MEDIA ARTS DEPARTMENT 
ROYAL HOLLOWAY, UNIVERSITY OF LONDON

APPLICATION FOR TEACHING FOCUSED FUNDING 

Procedure 

· Please complete part A and send it as email attachment to James Bennett and Jackie Marty for completion of part B at least six weeks prior to the date when funding is required.  
· The completed form will be considered by the Head of Department for approval. 
· Eligible funding typically includes (but is not limited to) conferences where you will update your scholarship linked to your teaching (either by presenting or as a delegate); a meeting or workshop to set up collaboration for a funding bid to HEA or similar; 
· All research funding needs to relate to your Performance Appraisal Review form and result in tangible deliverables that benefit the pedagogic activity of your own teaching or the department.
· You should claim funding either by a pre-authorisation through the department credit card or via receipts submitted via Agresso. Expenses submitted above the amount authorised will not be authorised, unless within your £400 annual allocation (please note it is possible to submit a claim that includes partial repayment of a receipt: i.e. if funding authorised is £200 and you only have a receipt for £250 – submit the receipt, but only claim for £200). 
PART A
SECTION FOR APPLICANT

1. Name:

2. How does the proposed activity relate to the objectives identified in your latest Performance Appraisal Review?

3. Outline of the proposed activity:

4. Timing of the activity: 

5. Breakdown of costs:  

6. Anticipated benefit and/or outputs
7. Date of submission: 

................................................................................................................................................................................

PART B

Amount already received during academic year: 

PART C                      AUTHORISATION

Comments/Decision:

Signed:

Head of Department
