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	 APPLICATION FOR RESEARCH DISSEMINATION FUNDING FORM
(for research dissemination travel and activities)


	This form is to be completed BEFORE any abstracts

are submitted or conference fees are paid

It is intended that this form be completed as early as possible to ensure travel is in line with the Unitec’s Research & Enterprise Strategy 2015-2020 and enable equitable management of the research dissemination budget.




1. 
Employee Information
	Family Name       
	First Names       
	Staff ID No.       

	Department       
	
	Ext. No.       


2.
Purpose of trip


 FORMCHECKBOX 
 Research purposes

 FORMCHECKBOX 
 Presentation at conference

 FORMCHECKBOX 
  Professoriate
    
Brief details of how travel relates to Unitec business (include full title of conference; purpose, details of anticipated abstract and research outputs etc)
     
     
     
     
     
     
     
     
     
     
3. 
Travel details

	Date from
	Date to

	Destination

	     
	     
	     

	     
	     
	     

	     
	     
	     


4. 
Planned Leave

	Planned Leave
	First  Working Day of Absence
	Last Day of Absence
	Proportional or Less than Full Time –Leave in Hours
	Full Time –Leave in no. of Days

	Professional Development Leave
	
	
	
	

	Annual Leave
	
	
	
	

	Other
	
	
	
	

	Comments




5. 
Employee declaration

Summarize travel taken (where, when, reasons, outputs and total funding amounts per year) and non-travel conference presentation costs (e.g. registration fees for an Auckland-based conference) in the last 3 years funded by Unitec.
     
     
     
     
     
     
     
I confirm the details on this form. I agree to meet my obligations as set out in the Travel Policy including providing a travel report, reconciliation and submission of expenses in a timely manner, leave approval etc.

Signature of employee


Date:       
6. 
Approximate Travel expenditure (all costs must be in $NZ). Please submit quotes for airfares and accommodation. Please indicate any external support (e.g. exemption of conference registration fees, staying at a family member’s home to save accommodation cost etc) below the table
	Item
	Dept


	Research
	Personal
	External
	Account codes
	Dept Code
	Product/

Project code

	Airfares
	$      
	$      
	$     
	$     
	
	
	

	Accommodation
	$      
	$      
	$     
	$     
	     
	     
	     

	Meals 
	$      
	$      
	$     
	$     
	     
	     
	     

	Conf. fees
	$      
	$      
	$     
	$     
	     
	     
	     

	Other (e.g.taxis)
	$      
	$      
	$     
	$     
	     
	     
	     

	TOTAL (Incl GST)
	$      
	$      
	$     
	$     
	     
	     
	     


Details of external support:
7.
Approval to Continue with Travel Plans
The travel and the associated leave/funding as detailed in Section 6 is approved in accordance with Unitec policy and delegations.

	
	

	Head of Practice Pathway/Dean of Innovation and Development (where appropriate) 
For leave and approval in principle
	Dean of Research and Enterprise Approval


Checklist:

Research:  
Copy of abstract or outline  FORMCHECKBOX 
, Conference information or link  FORMCHECKBOX 



Previous conference attendance funded 
by Unitec  FORMCHECKBOX 
, Expected research outputs  FORMCHECKBOX 

Quotes for airfares and accommodation  FORMCHECKBOX 

NOTE:  THIS FORM DOES NOT REPLACE THE STANDARD “APPROVAL TO TRAVEL” FORM.  THIS WILL STILL NEED TO BE COMPLETED CLOSER TO THE DATE OF TRAVEL WITH ANY NEW INFORMATION TO BE ADDED.
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