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TE KETE ARONUI · DIVISION OF HUMANITIES
Application for Conference Leave
Application for FUNDING and LEAVE 
(Submitted at least 6 weeks prior to conference)
Application for LEAVE only

Name: ______________________________________________________________________________

Department: ________________________________     Conference Dates: ________________________

Conference Name: _____________________________________________________________________

Location:___________________________________  :  _______________________________________

                                                         (City)                                                                                             (Country)                         

Proposed Dates of Absence:  From _______________________ To __________________________

Other types of leave to be taken in connection with this application:

Annual Leave – number of days ______________
Leave of Absence – please attach Academic Leave Request Form
Other  – please state ______________
Please familiarise yourself with the University of Otago Policy on Conference Leave http://www.otago.ac.nz/humanresources/policies/conferenceleave.php 

and the University Travel Policy http://www.otago.ac.nz/financialservices/Policymanual/21Travel.html

Form of Participation:  E.g. Presenting paper, Chair of Session, etc.  Please attach evidence of conference involvement either the acceptance and title of paper, or letter of invitation, whichever is applicable.
Details of additional visits:  Below, or on a separate page or Academic Leave Request Form, please provide a detailed itinerary of organisations and/or institutions to be visited in conjunction with the proposed conference attendance. 
Outputs from previous conferences:  Please list outputs that resulted from conferences attended in the past 2-3 years.
Other Financial Assistance:  Details of any travelling grant or other assistance that the applicant has already been offered, has applied for, or intends to apply for, including the amount, e.g. Summer School, PBRF funds, external research funds.
Teaching Duties:  If you would usually have teaching duties during your period of absence please state the arrangements you have made to cover these. 
Contacts:  Please give contact names/phone/email/fax/addresses where you can be contacted while you are away. This will only be used if absolutely necessary.
COST: 
	Cost of Airfares: (Attach a quote from either Brooker Travel or Orbit Corporate Travel covering the itinerary submitted and any special conditions that apply to the fares).

                                                                                            No. of Days

Accommodation :
(Attach evidence of costs of accommodation)

Travel Insurance:1
Conference Registration Fee: 

(Attach evidence of registration fee)

Other Costs: (please specify - air taxes and levies, transport etc) 


	NZ$ _________________

NZ$ _________________

NZ$ _________________

NZ$ _________________

NZ$ _________________



	TOTAL COST
	  NZ$


Note:
1 University Travel insurance is MANDATORY while travelling overseas for work purposes.  Insurance for private travel can also be arranged through the University Insurance Officer. 
Applicant's Signature: ________________________________    Date: ____________________________

Dean/HoD's Comments: 

Funding awarded $___________________       Account Code to be charged:  __________________________

Approval :
Dean /HoD 
___________________________       Date:_______________________ 
PVC (if necessary)
___________________________       Date:_______________________ 
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