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Application for Admission to 
Graduate Research Degree Candidature and Scholarship

General Information
University of Melbourne Business Cards are generally restricted to staff employed at the University and those holding honorary appointments. However, it is acknowledged that specific graduate research projects can include fieldwork or face to face interviews/surveys/consultation where students, for a particular identified purpose, need to be formally identified as participating in a supervised activity of the University.
Guidelines have therefore been established for the provision of personal business cards to currently enrolled graduate research students who are undertaking such activities. Business cards will identify the holder as “PhD Candidate” or “Master by Research” and will be printed with a date of issue and a date of expiry that aligns with the research student’s expected thesis submission date as listed on the student system. 
Lodging applications
1. Student: Lodge this application form with their principal supervisor or the Graduate Research Administrator in their Graduate School/Faculty. A listing of all Graduate School/Faculty contacts can be viewed at: http://gradresearch.unimelb.edu.au/key-contacts#school 
· Check with your department if funding is available for this purpose and if alternative arrangements are required regarding business cards.

· Students must identify the nature and proposed time period of the activity which requires University identification and undertake to use the card appropriately

· The University of Melbourne Branding Policy provides further details for the use of University of Melbourne personalised stationery Branding Policy (MPF1193).
2. Graduate Research administrator or departmental staff member: Submit an order online for University-branded stationery here.
3. Head of department: Authorise Business Card application and University-branded stationery requisition
Note
The Dean of each faculty is responsible for reporting annually to the Academic Registrar the approvals given for graduate research student business cards. 

	
	Graduate Research Student

Application for issue of personal business card 
	

	
	

	applicant details 

	Title
	     
	Student number
	     

	Family name
	     

	Given name(s)
	     

	Current degree
	 FORMCHECKBOX 
  PhD

 FORMCHECKBOX 
  MPhil
 FORMCHECKBOX 
  Other (please specify):      

	Department/School(s)
	     

	Expected work submission date
	     
	Requested date of stationery issue
	     

	Purpose for use of personal business card (please specify elements of your research project which require you to be formally identified as participating in a supervised activity of the University).

	     


	In accordance with The University of Melbourne guidelines for use of the University of Melbourne logo on personalised stationery, (refer Branding Policy (MPF1193): https://policy.unimelb.edu.au/MPF1193), currently enrolled graduate research students may apply for a personal business card for identification during face to face interviews or fieldwork projects.


	Applicant’s Declaration

	I declare that:
I undertake that whilst using this formal University of Melbourne identification I will:

(a) not use the formal identification for any unauthorised or unlawful purpose;

(b) conduct myself in such a manner that respects the University’s reputation; and

(c) abide by university policies and all relevant research and ethics codes of conduct.

I understand that inappropriate, unauthorised or unlawful use of the business card would constitute a breach of university policy and would be dealt with accordingly, which could result in monetary penalties, suspension or termination.

	Signature
	
	Date
	     

	Head of department declaration

	This student is required to be formally identified as participating in a particular supervised research activity.  I approve issuance of a personal business card for use during the above mentioned calendar year.

	Name 
	     

	Signature
	
	Date
	     

	
Copies of form to be kept locally for reporting annually to the faculty dean.


Graduate Research Student


Application for issue of personal business card
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