Attachment No. 1 to the Procedure for the Authorisation,
Undertaking and Settlement of International Business Trips

(reference number, date)

APPLICATION FOR TRAVEL ABROAD

L] EMPLOYEE BUSINESS TRIP

A
RaZ- / /
(to be completed by R4Z)

] PH.D. STUDENT/STUDENT/PERSON FROM OUTSIDE THE

UNIVERSITY

(Select as appropriate)

1. First name and surname:

(complete LEGIBLY)

a/ academic title, academic degree, POSITION: ..o e

b/ institute/departMeENt/TACUILY: ..o

C/ cONtaCt tElEPNONE NUMDET: ..........oooc e

P22 N - \V/=Y 1B (o Lo

3. Termin wyjazdu: ........... oM., (0 OO

(country, place)

4. PUIPOSE OF TNE TFID: oot

5. Conference name and duration / InViting iNSEULION: ...........cc.ccooeiiiiiiceeiecee e

6. Title OF PAPE, AUTNOIS: ... e

7. Estimated cost of the trip: ...............

8. Source of funding and signature of the funds administrator:

Allocation account

Cost centre (MPK)

Source of funding

Project

(consent of the Vice-Rector for International Relations)

(consent of the funds administrator)



1.

3.

Attachment No. 1 to the Procedure for the Authorisation,
Undertaking and Settlement of International Business Trips

Means of transport

01 (7 1 Y/ TSRS ORRPRN
e/ passenger car, engine capacity, regiStration NUMET ...........ccoiierierirneenierie e ie e sseeneas

Justification for the use of a passenger car

Application for an advance payment to cover travel expenses:
o not applicable
o | request an advance payment in the amount of .................. PLN

(R4 decision)

Insurance for medical expenses and personal accident insurance (complete in BLOCK CAPITALS)

First Name and SUMAME: ......oeeeeieeeeeee e date of birth: ...ccvveeeeeeee
DESINALION COUNTIY: ...uiiiiitie ettt ettt et e e e s b e e teese e s te e beeneeeaeesaeeneesteesteeneesseenaeeneenree e

Period of stay abroad from...................... (0 USSP OR

(date and signature of person travelling)



Attachment No. 1 to the Procedure for the Authorisation,
Undertaking and Settlement of International Business Trips

1. Application for a foreign currency advance payment C
for travel t0 .....coovveeieie e, ON (dALE) oo
a/ subsistence allowances: number .................... allowance rate .........c.ccceeeennene total ....oooeiii,
NUMDET ..o allowance rate ..........ccccoeeeenen. total ..o
b/ accommodation: number ............... limit/flat-rate allowance .............cccccoevenen. total ....oooeeei,
NUMDEr ..o limit/flat-rate allowance .............cccccooevenen. total ....oooveii,
c/ travel allowance ........cccoceveennen. total ..o,
d/ costs of local transport total total ..o
©/ OTNEI BXPENSES .....vvieiiiitesiieieeee ettt total ..o,
Total amount of advance payment requested .............ccocevvnene

2. Advance payments
Making an advance payment simultaneously constitutes an obligation to provide a duly issued invoice
to the International Cooperation Section no later than upon settlement of the trip.

a/ conference fee: amount ...........ccccccevveve v, payment method ..........ccccceeeevveiieennenn,

5. 1 undertake to settle the advance payments referred to in points B.1 and C.1 within 14 working
days of the date of completion of the trip, and at the same time authorise Poznan University of
Technology to deduct any unsettled amounts from my next salary payment.

(signature of person travelling)



Attachment No. 1 to the Procedure for the Authorisation,
Undertaking and Settlement of International Business Trips

| | RaZ- / /

SETTLEMENT of Advance Payment for an International Business Trip

(first name and surname) (PUT organisational unit)
LU LTSS €] (o PR
(list countries and places)

Stay abroad lasted:
(number of days of stay: up to 8 hours — 1/3; more than 8 up to 12 hours — 1/2; more than 12 hours — 1)

L 0] 11 ) 8 (0 R ) AR , total days: .oooovevveeeieec

including:

.................................... FIOM v @ e 10 e @ . TOTRL AYS

................................... FrOM oo L e 10 e @ e TO1A1 DAYST

Settlement of costs of stay abroad:

1. Subsistence allowances: total total
Country - number - rate currency symbol currency symbol

2. Accommodation:
Country (flat-rate allowance — 25% of limit; invoice)

6. Total expenses:

7. Advance payment received:

8. Amount remaining to be refunded (in figures and words):

9. Amount payable:

(date and signature of person submitting the settlement)
Checked for compliance with formal and accounting requirements:
Source of funding:

Allocation account

Cost centre (MPK)

Source of funding

Project

(signature and stamp)



