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Application for Field Trip, Study Trip and/or Attending
Short Course / Seminar / Workshop
(for Research Postgraduate Students)
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Notes  
1.
Subject to availability of funds in a student budget account, applications for field trip(s), study trip(s) and/or attending short course(s)/seminar(s)/workshop(s) by research postgraduate students, stating the purpose, and a rough breakdown of the estimated expenditure, will be considered.  Please refer to the details of the regulations stipulated in Research Postgraduate Student Handbook.
2. The applicant is reminded to obtain approval from the Department/School before committing any expenditure. He/she may need to bear the expenditure in case the application is rejected.
3. Field trips are classified as activities that have direct quantifiable contribution to the research of the RPg students. Thus the subsistence allowance (i.e. subsidy for accommodation, meals, local travelling expenses within city) and travelling expenses to and from the activity location, registration fee and visa application fee for field trips can be fully supported by the Associated Money#.

4. However, study trips, short courses, seminars and workshops are classified as activities that are beneficial to the students but do not generate quantifiable contribution to the research of the students. For these activities, only the registration fee can be supported by the Associated Money#. 
5. 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 (HoD)/Dean of School (DoS) or his/her delegate via the endorsement of your Chief Supervisor. 
6. If you intend to submit an Application for Testimonial in support of your visa application to enter a country, you must attach a copy of this Form to the Application for Testimonial as proof that your Chief Supervisor has approved you to undertake the trip and that your Chief Supervisor has approved your leave application.

7. Please send the relevant receipts/documents to the FO for reimbursement within 3 months of completing the trip.  In any cases, students will be reimbursed the actual cost incurred in the trip, or the maximum approved amount, whichever is the less.

8. If the trip is cancelled, approval of HoD/DoS or his/her delegate (for associated money) or budget owner of departmental account/DEA/project account (for other account, if applicable) via the endorsement of your Chief Supervisor 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 / organizer by the University. 

9. Please note that the information given in this form will only be used for processing this application.

(# Associated money is only available to RPg students admitted in or before the 2021/22 cohort)

Section A [To be completed by the student]
Name                                                                  Mode:    (  Full-time     (  Part-time  (Please as appropriate.)
Degree:    ( MPhil      ( PhD       ( Collaborative PhD      ( Dual PhD    (Please as appropriate.)
Department/School                                                                     Ext.                          Student No.  

Purpose of the *(Field Trip / Study Trip / Short Course / Seminar / Workshop)

	


	


Location                                                                    
Duration: From                                to _


Leave period to be applied for (this may exceed the duration of the field trip / study trip / short course / seminar / workshop):

From 
  to  
                                                      
	Breakdown of Estimated Expenditure (see Notes 3 and 4 above Section A of this Form):
	
	

	Return Fares (HK/
	
	/HK), including airport tax
	
	

	intercity travelling expenses and travelling expenses to and from HK airport
	$
	

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

	** Subsistence allowance should be counted by number of nights. The maximum number of nights could not

     exceed the number of days of field trip plus one day.)  
	
	

	Visa Application Fee
	$
	

	Course Registration Fee
	$
	

	Others (see Note 5 above Section A of this Form)
	$
	

	Total
	$
	


Signature                                                                                                             
Date 



Student

Section B [To be completed by the Chief Supervisor]
Funding arrangement

	Account to be charged                                                        Amount to be charged $
 

Nature of account: * Associated money / Departmental earnings account / Project account / Others, please specify ____________________

^ Justifications: 






 (^Study trips, short courses, seminars and workshops are activates which DO NOT generate quantifiable contribution to the research of the students. Only the registration fees of study trips, short courses, seminars and workshops will be supported by the Associated Money#. If the study trip / short course / seminar / workshop has direct quantifiable contribution to the research of the RPg student, please provide the justifications.)




*Endorsed / Not endorsed for Field Trip / Study Trip / Short Course / Seminar / Workshop by the Chief Supervisor
  Remarks: 

* Please delete as appropriate.
	Signature
	
	
	Date
	

	
	Chief Supervisor
	
	
	


Section C [To be completed by the Budget Owner of *Departmental earnings account / Project account / Others, please specify 
]
* Please delete as appropriate.


(
Approved
Total $  



Breakdown as follows (in case the approved amount is different from the amount in Section A):

Return Fares $ 
 Course Registration Fee $ 
 Visa Application Fee $ 



Subsistence Allowance $ 
 Remarks (if any) 



(
Not approved
Reasons 


	Name
	
	Signature
	
	Date
	

	
	Account Owner
	
	
	
	


Please submit leave application via the Leave Management System with this Form. 
(* Please delete as appropriate.)
