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              Time-off Request and Approval Form for
                   Travels Funded from Projects 

	
Name of the Applicant 		:

	
Department/Faculty/School		:

	Project’s Short Name			:

	Project Code				:

	Travel Destination (City/Country) 	:

	
Travel Purpose			:

	
Travel Dates    From: ____/____/_____ 		To:       ____/____/_____ 
	
Num. of Days:

	Applicant’s Name: 
		Date:  ____/____/_____   Signature: 

	Project Manager:
		Date:  ____/____/_____   Signature:

	Opinions and Authorizations
Department Chair :
	
	Date:  ____/____/_____   Signature:

	Dean/School Director:  
		Date:  ____/____/_____   Signature: 

	Compensation of the courses during the travel period:





1- In case otherwise stated, “per diem” amount is applied on daily basis when traveling abroad. The daily “per diem” amount cannot exceed the legal limits. “Number of nights” to be spent during the trip is taken to calculate the number of days. If the travel duration is extended for personal reasons, the extra days beyond the purpose of the travel are not considered, except for the situation specified in the fourth article.
2- 	In domestic travels, only the real expenses are counted in and only the expenses that can be verified by proper documentation are paid back.
3- 	One should try to buy economy class flight tickets for the travel and choose the cheapest flight among different flight options. For airport transfers, in cases where other means of transportation are not available, taxi fees can be paid. Transportation expenses should also be documented.
4-	In case of extension of the travel for personal reasons; if there is a decrease in the total travel expenses (including the daily wages to be paid for the extra days) due to a decrease in transportation costs, , daily “per diem” payments could be made for the extra days if the situation can properly be documented.
5- 	If a private car is used for travel, the payment to be made to the private car owner cannot exceed the legal limits and travel expenses to be made by plane.
6- 	Expenses other than “per diems” and transportation, such as conference registration fees, visa fees etc. should be specified in the "Other" sections.
7- 	Advanced payments can be requested before travels.
8- 	All required documents must be submitted to the Financial Affairs Department within 7 days after the end of the trip. The advance payment is not considered to be settled for expenditures which could not be properly documented. The list of proper/required documents to be submitted should be checked from the Financial Affairs Department before travel.



	

	Amount
	Currency

	Maximum expected amount of expenses from project budget
	
	




	Project Manager 
(Budget Approval)				Date: ____/____/_____	Signature:



	PROJECT EVALUATION COMMITTEE CONTROL


APPROVED                       REJECTED
SIGNATURE	:
DATE		:              /      / 20
	COMMENTS:




PROJECT
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