Adjustment Form

Academic Year 2013-14
Please refer to “NOTES FOR COMPLETION OF ADJUSTMENT FORM” page 3

BIOGRAPHICAL Information

	

	1.
Student Surname: 

	

	2.
Student Forename(s):
	

	3. 
Student ID Number:
	

	4.
School Name: 
	

	


Scholarship adjustment Details

	

	5.
Start date of adjustment in 2013-14:
	                                                                               [dd/mm/yyyy]

	6. 
Stop date of adjustment:
	                                                               [dd/mm/yyyy]

	

	7.
7.      Monthly payment (exclusive of demonstrating):
	€

	8. 
Demonstrating total:
	€

	9.
NEW monthly instalment:
	€

	

	10. 
Funding source name:
	

	11. 
Funding source code / Funding source percentage:

	(i) 
Charge sub-cost 1.
	
- 20104
	
	
% [2 decimal places]

	(ii) 
Charge sub-cost 2.
	
- 20104
	
	
% [2 decimal places]

	(iii) 
Charge sub-cost 1.
	
- 20104
	
	
% [2 decimal places]

	


Research Fees 2013-14 – ADJUSTMENT [complete only where fees sub-cost is to be adjusted]
	

	12.    Fee amount to be adjusted:


	€



	
	

	13.    Fees sub-cost code:
	
                                           - 30318


Funding Authorisation / Signatures

	

	14.
Project Manager / Supervisor:
	
	Date:

	[dd/mm/yyyy]

	15.
Head of School / Unit:
	
	Date:

	[dd/mm/yyyy]

	16.
Approved by Finance:
	
	Date:

	[dd/mm/yyyy]
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Adjustment Form

Academic Year 2013-14
Please refer to “NOTES FOR COMPLETION OF ADJUSTMENT FORM” page 3

ADDITIONAL INFORMATION

	

	17.
Notes:
	

	

	

	

	The following documentation is NOT required for scholarship adjustments:
· Bank Details Form: [ http://www.dcu.ie/finance/forms/bank_details.pdf ]




· Scholarship Exemption Declaration Form [ http://www.dcu.ie/finance/forms/scholarship_exemption.pdf ]



TERMS AND CONDITIONS Authorisation / Signature
	

	18. Supervisor Declaration:

I hereby declare

· that the student has been made aware of the duration and amount of this research scholarship and is aware that payment of same for the period defined is conditional upon making satisfactory progress as defined by the terms and conditions of the scholarship as outlined by the School/ funding body
· any additional duties that the student is asked to perform in agreement with the School (eg. tutor and demonstrating) will conform to the requirements of the terms and conditions of the funding body, will be restricted to a maximum 6 hours per week, and will form part of the educational element of the student’s degree programme
· the student is a full-time registered student and in my opinion is entitled to avail of the income tax exemption of scholarship income under section 193 of the Taxes Consolidation Act 1997
· the student is not in receipt of a contract of employment from DCU for the period of their scholarship
Project Manager / Supervisor:                                                                  Date:                      (dd/mm/yyyy)
Name in PRINT:                                                                                          Ext:                              ​​​​​​​​​​​​​​​​​​​                                                     


	

	


	To avoid delay in processing this Adjustment Form, please return the completed form to the appropriate Administrator: 

· Computing and Engineering: Irene McEvoy, Room L108, Ext. 6857, E-Mail: irene.mcevoy@dcu.ie 

· DCU Business School: Rachel Keegan, Room Q101, Ext. 5734, E-Mail: rachel.keegan@dcu.ie 

· Humanities and Social Sciences: Michelle Brennan, Room C237, Ext. 7415, E-Mail: michelle.brennan@dcu.ie
· NICB: Mairéad Callan, Room JG03, Ext. 5702, E-Mail: mairead.callan@dcu.ie 

· Science and Health: Gerta Nestorowicz, Room HG04, Ext. 5542, E-mail: gerta.nestorowicz@dcu.ie
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Adjustment Form

Academic Year 2013-14
NOTES FOR COMPLETION OF ADJUSTMENT FORM

This form is for an adjustment to a scholarship payment that needs to be made during the academic year. Note that only ONE adjustment per student is allowed in an academic year. For new students starting their scholarship, always complete the Scholarship Authorisation Form (SAF) in the first instance.

If, for any reason, a student’s STOP DATE has to be brought forward, no Adjustment Form is necessary. An email is all that is required to stop payment (email stop date to: jonny.hobson@dcu.ie).

4. 
School Name: please enter the name of the school to which the student is affiliated, e.g. “DCU Business School”. 

5.       Start date of adjustment: Enter the start date of the adjustment – this must be the 1st of the month. Because adjustments to scholarships are made during the year the start date will never be 1st October. 

6.       Stop date of adjustment: Enter the last date that the adjustment payment is effective to.
7.       Monthly payment (exclusive of demonstrating): Enter the monthly scholarship payment that the student receives, exclusive of demonstrating.
8.
Demonstrating total: Enter any demonstrating payment to be paid in the current academic year.
9.
NEW monthly instalment: Enter the new monthly instalment to be paid, incorporating demonstrating as applicable.
10.
Funding source name: the name of the funding body, e.g. “IRC” rather than a sub-cost code.

11.
Funding source code: i.e. the sub-cost code/s to which the scholarship/demonstrating payment/s is to be charged. 


Funding source percentage: this refers to the percentage of the monthly payment that is charged to a particular sub-cost code. 

Research Fees 2013-14 – ADJUSTMENT 
           Only complete sections 12 and 13 if an adjustment is to be made to the fees sub-cost code/amount.
Research fees are available on the Graduate Studies Office website at the following link:  http://www4.dcu.ie/finance/fees/programme_costs_postgrad_research_student_2013-2014.shtml
17. 
Notes: include any other information relevant to the adjusted payment. 

18.     Supervisor Declaration: This section  includes a statement in which the supervisor signs off that he or she has made the student aware of their scholarship details as indicated on this form. This section must be completed.

Page 3 of 3
