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	Definition of a PhD Student Short-Term Visit (STV)


[bookmark: _Hlk520978993]Designed in part to allow PhD students to visit the partner school to conduct research under the guidance of a faculty sponsor at the partner school. The duration of a Short-Term Visit (STV) for PhD research can be up to four (4) weeks maximum.
STVs can also be used to attend co-branded conferences or workshops (INSEAD and Wharton). Attendance at these events can be up to three (3) nights and must be relevant to the student’s research.
PhD Short-Term Visit Requests are not required for the Annual PhD Student Consortium, which is funded separately by the Alliance.
The Alliance will grant a total of two (2) STVs per academic year, per school. Students are permitted to participate in one approved STV during their PhD studies. First-year students are not eligible, and second-year students are eligible on a case-by-case basis.
4-Week Visit: Applications for STVs up to 4 weeks must be submitted at least 2 months in advance. Please be mindful of the time it takes to process your Visa.
Colloquia: A Short-Term Visit request related to colloquia requires the application to be submitted at least two (2) months before the departure date.
	Application Process 


1. The Application Form below must be submitted at least (2) two months before the visit will occur to allow sufficient time for a visa request.
2. The student must first receive an email invitation:
a. from a faculty sponsor from the partner school to conduct research under their guidance, or
b. to attend a co-branded conference or workshop relevant to the student’s research.
3. The student must then get approval from their PhD Advisor, PhD Area/Department Representative and the Doctoral Programme leadership at their home school. All necessary approval signatures must be obtained (See “Approval Signatures” below).  Please make sure to complete all names.
4. Once all steps are fulfilled, the student will complete the application below and send the Alliance form as a Word document (NO PDF) along with the invitation letter/email to the Alliance Research Director and the INSEAD and Wharton Alliance administration as follows:
a. Phanish Puranam, Research Director, phanish.puranam@insead.edu
b. Pascale Gadroy, INSEAD Alliance Administration, insead-wharton.alliance@insead.edu
c. Rose Weiss, Wharton Alliance Administration, alliance.team@wharton.upenn.edu
5. Once funding has been approved, whether in part or in full, your home school’s Alliance Administration will provide you with a budget number (Award Letter) along with all necessary information regarding the use of these funds and the reimbursement process.
6. Upon completion of the STV, the student is required to submit a 500-word summary to the Alliance summarizing the results of their visit.
	

Application for PhD Student STV



	Your First Name and Last Name:
	Click or tap here to enter text.

	Your INSEAD / Wharton Email Address
	Click or tap here to enter text.
	Date of your request (YYYY-MM-DD)
	Click or tap to enter a date.

	Proposed Visit Dates (YYYY-MM-DD)
	From: Click or tap to enter a date.
To: Click or tap to enter a date.

	Your Department / Area Name
	Click or tap here to enter text.
	Your Home School (Tick the correct box – For INSEAD, specify your campus)
	INSEAD ☐	Wharton ☐
INSEAD Campus: Choose an item.

	Faculty “Sponsor” from Partner School (Faculty)
	Click or tap here to enter text.
	"Invited by" Faculty Email Address
	Click or tap here to enter text.
	Nature of the STV
Please tick all the boxes that apply:
☐	Research under the guidance of the Faculty Sponsor mentioned above;
☐		Conference or Workshop. Title of Conference/Workshop: Click or tap here to enter text.
☐	Other (please specify): Click or tap here to enter text.
Only co-branded events relevant to your research and held at INSEAD or Wharton will be covered (air travel, ground transportation to/from airports, accommodation up to 3 nights).


	Explain why you are requesting an STV for your research:


	If attending a co-branded conference or workshop, please provide the title of the event and how it is relevant to your PhD studies:


	Date and Title of Conference/Seminar
	Click or tap to enter a date.
	Faculty Sponsor / Host School Department
	Click or tap here to enter text.




	For INSEAD PhD Student

	PhD Programme, Academic Director
	Ella Miron Spektor	Signature: __________________
	Date: Click or tap to enter a date.

	PhD Area Representative
	Click or tap here to enter text.	Signature: __________________
	Date: Click or tap to enter a date.

	PhD Advisor
	Click or tap here to enter text.	Signature: __________________
	Date: Click or tap to enter a date.



