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See last page for instructions before completing this form.

GRADUATE STUDENT REPORTING FORM 
(Campus Research and Publication Fund Committee Grants)

This report should be completed and submitted to the Office of Graduate Studies & Research within one (1) month 
from the date of completion of the research, conference, training etc. of the student. See link for Expected Outcomes for 
Student Reports. Kindly note that the report must have signatures from the Student, Supervisor (s) and the Head of 
Department before submission to the Office of Graduate Studies and Research.

Student Email Address(es)

Office Extension: Cell:

Please indicate (tick): Interim Report Final Report

# Particular Student Response

1. (a) Name of Supervisor:

(b) Name of Student:

(c) Insert the Title of Project

(d) Purpose for which the grant was given:

(e) Expected impact/contribution of the research:

2. Value of Grant:

3. Date of Grant:

4. Output from the Grant
(Please provide internet links for published articles/book 
chapters etc from the project)
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5. Please provide a statement of your expenditure 
of the funds you have received along with all the 
major receipts 
(i.e. ticket stub, hotel receipt, registration receipt etc). 
Organise your breakdown of expenditure in Appendix of 
this Form.

6. How does this grant enhance the work of your thesis 
and when do you expect to submit the thesis.

7. Conclusion 
(summarise your views on the success/failure/quality/
impact/ accomplishments etc. of this project)

Kindly submit your completed report to the Head of Department for approval and signature prior to submission to:

gradresearchawards@cavehill.uwi.edu

Signature of Student   Date:

Signature of Supervisor   Date:

Signature of Head of 
Department

  Date:

 
Note on Digital Signatures:
If you wish to create or add a digital signature certificate, you can follow this quick video tutorial:
https://www.youtube.com/watch?v=z8lSCq6TX7o
Alternatively, you may insert your saved signature as an image directly into the signature field. Once you
place the image in the signature box, simply press the Escape key on your keyboard to move to the date
field. (This method is usually quicker and easier.)

Date:

Date:

Date:

Signatures: sign digitally in the plain box, or click the dashed box to insert a scanned signature image.
Either option may be used at any time, even after someone has signed. Click a dashed box again to replace or remove its image.
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APPENDIX: BREAKDOWN OF EXPENSES FOR COMPLETION BY STUDENT (‘Total Spent’ row is computed automatically)

Please itemise all expenditures below, providing the type of expense, a brief description, and the corresponding cost in BDS$.

Expense Category 
(Type of expense — e.g., airfare, hotel, 

materials, printing, transportation)

Description / Details 
(Brief explanation — e.g., “Return flight to Jamaica”, “3 
nights accommodation”, “Survey data collection – 150 

participants”)

Cost (BDS$)

Total Spent:

Total Remaining:
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Fillable PDF Form User Guide
How to Fill, Save, and Sign the Form Correctly

This guide explains how to correctly complete, save, and sign fillable PDF forms on Windows, Mac, iPhone, and Android devices. Following these steps 
will help prevent the form from becoming locked, flattened, corrupted, or uneditable before submission.

1. Recommended Order
to Complete the Form

Please follow this order:

1. Download and install Adobe Acrobat Reader.
2. Download the PDF file to your device.
3. Open the PDF directly in Adobe Acrobat Reader,

not in a browser or preview window.
4. Fill all required fields before adding your signature.
5. Add your signature only after everything is final.
6. Save the final signed version for submission.

2. For Windows & Mac Users
Recommended App: Adobe Acrobat Reader

1. Open the PDF in Adobe Acrobat Reader.
2. Fill in each field carefully.
3. Complete all required sections before signing.
4. After reviewing everything, add your signature using Fill

& Sign.
5. Save the final signed copy.

3. What To Do If the Form Becomes Locked
1. Do not continue editing the locked version.
2. Return to your completed but unsigned backup copy.
3.	 Open the unsigned version directly in Adobe Acrobat Reader.
4. Make the necessary corrections before signing again.
5. Save a new final signed version for submission.
6. If you only have the locked version and no unsigned

backup copy, you may need to complete the form again
from the beginning.

4. For iPhone and Android Users
Recommended App: Adobe Acrobat Reader

1. Open the PDF in Adobe Acrobat Reader.
2. Tap each fillable field and type your information.
3. Complete all sections before signing.
4. Review the full form carefully and add your signature

using Fill & Sign.
5. Save the final version.

5. Final Reminders Before Submission
• Some mobile PDF apps may flatten or lock the PDF after signing, so Adobe Acrobat Reader is recommended.
• Avoid using browser previews any other PDF previewer, as they may not work properly with fillable PDF fields.
• Always download the file to your device before completing it. Avoid editing directly from cloud storage, email previews,

or messaging apps.
• Do not use “Print to PDF” or “Save as PDF” (or Certify PDF) after completing the form, as this may flatten the fields permanently.
• If corrections are needed later, return to the unsigned version, make the edits, and then sign a new final copy.
• If the signed PDF becomes locked, return to the completed but unsigned copy, make the required changes, and sign it again.
• Keep a completed but unsigned copy as a backup, and use the final signed copy for submission.

This is link to ‘Optional Video on how to complete and sign fillable pdf forms’

Important Note Before You Start
Typing into fillable fields does not usually lock the form. 
However, adding a signature — especially using mobile devices 
or non-Adobe PDF apps — may permanently lock or flatten the 
form fields.

Always complete and review the full form before adding your 
signature. A locked or flattened PDF may still appear normal 
visually, but the fields may no longer be editable.

Apps & Methods to Avoid
	U Browser PDF viewers (Chrome, Safari, Edge)
	U Apple Preview on Mac
	U WhatsApp or email preview windows
	U “Print to PDF” or “Save as PDF” functions
	U Non-Adobe mobile PDF editing apps
	U Direct editing inside cloud storage previews
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