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NB:  This document must be typed 
	RC18/2017
	APPLICATION TO HOST A CONFERENCE 

Seed funding to assist faculties/departments/research entities to arrange research conferences and symposia where staff and postgraduate students are able to interact with one or more established researchers

	Research Office Deadlines:  23 March, 31 May, 16 August, 11 October
Research Committee Meeting Dates:  4 April, 8 June, 24 August, 24 October


	A
PERSONAL PARTICULARS

	Title (Prof, Dr, Mr, Mrs, Ms)
	

	Surname
	

	Name
	

	Staff/Student number
	

	Department
	

	Faculty
	

	E-mail address
	

	Telephone number
	Work
	
	Cell
	

	Present position
	

	Full-time
	Yes/No
	
	Part-time
	Yes/No
	

	Permanent
	Yes/No
	
	Contract
	Yes/No
	

	If on contract, please indicate period
	Start date
	
	End date
	


CHECKLIST

	Have you attended to/included the following?
	Please tick

	Completed all the sections in the application form
	

	Detailed itinerary for the entire period
	

	Airfare quotations (x2)
	

	Accommodation quotation
	

	Provide proof of reasonable recent attempts, successful or unsuccessful, to source funds from elsewhere
	

	Brief CV of invited speaker
	

	Recommendation by HoD
	

	Recommendation by Dean/Deputy Dean
	


	Eligibility

· Full-time permanent academic staff 

· Academic staff on 5-year contract, minimum
Maximum

· R60 000 per event per department

· R70 000 in a two-year cycle
Criteria

· The conference must aim to develop research at UNIZULU

· The host department/body must have a productive research team

· Applications must be made at least 6 months in advance
· Must provide proof of reasonable recent attempts, successful or unsuccessful, to source funds from elsewhere

· Departments that received funding previously must submit proof of conversion of the previous conference papers into accredited publications

· Conference Organising Committee must be in place

· Conference planning proposal must be submitted

· At least one nationally-established researcher must be invited to participate

· The expected research output (number and places of intended publication in accredited journals) must be stated on application 

· HoD and Dean must endorse
Conditions

· Grants are not awarded retrospectively

· A conference report must be provided to the Research Office within one month of the conference date
· Will be paid into the host department or body’s (D) account
· The grant may be held together with a visiting scholars grant but not any a other grant allocated in terms of this policy 

· The conversion of conference presentations into an accredited publication is essential


	B
	PERSONAL PARTICULARS OF INVITED SPEAKER

	Name of speaker
	

	Qualifications
	

	Position
	

	Institution
	

	Relevant expertise
	

	Address
	

	
	

	
	
	Postal code
	

	Telephone
	
	Fax
	

	E-mail address
	

	Telephone
	Work
	
	Cell
	

	Present position
	


	C
	Envisaged contribution to research

	Registered research projects with which this conference is associated 
	

	Envisaged contribution to research in the department
	

	Envisaged contribution to research in the faculty or at the university
	

	Conference organising committee
	

	Conference planning proposal
	

	Name of at least one nationally-established researcher that is invited
	


	D     SUMMARY OF budget 


	Travel costs (attach and list all quotes obtained, underlining the one selected)

	Administrative costs
	
	=
	R

	Preparation and publication of proceedings
	
	=
	R

	Air fare 
	
	=
	R

	Accommodation
	
	=
	R

	Land travel 
	
	=
	R

	Subsistence
	
	days at 
	R
	= 
	R

	Total cost
	R

	Contribution from other sources
	Source
	
	R

	
	
	
	R

	Total requested
	R

	Please provide proof of reasonable recent attempts, successful or unsuccessful, to source funds from elsewhere


	E    BUDGET DETAILS AND MOTIVATION 

	Invited speaker

	Place
	Type of Accommodation 
(e.g. hotel, B&B, etc.)
	No. of Days
	Rate
	Rand

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Sub-total
	

	Motivation:

	


	TRAVEL COSTS (Please be specific)

	Type of Transport
	Origin and Destination
	Distance
	Rate (R3.29/km)
	Rand

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Sub-total
	

	Motivation:

	


	HONORARIUM (only on presentation of a strong motivation)
	Rand

	
	

	
	

	
	

	Sub-total
	

	Motivation:

	


	ADMINISTRATIVE ASSISTANTS 
Category A – low responsibility:  R35 per hour

Category B – medium responsibility:  R50 per hour

Category C – high responsibility: R75 per hour

*If a number of assistants will be used, only the number need be given.  Please provide proof of qualifications for each assistant.

	Name of Assistant*
	Category A, B or C
	Remuneration
	Rand

	
	
	Rate
	Days
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Sub-total
	

	Motivation:

	


	RUNNING EXPENSES

	Stationery, printing and photocopying

Telephone, fax
	R1 000

R1 000

	Description
	Rand

	
	

	
	

	
	

	Sub-total
	

	Motivation:

	


	PUBLICATION COSTS 

	Editing
	Lower of R40 per page or 10c per word 

(maximum R9 000 per doctoral thesis; R6 000 per Master’s dissertation; R3 000 per Master’s mini-dissertation; R3 000 per research project per two-year cycle)

	Binding
	R5 000

	Description
	Rand

	
	

	
	

	
	

	Sub-total
	

	Motivation:

	

	GRANT TOTAL (all categories)
	R


	E
	SIGNATURES

	Undertaking by the applicant

	I declare that:

1) the foregoing information is correct;

2) I have studied the guidelines applicable to this grant;

3) I understand that I must provide a report to the Research Office within one month of the conference;
4) I understand that any unspent funds will be forfeited at the end of the financial year;

	Signature 
	
	Date
	

	F
	RECOMMENDATIONS

	To be completed by the Head of Department (if not the applicant) 
I have checked the application and attest that it meets the conditions of the grant. I undertake to ensure that the conditions of this grant are met. 

	

	Name
	

	Signature
	
	Date
	

	To be completed by the Dean / Deputy Dean of the Faculty
I have noted and support the application. I have checked the application and attest that it meets the conditions of the grant.

	

	Name
	

	Signature
	
	Date
	


	G
	APPENDIX: BRIEF CV OF INVITED SPEAKER (no more than 5 pages)

	Insert CV here OR attach separate page(s)
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