THE UNIVERSITY OF THE WEST INDIES

ST. AUGUSTINE

STUDY AND TRAVEL GRANT/INSTITUTIONAL VISIT ALLOWANCE
FINANCIAL REPORT

NAME OF STAFF MEMBER …………………………………………………………

DEPARTMENT ………………………………………………………………………..

COUNTRY VISITED ………………………………………………………………….

DATE OF DEPARTURE ………………………………………………………………

DATE OF RETURN ……………………………………………………………………

DETAILS OF EXPENSES:  (Please see notes attached)


Travel Expenses (Air/Sea Passages)


__________________



Departure Taxes




__________________



Ground Transfers




__________________



Room and Board




__________________



Books and Research Materials


__________________



Other (Please Specify)……………………………
__________________






TOTAL EXPENSES

$





AMOUNT ADVANCED (S&T)
$




AMOUNT ADVANCED (INST.VISIT) 
$










  _________________



OVER EXPENDITURE/(UNSPENT BALANCE)
$_________________
DATE: …………………………..
SIGNATURE: ………………………………

THIS SECTION TO BE COMPLETED ONLY IF LEAVE WAS CANCELLED.

I did not take the leave that was approved for the period………………………. to ………………………….. and return herewith cheque for Study and Travel Grant advanced.
DATE: ……………………………
SIGNATURE: ……………………………….

CHECKED BY: ………………………….

DATE: ……………………………………

N.B.
THIS FORM MUST BE COMPLETED AND RETURNED TO THE BURSARY NO LATER THAN 30 DAYS AFTER YOUR RETURN FROM LEAVE.  A NEW GRANT WILL ONLY BE PAYABLE IF THE FINANCIAL REPORT FOR THE PREVIOUS ONE HAS BEEN SUBMITTED.

ANY UNSPENT BALANCES MUST BE DEPOSITED WITH THE CASHIER IN THE BURSARY WITHIN 30 DAYS OF YOUR RETURN FROM LEAVE.
REQUIRED DOCUMENTARY EVIDENCE TO SUPPORT

THE STUDY AND TRAVEL GRANT FINANCIAL REPORT

(1)
TRAVEL EXPENSES

(A)
Ticket Counterfoil
-  Price quoted.


(B)
Ticket Counterfoil
-  Price not quoted, proof of payment required:-







-  either by Returned Cheque







-
or Credit Card Slip/Statement







-
or Receipt from travel agent.


(C)
E-Ticket 

-  Boarding Passes


(D)
E-Ticket

-  Price not quoted on itinerary, proof of payment 

    Required:-


-  either by Returned Cheque


-
or Credit Card Slip/Statement


-
or Receipt from travel agent.

(2)
DEPARTURE TAXES
-  Receipts

(3)
GROUND TRANSFERS }
-  In the absence of supporting documents, claim

(4)
ROOM & BOARD
       }
    for (3) and (4) must not exceed the official






    University rates for subsistence.

(5)
BOOKS & RESEARCH }


MATERIALS
      }
-  Itemized invoices and/or receipts are required.

(6)
OTHER COSTS
      }

The Bursary

St. Augustine

