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Research Training Grant Form

Student Section

Please complete this form if you wish to access money from your research training grant.  No money should be spent until you receive email authorisation from the Postgraduate Office.

Student name:      
Date:     
Purpose for which this is to be used: Complete the sections below as fully as possible

	Name of Conference, workshop, etc.
	

	Country:

Location:
	

	Conference Start Date:


End:
	

	Conference Fee:

Title of Paper/Abstract
	
	£

	Travel / Accommodation etc. (specify)
	
	£

	Subsistence (specify)
	
	£

	Equipment (specify)
	
	£

	Consumables (specify)
	
	£

	Other (specify)
	
	£

	Total requested
	
	£


Student Signature:      






IMPORTANT
Although there are no published maxima, staff are expected to minimise claims for expenses through being economical and avoiding excessive spending.  The Head of Unit, or delegate, may ask for an explanation of any expenditure which appears to be excessive and may withhold partial reimbursement, or prohibit similar claims in future, if expenditure is found to be unreasonable.

Receipts itemise expenditure and may come in a variety of forms, such as printed from tills, hand written or emailed receipts, but in each case the checker and authoriser must be satisfied that there is bona fide evidence of the business expenditure for the journey in question.  Credit card slips or bank/card statements on their own are not considered to be receipts as they do not itemise expenditure.

Submission of Claims – Claims must be submitted monthly but no later than two months after the expenditure to which the claim relates has been incurred.  Management reserves the right to deduct tax from claims made outside of this timescale.
Travel by Car – Please enter postcodes of the places you will be travelling from / to.  Please note that the OU regulations state; ‘The mileage claimed must be the lesser of the journey from the individual’s normal work base to the destination or their home to the destination.’
OU Travel Insurance http://intranet.open.ac.uk/travel-insurance/
Subsistence – Alcoholic beverages are not allowable and must be deducted from receipts prior to submission.

Equipment – purchased from your RTSG remains the property of the Open University and must be returned to the Postgraduate Office on completion of your studies.

Please note that the university does not provide insurance for equipment and it is recommended that you ensure it is covered under your home contents insurance policy.

Supervisor Section

I agree the amount shown can be used for the purpose stated above.

Supervisor:      
Supervisor:      
Director for Postgraduate Studies
I authorise the release of £     
for the purpose stated above

Director for Postgraduate Studies: 

PLEASE EMAIL ELECTRONIC EXPENSES CLAIMS TO:

WELS-CREET-student-expenses@open.ac.uk 
and send receipts to Wendy Whiteley, Third Floor, Stuart Hall Building

A copy of this form can by requested by emailing WELS-student-enquiries@open.ac.uk 
