DEPARTMENT OF MUSIC, ROYAL HOLLOWAY, UNIVERSITY OF LONDON

STAFF RESEARCH EXPENSES
Departmental research expenses can be claimed by members of academic staff, whose duties include research, on contracts of 0.5 fte or above. They are not available for research assistants on funded research projects, nor for emeritus staff or honorary research associates.

Within any one financial year (which runs from 1 August to 31 July), staff can apply for departmental research expenses according to two schemes:

· a ‘light touch’ scheme for reimbursement of expenses up to £350 in any one year. Approval will normally be given directly by the Chair of Research Committee. Retrospective applications will be considered (up to a month after the expenditure).

· a supplementary scheme covering additional expenses up to a maximum of £1200 in any one year. In this case criteria for eligible research expenses are more stringent, and prior approval is required from Research Committee. Retrospective applications will not normally be considered. It should be borne in mind that the £1200 is a maximum and not a personal allowance or entitlement.

This form is used for applications under either scheme. It should be completed and forwarded electronically to the Chair of Research Committee. Once approved, expense claims should now be submitted online via Agresso.  

Departmental research funds can be used for research-related expenses such as:

· Travel to conferences or for research trips (e.g. fieldwork or to research libraries)

· Overnight accommodation on research-related trips

· Obtaining images / scans from libraries

· Costs involved in performing or recording compositions

Costs must be as economical as possible.

Departmental research funds cannot be used for the following:

· Equipment

· Software / hardware

· Subsistence

· Proofreading or other publication costs

Please ensure you investigate alternative sources of funding:

· For training or conferences, please apply to Staff Development, which will generally pay 50% of the fees. 

· For seed funding for networking or activities that may lead to an application for external funds, please apply to Research Strategy Fund (department has to pay 25% of cost)

· For any activity with potential impact, please apply to the Impact Fund (same form as Research Strategy Fund; department has to pay 25% of cost). 

Name: 
Date: 
Brief description of project:
Other funding applications made for this project: 
Overall sum requested:
Breakdown of costs:  
Total research funding already awarded in this financial year (since 1 August):
When the research is to be carried out: 

Public output to result from this research: 

Now email this form to Paul Harper-Scott
~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~
Chair of Research Committee’s comments/approval:
Revised January 2018

