Research Training Support Grant (RTSG) Guidance

These guidance notes supersede any previous versions.

What is it?

The ESRC provides funding via the SWDTP for studentship award-holders to have access to Research Training Support Grant (RTSG).  This is to pay for research-related expenses identified by the student and their supervisor ESRC postgraduate funding guide – UKRI (pg 12)

What costs does it cover?

There is some flexibility in how RTSG can be used.  Examples of acceptable costs include:
· UK fieldwork expenses
· Additional overseas fieldwork expenses (where there is a need to supplement the funding awarded for overseas fieldwork)
· UK and overseas conferences (see note below) and summer schools
· Language training courses, usually undertaken in the UK prior to an overseas fieldwork trip
· Reimbursement of interpreters, guides, assistants, transcription
· Survey costs (e.g. printing, telephone calls). If you wish to recruit participants through survey companies such as Prolific, you must speak to your home institution with regards to local processes prior to doing this 
· Small equipment purchases, e.g. cameras, tape recorders, films
· Specialist software purchase
· Gifts for local informants / vouchers for participants (Note: cash cannot be given)
· Books and other reading material not available through libraries (Note: RTSG is limited, and you are therefore strongly encouraged to check local and inter-library loan options prior to book purchase)
· Interdisciplinary students may claim the cost of travelling to a supervisory meeting held away from their home institution and / or attending a teaching session for an optional MRes unit

What costs are not covered?

Significant costs for equipment or laptops will not normally be considered as part of RTSG, nor will costs for professional memberships to organisations/associations.  Also, note that any technology purchased will remain the property of the Institution/Department and must be returned when you leave.  Costs for transcription services are not covered by RTSG top up.
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The RTSG Top Up can be awarded and used for some training that is specifically needed for your project, however, please note that funds are limited and therefore large scale, accredited training courses both here and overseas cannot be supported as the cost is too high.  If in doubt, please check with the SWDTP Coordinator before incurring any costs.  You can only apply for RTSG top up once during the lifetime of your studentship funding.

How much is RTSG?

There is a pool of RTSG across the institutions against which students can claim. Please contact your home institution for further details.

Your local institution will provide you with a budget code, see below for local details on how to claim. RTSG is available during the funded period of your studentship. You are strongly encouraged to keep your own expenditure records and a tracking template to assist, can be downloaded from the SWDTP website Allowances and Funding | SWDTP

There is an RTSG top up fund which may be accessed towards the end of your funded period but please note that this is a one-off top up opportunity and therefore you are expected to carefully plan and manage your project activities.

NOTES:
 
1. Part-time students can access RTSG pro-rata across the lifetime of the funded period and will be detailed in the offer letter from their award-holding institution.  
2. Students who move from a full-time to a part-time studentship can access RTSG pro-rata.
3. RTSG can be used to support international conferences. However, please note that if RTSG has been used for this purpose, any conference support request via RTSG Top-Up can be for UK conferences only.
4. RTSG funds cannot be used for conferences or any other activities that take place after the end of your funded period, even if, for example, the booking is made during the funded period.

The RTSG is only available during the funded period of your studentship. 


How can students access RTSG?

The ESRC allocates funding in direct relation to the number of studentships, and in reflection of the funding rules for that cohort.  The claims process is managed by your home institution.

Please note that your institution may have a time period in which claims must be submitted after a cost is incurred. Please check local finance rules.


Bath
Each student will have a unique project code allocated to them by central Finance. The Doctoral College will issue this along with guidance once the student is fully registered. Students must quote this project code whenever claiming for an expense or when ordering goods, library services etc. NB Claims must usually be made within 6 months of the expense being incurred.   

All orders or claims must be signed-off/processed by the Faculty Finance Office (located in 1WN 3.28: hss-finance@bath.ac.uk), who are responsible for ensuring they meet the University’s purchasing policy as appropriate and that there are sufficient funds available. 

Supervisors/students must contact the Faculty Finance Office if they are in doubt as to whether or not an item/service can be covered (before they make a purchase).

All claims are made via an online system Agresso – see the guidance at http://www.bath.ac.uk/agresso.bho/expenses/index.html - but do require the student to print out the claim and attach receipts to send to the Faculty Finance Office.
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Every student will be issued with an individual studentship account and finance code against which to claim RTSG. 

SWDTP funded students purchase an item up front and claim the money back against their studentship account via an expense claim, or they can request support from their school office to purchase goods in advance. 

Information on the University of Bristol Travel, Subsistence and Expenses policy, including FAQ’s can be found here http://www.bristol.ac.uk/directory/finance/receive-payments/fee-and-expense-claims/

Please note that University financial regulations do not permit you to purchase membership of professional organisations or railcards.

For expenses

· Guidance for submitting expense claims through MyERP (PGR students only): https://uob.sharepoint.com/sites/myerp/SitePages/expenses.aspx. 
· RTSG expense claims will only be paid after the travel / an event / a purchase has taken place and cannot be paid upfront.  Please do not submit expense claim forms for processing until after the travel / event has taken place or they will be returned to you. 
· PGR students must submit claims with receipts, online via their ERP account.  Further details on how to do this can be found here https://uob.sharepoint.com/sites/myerp.

For purchases in advance

· Guidance for purchasing goods and items (including travel) through MyERP (PGR students only):  https://uob.sharepoint.com/sites/myerp/SitePages/purchasing.aspx
· Postgraduate Research (PGR) students can purchase items and services by raising a requisition on MyERP (recommended for travel expenses).
· For large or expensive items (e.g., travel, conference bookings), you may wish to ask your School (Research Administrator or School Executive team) to purchase the item using a corporate credit card, using your budget code. This is recommended for costs such as conferences which can be both expensive and require payment in advance.
· Please include supporting evidence for the cost of the item being purchased. 


