4C Research Development Fund (RDF) and 
Engagement Fund (EF) Checklist

Many thanks for your application for RDF/EF money.

Please submit this checklist to the M4C Site Directors, David Lambert and Ross Forman, in addition to your application form. When sending your application to David and Ross, please CC the m4c@warwick.ac.uk resource account. 


	PGR NAME:
	Completed?

	Ensure that your supervisors support and have signed your application (this, plus approval by the Site Directors, satisfies the M4C requirement for permission from your institution).
	

	Ensure your application is sent as .docx or .odt ; please do not send documents as PDFs. Ensure file names and the email subject line include RDF or EF (as applicable) and your family name, e.g. ‘EF_Wilson.docx’ for the file name and ‘EF Application Wilson’ for the email subject line. 
	

	Please list accommodation costs as per the nightly limits (you do not need quotes):
E.g. three nights accommodation in Manchester = 3 x £100 = £300
As a reminder the limits are:
London - £120 per night
Elsewhere in UK - £100 per night
Overseas – £120 per night
	

	With your application, ensure to attach quotes for all expenses you expect to incur except accommodation (including, for example, travel to and from your UK airport). When booking rail travel, please ensure you are considering all the fare options when making your booking. Often, “open” or “off-peak” return fares are cheaper than two “single” fares; they also give you more flexibility as you are not beholden to a specific train. Please also look to minimise flight costs.
Note that you cannot retrospectively claim additional money from M4C for costs you failed to budget for. Note that URL links to quotes are not acceptable – please use screenshots, email quotes, or invoices. Please also ensure all images of quotes are embedded into the application in Section 5, and not included as separate attachments/emails. 
	

	Please ensure that your application and all your planned expenditure conform to both the RDF/EF guidelines available on the VPP and the Warwick University Expenses rules.
	

	If you are travelling abroad, please complete a Risk assessment form for overseas travel (please contact your department/school for guidance). This is required for the university’s travel insurance to cover your trip.
	

	Once you have been awarded the RDF/EF money, please follow the M4C Funding and Expenses – Operating Procedure when claiming the expenses. You can claim expenses under £1,000 directly via Concur. Expenses over £1,000 require you to use Key Travel. The operating procedure, your department/school, or I can advise.
	



If you have any queries, please contact: m4c@warwick.ac.uk 

