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Presentating Your Paper at International 
Academic Conference 

 

1. Objectives 
Prensenting the outcomes of your joint research at international academic conferences is highly 
anticipated, not only in order to assure the quality of your research but also to exchange 
academic information and opinions with overseas researchers. 

 

2. Which Conference to Attend 
To meet these objectives, SUPREM-HCMUT Project offers a financial support if your research 
paper is accepted for oral presentation at an international academic conference held in one of 
the ASEAN member countries or Japan (#1)

(#1) ASEAN member countries are Brunei, Cambodia, Indonesia, Laos, Malaysia, Myanmar, the 
Philippines, Singapore, Thailand, and Vietnam (---> however, 

.   

attending a conference in 
Vietnam cannot be supported under SUPREM-HCMUT)

If you cannot find a suitable conference in any of these countries, please consult the JICA Team. 
The Research and Development Promotion Committee (RDPC) will give an individual evaluation in 
cooperation with the JICA Team; taking into consideration any expected contributions of your 
research to future research activities and the relationship between you and the committee 
members of the selected conference. 

. The trip should be conducted 
before the end of October 2012. 

Considering the frontier formalities, the following points should be taken into account: 

- Lecturers (official passport holders) 
Recommended Participants for International Conferences in Japan 

- Graduate students if they can obtain a visa without difficulties  
 

- Lecturers (official and non-official passport holders) 
Recommended Participants for International Conferences in ASEAN 

- Graduate students  
  

If you are given a permission and decide to present your paper in a country other than Japan or 
ASEAN member countries, you must take the responsibility for obtaining any necessary travel 
documents (in particular, visa). 

 

3. What to Do Once Paper is Accepted 
A request for financial support should be submitted to the JICA Project Office as soon as your 
paper is accepted for an oral presentation and if you wish to attend and present it at the 
conference (#2). The fill-in form (“Request for Financial Support for Oral Presentation and Paper 
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Publication”) is available on the project’s website at www.jica.hcmut.edu.vn/suprem.  

(#2) Inform the JICA Project Office of your plan as soon as you receive the notice of 
acceptance in order for you to prepare for your trip in time. You (the presenter) must be 
one of the authors of the paper, though not necessarily the first author. Please note that 
the presentation must be given orally (i.e. poster-only presentation cannot be supported)

 

.  

4. Support by SUPREM-HCMUT Project 

The budget of the support is as follows (see “6. Expenditures and Receipts” for more details): 

Item Support 
Airfare Economy class round ticket (#3) 
Accommodation  Paid based on actual cost with upper limit of ¥8,000/night (#4)  
Daily allowance US$47/day for up to 6 days 
Transportation Transportation cost between airport and venue or airport and 

accommodation paid based on actual cost 
Travel Insurance Insurance valid for the duration of the trip (#5)  
Registrartion fee Up to ¥40,000 

 
(#3) Flight ticket is reserved and provided by the JICA Project Office. The trip should be up to 6 

days including moving days. 

(#4) Upper limit of ¥10,000/night applies to the following prefectures and cities of Japan:  
Tokyo, Kanagawa, Osaka, Hyogo, Kumamoto and other government-ordinance-designated 
cities in Japan  

(#5) Travel insurance is arranged by the JICA Project Office. The policy number is given to the 
traveler before departure. 

 

5. Necessary Travel Documents 
 
(1) Obtaining passport 

 

Go to the External Relations Office at HCMUT and ask the Office to translate the acceptance 
letter of your paper issued by the conference committee into Vietnamese. Then bring the 
acceptance letter together with the translation to the Personnel & Administration Affairs 
Office to: 

HCMUT permanent employee  

 Obtain a permission to go abroad and attend the international conference 
 Obtain an official passport (the Personnel & Administration Affairs Office will take 

care of your passport application) 
 

Contact the immigration office in your hometown. 
HCMUT contract-based employee and HCMUT student  

http://www.jica.hcmut.edu.vn/suprem�
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(2)  Visa application for entering Japan  
 
Note: It is not necessary for you (Vietnamese national) to obtain visa for entering any of the 
ASEAN member countries. For any other countries, contact the appropriate 
embassy/consulate for more information. 
 
 If you have an official passport, you do not need visa to enter Japan. 
 If you have an ordinary passport, you must apply for a visa to enter Japan. The following 

documents in original

 

 should be submitted to the Consulate General of Japan in HCMC 
(the contents may change without notification and therefore, you are suggested to 
contact the Consulate before submitting them): 

Documents prepared by the conference organizer

conference) including the following information: 
      -  Full name of the professor/organizer 
     -  Signature of the professor/organizer 
      -  Address 
      -  Telephone number 
      -  Seal of the professor/organizer 
      -  Reasons for the invitation 
      -  Period of stay 
3.  Identification reference/guarantee letter issued by the Conference Committee  

 
1.  Acceptance letter of your paper 
2.  Invitation letter issued by the Conference Committee (i.e. professor/organizer of the  

(i.e. professor/organizer of the conference) 
4.  Certificate of employment of the signer (i.e. professor/organizer) 
5.  Conference information including the signer's (i.e. professor/organizer's) name (e.g.  

conference website, information pamphlet) 
 
Documents prepared by JICA Project Team 
6.  Affidavit of financial support issued by the JICA Project Team 
7.  Confirmation of round-trip flight ticket 
8.  Trip itinerary 
 
Documents prepared by you (the conference participant)

 

 
9.  Passport 
10.  Visa application form 
11.  Photo of yourself (4.5cm x 4.5cm taken within the last six months) 
12.  Your Labor contract (i.e. contract between you and HCMUT) 

6. Expenditures and Receipts 
 

(1) Registration fee 
∙ You are responsible for your own registration. Once you make the payment of the 

registration fee, obtain a receipt (original) from the conference committee. The name on 
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the receipt must be JICA-HCMUT Project Team

∙ Make sure the receipt shows the 

. 

price in one currency only or the currency you chose for 
your payment only. (i.e. If you paid in USD, the price should be shown in USD only. If you 
paid in Thai Baht, the price should be shown in Thai Baht only, etc.

