RSU.93	Request for Supporting of the Research or Creative Work Presentations Fee at International Conference

RSU.93
Rangsit Research Institute
Receive No.		
Date			
Time			
Code No.		    / 2025

[image: 1-4-RSU_logo_1colors]                                                Memorandum



Affiliation:		       			   Call:                          
REF. No.          	Date:               
Title: Request for Supporting of the Research or Creative Work Presentations Fee at International Conference
To Director of Research Institute
Name-Surname (Mr. Mrs. Miss)										 
Academic Ranks												
Personnel Type	 Full-time Lecturer of Rangsit University     Academic Supporting Staff
Affiliation					    Phone Number 					
Email 								 (For more convenient and faster coordination)
Apply for the supporting expenses for research presentations at international academic conferences are as follows:
1. Details of Research Presentation
Presentation Type		 Oral presentation 		
	 Poster presentation 		 Support 1 time/ An academic year
 Creative work
Title of presented article															      	  (This work is not a thesis or dissertation of the requester)
Supporting Requester is  Corresponding author  First author
Published types of research papers from conferences  Proceedings  International Journal  Art Catalogue
Types of research papers  Full paper  Abstract   the creation with creator's name 
Conference Name 										
Country 								Continent			
Type of Conference  Online (Video conference)  On-site 
Attending date from				to 					 (DD/MM/YYYY)
Conference website (be able to search) 								
Name of published research in an international academic journal																		
Name of database 											
Quartile (Q) according to SCImago Journal Rank (SJR)							 
  







Continued     

2. Expenses for research presentation
	Lists
	Budget (Baht)

	2.1) Registration fee *If it is not THB currency, please calculate the exchange rate back to THB on the date of payment.
	

	2.2) Proofreading 
	

	2.3) Work preparation costs
	

	2.4) Traveling expenses
	

	[bookmark: _GoBack]2.5) Accommodation expenses (	     	       baht/night)
(support no more than 2 nights at a time or as judged to be appropriate *If it is not THB currency, please calculate the exchange rate back to THB on the date of payment.)
	

	Total
	

	Note: Actual expenses will be supported up to a maximum of 35,000 THB per academic year


3. Required Documents (Please send documents for all items for speed of action. If you do not submit all the documents according to the information, we will send the documents back to obtain complete information as listed below)
3.1 Advance Applications (at least 30 days before travel), with:
3.1.1 Advance payment form or green paper (from affiliated unit)
3.1.2 Copy of abstract or full paper
3.1.3 Conference or presentation schedule
3.1.4 Invitation or acceptance letter
3.1.5 Itemized costs (registration, travel, accommodation, proofreading, preparation).
*Traveling expense	- In the case of traveling by public transport such as planes, buses, trains, sky trains, etc., you can claim expenses by attaching a copy of the booking document, invoice, or travel expenses.
- In the case of traveling by plane, fares can be reimbursed the airfare is equivalent to economy class (Clearly specify name-surname, round trip date, airline, and please calculate the exchange rate at the date of payment if it is a foreign currency.)
- If traveling by car, please attach evidence of travel distance (Google map) and fuel cost calculation using the formula: distance (km) x 5 (gasoline cost) x 2 (round trip expenses), including the expressway (if any).
*Accommodation expense	- Please attach a copy invoice of reservation, and can be requested to support no more than 2 nights at a time or as judged to be appropriate, not accommodation expenses in cases where the round trip can be completed within 1 day.
3.1.6 Co-author consent form (if multiple RSU authors), download able from the RSU Research Institute website and signed by all authors. (The form can be downloaded from: https://rri.rsu.ac.th/downloads/13 ) and signed.
3.1.7 Post-conference report (RRI.01) within 30 days of conference end, with:
3.1.7.1 Proof of payment (receipts, invoices, credit card statements)
3.1.7.2 Copies of published articles or photos of creative work presented
3.1.7.3 Certificate of presentation (if any)
3.1.7.4 2–3 photos of conference participation (require).
	3.2 Post-conference Funding Application, please attach the evidence as specified in Sections 3.1.2, 3.1.5, 3.16, and 3.1.7.1, 3.1.7.2, 3.1.7.3, and 3.1.7.4 submit the reference for the publication of this research (APA format) to kanungnid.k@rsu.ac.thลงชื่อ	     			                 	 
ผู้ขอรับการสนับสนุน
(	     			         		)
		/		/		


I certify that all documents have been submitted according to the information. However, the information above is true. If the budget is approved. I am willing to send the receipt or proof of payment actually spent to show to the research and finance institute in the next order.

