident in and around St Andrews.

SCHOOL OF DIVINITY

Postgraduate Travel Application Form

1. Name

2. Matriculation Number

3. Conference details (name, place, date)

4. Your participation (i.e. main conference paper; seminar paper etc.)






5. Your proposal for a paper has been (a) accepted ☐ (b) awaits acceptance ☐ (Please tick one.)
6. Any other grants, fellowships or funds awarded or applied for to assist in travel or offset the costs of this trip.

7. How will this travel directly aid your current research project. Please be specific.

8. Any additional factors supporting this request

Signed
:






Date:
