	 
	INTERNATIONAL TRAVEL GRANT  - CHECKLIST
ANNA UNIVERSITY, CHENNAI



	 

	 
	[image: ][image: Logo

Description automatically generated] 
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Date:
	
	
	Name of the Applicant
(in CAPITAL)
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Department / Centre
	
	
	Designation: 
	
	

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	CHECKLIST 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	No
	ITEM
	Yes
	No
	 

	 
	1
	Completed Application Form
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	No Objection Certificate from “The Registrar, Anna University” Chennai”
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	List of “Q1 / Q2 Journals” during the last two years
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	CENTRE FOR INTERNATIONAL RELATIONS
ANNA UNIVERSITY, CHENNAI 600 025
Application for the travel grant for participating in International Programmes such as Conference / Seminar / Symposium held outside India


	Sl.No.
	Description
	Yes
	No

	I. GENERAL INFORMATION

	1.
	Have you received travel grant from the Centre for International Relations in the past three years?
	
	

	2.
	Have you received travel grant from the UGC funds or from any Department/Centre of Anna University for participation in international programmes such as Conference / Seminar / Symposium held outside India in the past six months.
	
	

	3.
	Have you completed 3 years of experience (Appointed on regular basis)
	
	

	II. OFFICIAL INFORMATION

	4.
	Employee ID 
	

	5.
	Name of the Faculty Member
	

	6.
	Designation
	

	7.
	Department / Centre Institute in which working
	

	8.
	Date of entry into service and number of years of service in Anna University
	

	9.
	Campus (CEG / MIT / ACTech / SAP )
	

	III.  CONFERENCE INFORMATION

	10.
	Title of the Programme 
(Conference/Seminar/ Symposium)
	

	11.
	Name of the organization 
offering the programme
	

	12.
	Venue of the programme
	

	13.
	Duration with 
Date(s) of the programme
	

	14.
	Dates during which the staff member has to be away from the University in connection with the above programme
	
	

	15.
	Alternate arrangements made for the class and other related works during his/her absence
	

	16.
	3 Publications in last two years in Q1 (SCI Indexed Journals) / 
6 Publications in last two years in Q2 (SCI Indexed Journals)   (Proof of Q1 / Q2 to be enclosed)
	

	IV. ORAL PAPER PRESENATATION DETAILS
*(Travel grant is applicable only for Oral Presentation)

	17.
	Title of the paper
	



	18.
	Authors of the paper
	

	19.
	Mention all the names of all the co-authors (if applicable)
	

	20.
	Whether the paper is accepted for Oral Presentation (Proof of Oral presentation to be enclosed)
	

	

	V. FINANCIAL ASSISTANCE REQUESTED FROM CIR
Note: 
· If the travel is included beyond the scheduled date, only 50% of the TA will be paid.
· In planned personal trips (before/after the conference) one side travel fare to be borne by the individual.

	21.
	Registration Fee (US Dollar / Euro/Singapore Dollar / Canadian Dollar/ Japanese Yen) etc.
	

	22.
	T.A.
	

	23.
	D.A. (Actual days of the programme)
	

	24.
	VISA Charges (Actuals)
	

	25.
	Conveyance Charges 
(USD75 Maximum per day on submission of original bills / receipts)
	

	26.
	Accommodation charges 
(USD150 Maximum per day on submission of original bills / receipts)
	

	27.
	Travel Insurance
(Actual amount against the bill)
	

	
	TOTAL
	

	28.
	Names of the funding agencies and quantum of financial assistance, if any, received or expected to be received from them
	

	DECLARATION
(This declaration should not be modified or altered)
I declare that the information furnished above is correct and I have not availed financial support from P&D / CIR during the last three years under this scheme.

Date :
Place:	                                                                                       Signature of the Applicant

Recommended / Not Recommended

Signature of the Head / Director












List of documents to be produced for claiming travel grant after participating in the programme
	Sl.No.
	Documents to be submitted
	YES
	NO

	1.
	Traveling allowance claim of Anna University duly filled in
	
	

	2.
	Copies of the flight tickets and invoice (duly certified)
	
	

	3.
	Original boarding pass (both ways)
	
	

	4.
	Passport copy with Immigration seal
	
	

	5.
	Original receipts for VISA Fee (duly certified)
	
	

	6.
	Original receipt of the Registration Fees along with mode of payment to be enclosed (duly certified)
	
	

	7.
	Original receipts for the accommodation along with mode of payment to be enclosed (duly certified)
	
	

	8.
	Original receipts for Conveyance charges (duly certified) (Please mention the places)
	
	

	9.
	Original receipt for Travel Insurance (duly certified)
	
	

	10.
	Participation Certificate
	
	

	11.
	Participation Report with soft copies of photograph
	
	

	12.
	Proof of Presentation in the Department (Post conference)
	
	

	13.
	Acknowledgement to be given in the final paper for paper presentation
	
	

	14.
	Any other relevant documents
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