PGT students are not able to claim expenses via ERP and must submit a non-staff expense claim form and receipts, found here http://www.bristol.ac.uk/directory/finance/receive-payments/forms/ to AP-SPA@bristol.ac.uk. Note that once PGT students have transferred to PGR they should complete expense claims via MyERP and are more easily able to utilise other purchasing routes.
You will be notified of the RTSG budget code at the start of your programme by the Faculty Education Team at alss-pgr@bristol.ac.uk.  You can contact them if you need to confirm the RTSG budget code. You will receive the most efficient support if you are able to provide your budget code (if you already know it) or your student number. If you are querying an expense claim always provide the transaction number.

Exeter

Students should use the T1 system to reclaim expenses within three months of expenditure being incurred.  For access to T1 please see the T1 help pages.  Expenses must be incurred in line with the ESRC policies and the UoE expenses policies.
 
Standard payment runs are completed weekly and if the expenses have been fully approved would be picked up in the next available BACS run for payment.
 
Dashboard reports are available to supervisors as budget holder and PGR students this will give the available RTSG should you need help with the balance report you can contact the IDC Research Finance team.
 
Email – IDC-ResearchFinance@exeter.ac.uk
 
Dashboard guidance ‘my finance portal’ information https://www.exeter.ac.uk/departments/finance/budgets/#a3
 
It’s possible also to raise requisitions for goods or services directly from T1 and use the UoE preferred travel agents to book travel as well as make use of purchasing cards were reclaiming the expenses retrospectively is not possible noting purchasing though the UoE may give better prices and/or more protection for cancellations etc.  
 
The Finance Training pages contain useful information on how to use the University’s Finance System (T1), including raising requisitions for goods and services and submitting expenses. The Finance Helpdesk provide help and support by email, phone, and Teams video to address any queries not covered by the resources on the Finance Training pages:
 
Email: financehelpdesk@exeter.ac.uk
Phone: 01392 726981 internal ext. 6981

Plymouth
Geography: doctoralcollege@plymouth.ac.uk and Joanne Graham Joanne.Graham@plymouth.ac.uk for finance.
Psychology: email: doctoralcollege@plymouth.ac.uk and Catherine Burrows fohstudentships@plymouth.ac.uk for finance.

UWE
Each student will be assigned a project cost code, this will be issued once the student is registered. Students must quote this cost code whenever claiming for an expense or when ordering goods, library services etc. Guidance on how to make purchases can be found in the Post Graduate Researcher Handbook Current postgraduate researchers - Postgraduate research study | UWE Bristol

All orders or claims must be approved by the budget holder and processed by Doctoral Academy Finance Team who are responsible for ensuring this meets with the University’s purchasing policy as appropriate. Supervisors/students must contact the Doctoral Academy if they are in doubt as to whether an item/service can be covered (before making the purchase/booking).

Finance queries to: Doctoralacademy@uwe.ac.uk 

Bath Spa

TBC

Bournemouth

PGR Research & Development Fund
All applications for PGR Research and Development Funding must be submitted to your Faculty Finance and Resource team using the Student Development Request Form and following the appropriate Faculty approval process.

Applications should be made in advance of any activity or spend and should provide as much detail as possible as to the nature of the request, including being fully costed. Applications must be supported by the Lead Supervisor and approved by your PGR Lead before being sent to FSTFandR@bournemouth.ac.uk.


Plymouth Marjon

Students should complete the PGR consumables bid form or the PGR development request form before making any purchases or bookings. Forms must be supported and signed by the Director of Studies then submitted to rke@marjon.ac.uk for final approval. 


Who to contact?

Bath:  Ana Bullock – a.p.r.bullock@bath.ac.uk 

Bristol: alss-pgr@bristol.ac.uk for questions on what the money can be used for, and fin-postaward-studentships@bristol.ac.uk for any finance-related issues

Exeter:  SWDTP-support@exeter.ac.uk

Plymouth: doctoralcollege@plymouth.ac.uk

UWE: doctoralacademy@uwe.ac.uk

Bath Spa: TBC

Bournemouth: SWDTP@bournemouth.ac.uk 

Plymouth Marjon: rke@marjon.ac.uk 

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

Top Up Application Guidance

A strong business case is required in order to obtain top up funding and funding is not guaranteed.  Students may only make one application in the lifetime of their funded studentship award, to ensure that we can provide financial support for all students who might require it.  A clear business case for this request must be detailed on the form below and it is upon this basis that the request will be considered by the DTP Coordinator and Manager where appropriate.  Students are responsible for tracking RTSG budget planning and expenditure. A report of RTSG expenditure and forecasted plans through to the end of the award period is expected to detail the basis of any request for additional RTSG funds.  If the top-up form contains a request for a conference, confirmation of conference presentation must be submitted alongside the application. Note: you may only apply for costs to support one conference presentation and if you have used RTSG previously for international conferences, only UK conferences will be supported through RTSG Top-Up.

To access RTSG top up funds, please complete the form below and email it to the SWDTP Coordinator, Joanna Williams, Joanna.Williams@bristol.ac.uk.  Applications will be considered on an ad hoc basis, so applicants can expect to receive a decision within four weeks. If your studentship is match funded, this may take an extra week.  Please note that the top up fund cannot be used for retrospective costs.

Please refer to the full RTSG guidance notes for further information before completing this form.

NOTE: all RTSG top up monies awarded must be spent on activities listed below, during the funded period of your award.
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