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	Please forward the completed form to the Teaching and Learning Centre (TLC), enclosing:
(i) a copy of the conference pamphlet/announcement
(ii) a copy of the paper abstract
(iii) a copy of letter of acceptance for paper presentation
(iv) proof of registration fee where applicable


(please ( the box as appropriate)
1. APPLICANT      
	Name in full:
	
	Post:
	

	Department:
	
	Faculty:
	

	
	
	
	


2. THE CONFERENCE    
	Name of Conference:
	


Conference Dates (excluding pre-conference and post-conference activities):
	Start date:
	
	(dd/mm/yyyy)
	
	End date:
	
	(dd/mm/yyyy)

	City:
	
	Country/Region:
	

	Conference Organizer(s):
	


3. Applicant’s Participation in the Conference
	Are you presenting a paper at the conference?
	[image: image2.wmf]Yes

   [image: image3.wmf]No




Forms of participation:
[image: image4.wmf]Paper Presentation

   [image: image5.wmf]Poster Presentation

   [image: image6.wmf]Others, please state:


	


If the conference paper has been submitted, please ( the box as appropriate.
[image: image7.wmf]accepted, for presentation



 CONTROL Forms.CheckBox.1 [image: image8.wmf]accepted, but not for presentation



 CONTROL Forms.CheckBox.1 [image: image9.wmf]decision pending


	Title of paper to be presented:
	

	


	Is this paper related to any of your current funded project?
	[image: image10.wmf]Yes

  [image: image11.wmf]No


	


If yes, what type of funded project does this paper related to?
[image: image12.wmf]Teaching Development Grant



 CONTROL Forms.CheckBox.1 [image: image13.wmf]TLC Seed Funding Grant


[image: image14.wmf]Others, please state:  ______________________________________________________________________________


Project Code and Title: 
	

	


[image: image22.wmf]Yes

Has any paper been closely related to the present application, which was previously funded by the University and was presented before?
[image: image15.wmf]No

        [image: image16.wmf]Yes


	


4. Budget Requested*
The applicant is required to provide a budget for each conference for which the grant is applied for.  Any amount of fund thus approved will be deducted from the annual funding limit.  After the conference, if the total amount of reimbursement claims is less than the total amount approved for the conference, the difference will not be held for the applicant for another conference.  If all the fund approved in a year does not reach the annual funding limit, there will not be a balance held for use beyond the funding year, or for use in another conference. 
	
	
	Budget Requested
HK$

	a. Registration fee

	please specify currency & amount:
	
	
	
	

	b. Return airfare to conference location:

	
	HK /
	
	/ HK
	
	

	
	
	city
	
	
	

	c. Subsistence allowance

	Formula:
	
	x
	
	x 70%
	x
	
	x
	
	
	

	
	No. of nights of stay
	
	#rate  x  70%
	
	(Put 0.5 here if no hotel bill will be presented)
	
	Exchange rate
	
	

	# Please check FO website (https://www.ln.edu.hk/fo/staff/policies/subsistence) for the Daily Subsistence Allowance Rate

	

	d. Visa fee (if applicable)
	
	

	

	
	TOTAL:
	
	


[*A maximum of 50% of the total budget or HK$10,000 per funding year, whichever is lower, will be provided to the applicant.] 
Will another source of fund provide for or support your registration fee, airfare, accommodation, meals and/or any expenses in relation to the conference, in part or in whole; or have you applied for any financial assistance or waiver of such?
[image: image17.wmf]Yes

      [image: image18.wmf]No


If yes, please specify the funding source, expected items and amounts of provision/assistance/waiver:
	

	


[image: image19.wmf]I understand that I will receive no reimbursement if I resign / retire / leave within 6 months prior to the first 

day of the applied conference, regardless of whether the grant has been approved.
5. Significance of the conference participation to the applicant’s work at Lingnan University
(attach a separate sheet if necessary)
Signed by Applicant:
	


	
	


	
	



	Name
	
	Signature
	
	Date


6. Endorsement & Comments(
The applicant’s Department Head (or Supervisor of Applicant if the rank of the applicant is Department Head or above) should state in the application if he/she finds the intended paper presentation stated above satisfactory by the standards of the Department.
The application will not be considered by the TLC/SCTL if the Department Head or the supervisor of the applicant does not support the application.
· there is no indication in the application that the Department Head/Supervisor of Applicant finds the intended paper presentation satisfactory by the standards of the Department;
or

· the Department Head or the Supervisor of Applicant does not support the application.
By Department Head / Supervisor of Applicant    (please ( the boxes as appropriate)
	· I support the application.
	[image: image20.wmf]Yes

  [image: image21.wmf]No



	· [image: image23.wmf]No

The intended paper presentation as stated above by the applicant is satisfactory by the standards of the Department.

	· Please provide justification for how the conference grant can enhance the teaching and learning quality of a particular course / programme:
· Please provide reasons why other sources of department/faculty funding are not available to support the applicant:
· By signing below, I confirm that the applicant will not resign / retire / leave within 6 months before the conference to the best of my knowledge.

· By signing below, I confirm that appropriate arrangement(s) has/have been made to ensure that the teaching schedule/ progress will not be affected.


Comments (if any):

	


	
	
	
	

	Name of Head / Supervisor
	
	Signature of Head / Supervisor
	
	Date


	(
	If the applicant is:
	Signature and comments are required from:

	
	An academic staff member of a Department
	Department Head

	
	Department Head or above
	Supervisor of Applicant


Revised Jan 2024
Note to applicants: 


Please read the Guide to Applications when filling this form.





[please indicate (i) the source of previous funding support and (ii) how significantly the present paper is different from the previous one; attach a separate sheet if necessary]
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