[bookmark: _Hlk201825483]Signature	     			                 	 
Supporting requester
(	     			         		)
		/		/		

ลงชื่อ	     			                 	 
ผู้ขอรับการสนับสนุน
(	     			         		)
		/		/		
ลงชื่อ	     			                 	 
ผู้ขอรับการสนับสนุน
(	     			         		)
		/		/		

	1) To Dean
…………………………………………..……….
…………………………………………..……….
 (..................................................)
…………/………………/……………
(Head of Department)
	2) To the Director of Rangsit Research Institute
…………………………………………..……….
…………………………………………..……….

 (Dean of..................................................)
…………/………………/……………

	3) Verify by the Director of Rangsit Research Institute
According to Mr./Ms. ....................................................................................... request for supporting of the research or creative work presentations expense at International Conference. Supporting Requester is  Corresponding author  First author 
- Registration fee			   	                    baht
- Proofreading expenses			                    baht
- Expenses for preparing work	for presentation	                    baht
- Traveling expenses		           	                                   baht
- Accommodation expense			                    baht
                 	Total			  	     baht
Request for actual support payment			baht

Note: Not to exceed the amount of 40,000 Baht

   Please consider my request
...................................................
(Ms. Kanungnid Kheaworn)
Staff, Rangsit Research Institute
…………/………………/……………

 

   


	4) To Vice President for Research
………………………………..……….………………………………..……….…………………..………………………………...
………………………………..……….………………………………..……….…………………..………………………………...
...................................................
(Assoc. Prof. Dr.Ekapol Limpongsa)
Director, Rangsit Research Institute
…………/………………/……………

	




	5)  Acknowledged  Approved  Disapproved
………………………………..……….………………………………..……….…………………..………………………………...
………………………………..……….………………………………..……….…………………..………………………………......................................................
(Asst. Prof. Dr.Nares Pantaratorn)
Vice President for Research
…………/………………/……………








	6) Final Decision
To Supporting Requester
Name …………………………………………………………………...……………………………………..………………………
Affiliation ………………………………………………………………………………………...…………………………...…….
  Approve the budget ……………………………………..… baht
  Disapprove because …………………………………………………………………………………………..……



	1. The research institute will draw the budget according to the approved credit limit.

2. When you receive a copy of the budget requisition (BR) from the research institute [ About 1–2 weeks, please contact the office of finance. For asking about the approved budget (Office of Finance, building 1, contact 5530)]
     2.1 If the budget is received before traveling, please get it in person at the Office of Finance.
     2.2 If you have to travel as scheduled and have not received the budget, please advance your money. 

3. After 30 days of the conference, please fill out the สวจ.01 form, filling out information about the research dissemination and creative works by attaching 2 sets of pictures, and send them back to the research institute along with the financial documents in item 4 

4. Please categorize and calculate the actual expenses (Baht) and show evidence of the actual expenses, such as receipts/credit card payment documents, etc., to the Research Institute and the Office of Finance.

5. When the research institute preliminary checks evidence of expenses. We will send the financial documents in item 4 to show evidence of the final payment to the office of finance. 

6. Please keep this copy as evidence of the approved budget to support the expenses of research presentations at international conferences.

7. If you have any questions, you can contact 5688 or kanungnid.k@rsu.ac.th


ลงชื่อ	     			                 	 
ผู้ขอรับการสนับสนุน
(	     			         		)
		/		/		
Coordinator: Kanungnid Kheaworn Call: 5688
E-mail: kanungnid.k@rsu.ac.th
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