∙ Submit the receipt to the JICA Project Office before your departure.  (In case any 
problems are found, request the conference committee to revise the receipt when you 
attend the conference.) If you made an on-site registration, ask for the receipt at the 
conference and submit it upon your return to HCMC. (see (5))  

) 

∙ The amount you spent on the registration fee will be reimbursed in VND

(2) Air ticket 

 based on the 
JICA exchange rate regardless of the currency you used for the payment.  

∙ The JICA Project Office will provide you with a round trip air ticket between HCMC and 
the nearest airport from the venue where the international conference is held. The flight 
itinerary will be based on the conference program and duration. 

∙ You are required to submit your borading pass stubs (for both ways)

∙ You are 

 as soon as you return 
to Vietnam. 

not permitted to change the itinerary (booking details) of your flights

(3) Transportation at destination  

. Incase it is 
absolutely necessary to do so, consult the JICA Project Office in advance.  

∙ If it is necessary to use transportation such as train, bus and shuttle bus between the 
airport and conference venue or airport and your accommodation, the actual cost can be 
reimbursed based on the receipts you bring back to Vietnam.  

∙ Taxi fare will not be reimbursed

∙ 

. In case you use taxi as a means of transportation, the 
cost should be covered at your own expense.  

Transportation cost for traveling beside the airport-venue/airport-accommodation route 
should be covered at your own expense

∙ 

. 

The name on the receipt must be JICA-HCMUT Project Team

∙ Make sure the receipt shows the 

 if applicable or if such space 
is provided on the receipt. Information such as the date of travel, category of the 
train/bus (express, super-express, etc.), destination, price and name of company must be 
included.  

price in one currency only

∙ Submit the receipt(s) to the JICA Project Office as soon as you return to Vietnam. 

 or the currency you chose for 
your payment only. (i.e. If you paid in USD, the price should be shown in USD only. If you 
paid in Thai Baht, the price should be in Thai Baht only, etc.) 

∙ The amount you spent on the transportation will be reimbursed in VND

(4) Accommodation 

 based on the JICA 
exchange rate regardless of the currency you used for the payment.  
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∙ You are responsible for reserving your accommodation

∙ Note that the transportation cost between the venue and your accommodation should be 
covered at your own expense (also see (3)). 

 before you travel to the 
destination. 

∙ No allowance can be paid for the night used for overnight flying. 

∙ 

∙ Make sure the receipt shows the

The attention/name on the receipt must be JICA-HCMUT Project Team. 

 price in one currency only

∙ 

 or the currency you chose for 
your payment only. (i.e. If you paid in USD, the price should be shown in USD only. If you 
paid in Thai Baht, the price should be in Thai Baht only, etc.) 

Your full name, unit price (room charge per night), number of nights you stayed, date of 
check-in/out, date the receipt was issued, signature and stamp of the hotel

∙ Submit the receipt to the JICA Project Office as soon as you return to Vietnam. 

 must be 
included. 

∙ The actual amount you spent on the accommodation with an upper limit of ¥8,000/night 
(and ¥10,000/night in case of the following prefectures and cities: Tokyo, Kanagawa, Osaka, 
Hyogo, Kumamoto and other government-ordinance-designated cities in Japan) will 
be reimbursed in VND

(5) Daily allowance 

 based on the JICA exchange rate regardless of the currency you 
used for the payment.  

∙ Daily allowance will be given to you in US Dollar cash (US$47/day) before your departure. 
You have to exchange the US$ to the local currency of your destination country. 

(6) Submission of receipts and paper 
∙ Submit all the receipts (accomodation, transportation, registration fee) as well as your 

boarding pass stubs within three days of your return to HCMC.  

∙ Submit a PDF file of the paper you presented at the international conference. 

 

 

 

 

 

 

 

 

 

 

 

 



6 
 

Publishing Your Paper in International 
Academic Journal 

 
1. Objectives 
It is important and thus highly encouraged that you as a model lab member submit academic 
papers to international academic journals as outputs of your joint research and share your 
research outcomes with those who are interested.  

As stated in connection with the introduction of Research Based Education (RBE), your papers 
should be co-authored by your team members including graduate students. 

 

2. Support by SUPREM-HCMUT Project 
To enhance joint research activities, SUPREM-HCMUT offers a financial support for you to publish 
your paper in any international academic journal which is relevant to your research topic. The 
budget of the support is as follows: 

Item Support 
Paper publicaton fee Up to ¥ 30,000 (#) 

 
(#) Up to ¥30,000 will be supported when your research paper is submitted to an 

international academic journal and accepted for publication. Each model lab has one 
chance or is supported once by SUPREM-HCMUT.  

 

3. What to Do Once Paper is Accepted for Publication 
 
Submit the following to the JICA project Office: 

 
 Receipt of the publication fee (the attention of the receipt must be JICA HCMUT 

Project Team)

 PDF file of the pages on which your paper appears 

 Note: If the hard-copy receipt cannot be sent to you, ask the publisher 
to send it in a PDF form.  

 PDF file of the journal’s index page (on which your name and paper title appear) 
 Bank transaction document (remittance slip), if the fee is paid by bank transfer 

 


	Presentating Your Paper at International Academic Conference
	Publishing Your Paper in International Academic Journal

