TSHWANE UNIVERSITY OF TECHNOLOGY

REPORT ON NON CONFERENCE RESEARCH RELATED VISITS ABROAD 
(please remove the instructions in brackets when you complete the report)
1.
Name

2.
Department
3.
Duration and dates of the visit
4.
Particulars of conferences, meetings or visits
(Give full details - names, places and dates.)

5. Itinerary
(Give detailed itinerary with dates.)

6.
Report on the conference or meeting
6.1
General aim of the conference / meeting
(A short paragraph on how you observed the general nature and aim of the conference.)

6.2
Topics covered
(A short description of the topics covered in the conference.  It is not necessary to provide detailed lists of papers or speakers.)

6.3
Highlights of the meeting or proceedings
(Maybe provided per session, or in order of importance, as you perceived them.  Give an indication of the number of people and countries represented.  This section should form the main part of the report.)

6.4
Own contribution or papers read at the conference
(A brief account of your own contributions.  How was it received and any responses or reactions?  Attach a copy of the paper.)

7.
Outcomes of the visit (Resulting output and new contacts)
(Report on expected output by providing the title of paper and journal title and briefly on any new contacts made, possible cooperation agreements and/or new joint ventures)

8.
Conclusion
(A paragraph summarising the general proceedings and pointing out the possible usefulness of new thoughts and ideas, also indicate whether the visit was successful or valuable.  Clearly indicate all benefits to the University and whether objectives stated in application were met.)

9.
Financial report
(Should include full account of all funds received for the visit.  All receipts and proof of payment should be kept for possible inspection and please declare all official costs and all funds received. Please use the table format provided.)

9 .1
Expenses and funds received (Source):
	ITEM
	SOURCE
	BUDGETED AMOUNT
	REAL EXPENSES (R)
	DIFFERENCE

	Air-ticket (including airport taxes provide quote/invoice)
	
	
	
	

	Travelling Insurance
	
	
	
	

	Accommodation
	
	
	
	

	Subsistence
	
	
	
	

	Registration Fee
	
	
	
	

	Ground Travel
	
	
	
	

	Visas (not passports)
	
	
	
	

	Other miscellaneous expenses (tips; taxi etc)
	
	
	
	

	Total
	
	
	
	

	Official exchange rate at the time (please provide date and proof)
	


10.
Recommendations
(Should include follow-up actions or visits.)

11. Acknowledgements
	-----------------------------------------------------

Signature:  Head of Department
	----------------------

Date


12. Approvals:

	I have read the above report and take note of all recommendations. These may be followed up where applicable.  I have checked the financial report and I am satisfied that all monies are accounted for.

I recommend that the report be accepted.

---------------------------------------------------

Signature of HoD
	----------------------

Date


	-----------------------------------------

Signature of Dean / FRIC Chairperson

Date of Exco / FCRI meeting where the report served:

	----------------------

Date

	---------------------------------------------------

Signature of DVC 

(Postgraduate Studies, Research and Innovation)
	----------------------

Date