	For WHARTON PhD Student

	Vice Dean, Wharton Doctoral Programs
	Nancy R. Zhang	Signature: __________________
	Date: Click or tap to enter a date.

	PhD Departmental Representative
	Click or tap here to enter text.	Signature: __________________
	Date: Click or tap to enter a date.

	PhD Advisor
	Click or tap here to enter text.	Signature: __________________
	Date: Click or tap to enter a date.



	Budget Request


· Funding up to four (4) weeks pending Alliance approvals
· One round-trip economy airline ticket to the host school with a cap of 1,000 Euros for France and 1,600 Euros for Singapore.
· Ground transportation to/from airports (Philadelphia / France or Singapore)
· Accommodation for up to (4) weeks and a maximum of 1000 Euros for Philadelphia and Fontainebleau, and 1,474 Euros for Singapore, including taxes.
· No Per Diem
· Original itemized receipts required
The PhD Student is responsible for their Visa request, and proof of visa should be provided to the host school (PhD Doctoral Office) before departure.
Conferences or Workshops:
· Funding up to three (3) nights pending Alliance approvals, to attend a co-branded (Wharton and INSEAD) conference/seminar at a partner school.
· Accommodation should be arranged by the host department at the partner school. Lodging covered up to (3) nights to a maximum EUR 300.00 per night (approx. USD 350), inclusive of taxes.
· One round-trip economy airline ticket to the host school with a cap of EUR 1,000 for France and EUR 1,600 for Singapore.
· Ground transportation to/from airports (Philadelphia / France or Singapore)
· No Per Diem / no meals reimbursement.
· Original itemized receipts required
· Please double-click on the following embedded Excel worksheet and update as appropriate.  The formula will calculate your total budget and convert from USD to EUR as soon as you complete the Exchange Rate in the yellow cell below:


	Reimbursement Process


1. All budgets are awarded in Euros and will be strictly adhered to.
2. Reimbursements are processed at your home school after submission of original itemized receipts. Please read the process for each partner school:
· Wharton Reimbursements: Contact your Departmental Business Administrator
· INSEAD Reimbursements: Complete the “Reimbursement Request for External Beneficiary” and send it with all original scanned receipts to your home campus Accounts Payable (accounts.payablefr or sg@insead.edu).
3. All reimbursements must have an approved project number (2399-xxx) from the Alliance and must be submitted with the initial Budget Request (this form).
4. Eligible expenses must be claimed as soon as possible after the Short-Term Visit; please make sure that the allocated budget is not exceeded.
5. All reimbursement requests must be submitted by the end of the calendar year in which the travel took place.
6. Meals are not reimbursed.


	
To be completed by the Alliance Administration



	Date of Approval: Click or tap to enter a date. 
Amount Approved EUR: Click or tap here to enter text. 
INSEAD-Wharton Alliance Project #: Click or tap here to enter text.
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                  -   

                  -   

                  -   

                  -   

                  -   

                  -   

                  -   

                  -   

                  -   

                  -   

                  -   

                  -   

TOTAL

                 -                     -   

TOTAL BUDGET REQUESTED IN EUROS

If you have used only the USD column, please click here to access FX Converter.

EUR 0,00



Then, fill out today's USD/EUR Exchange Rate here:

For events, please provide details on the costs to cover



Description - see coverage above -

Airfare - 1 Round Trip Economy Class to Host School

Ground Transportation (only to and from the airport)

Accommodation 

Visa (if applicable)


Microsoft_Excel_Worksheet.xlsx
Sheet1

		Description - see coverage above -												USD		EUR

		Airfare - 1 Round Trip Economy Class to Host School														- 0

		Ground Transportation (only to and from the airport)														- 0

		Accommodation 														- 0

		Visa (if applicable)														- 0

		For events, please provide details on the costs to cover														- 0

																- 0

																- 0

																- 0

																- 0

																- 0

																- 0

																- 0

		TOTAL												- 0		- 0

		If you have used only the USD column, please click here to access FX Converter.

		Then, fill out today's USD/EUR Exchange Rate here:

								

JAMES: Insert the $/€ exchange rate from FX Converter		TOTAL BUDGET REQUESTED IN EUROS												[$EUR] 0.00



https://www.oanda.com/currency-converter/en/?from=USD&to=EUR&amount=1

Sheet2
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