	Date of Submission
	
	MM
	
	DD
	
	YYYY


Report on Domestic/Overseas Business Trips (Settlement of travel expenses)
To the President of Ritsumeikan University

(
I hereby report that I made a business trip as described below (Changes: Yes/No)

(
I hereby report that I canceled the business trip described below.
	
	School Business (
Section)
	
	Research Travel Allowance 
	
	G-COE
	Grant-in-Aid for Scientific Research

	
	Overhead Allowance
	
	Individual Research Material Allowance
	Research Grant by MEXT to Private Universities
	
	Priority
	
	Exploratory

	
	Provision of travel expenses not necessary
	
	Research Promotion P Fundamental Research 
	
	High-Tech Research (
)
	
	Grant-in-Aid for Scientific Research
(
)

	
	Delegated Research/External Joint Research/Contributions for Encouraging Research
(
)
	
	Research Promotion P (
)
	
	Open Research (
)
	
	Grant-in-Aid for Young Researchers (
)

	
	
	
	International Transmission of Research Results 
	
	Academic Frontier (
)
	
	Allotment for Joint Research Project

	
	Other external funds (
)
	
	Other internal funds (
)
	
	Collaboration with Local Communities 
	
	Grant-in-Aid for JSPS Fellows

	
	
	
	
	
	Photonic Synthesis
	
	Other (
)


*
If the budget type is one of the following, please write down the name of the research representative below: Grant-in-Aid for Scientific Research, Research Grant by MEXT to Private Universities, G-COE, Joint Research such as Ritsumeikan Research Proposal Grant and Start-up Grant for International Partnerships.
	Name of the Research Representative
	
	Notes to the Secretariat

	
	
	


<Travel Expense Summary>

	Travel Expense Type:
	( Expenses for Domestic Trips
( Expenses for Overseas Trips 

	Person making the business trip:
	Dept.:
	
	Job Title:
	
	Name:
	
	Seal

	Period:
	
	MM
	
	DD
	
	YYYY
	(
	
	MM
	
	DD
	
	YYYY

	Summary of results:

*
Please provide specific information regarding destination organizations, interviewees, the purpose of the business trip and the results.
	

	
	*
Please also provide reasons for changes in your itinerary or for the cancellation of the trip, if applicable. 


<Travel Expense Breakdown: Please fill in the area encircled with the solid line below if there are changes in the itinerary you provided in the Travel Requisition Form.> * Other areas are for office use only. 

	MM/DD
	Place of Departure ( Destination
	Train/Air Fair
	Bus and other means
	Daily Allowance
	Accommodation Expenses

	
	
	km
	Fair
	
	
	

	/
	
	(
	
	
	
	
	
	

	/
	
	(
	
	
	
	
	
	

	/
	
	(
	
	
	
	
	
	

	/
	
	(
	
	
	
	
	
	

	Subtotal
	
	
	
	
	

	Amount already provided
	
	yen
	Total Travel Expenses after change
	
	yen
	Difference 
	( Addition

( Reversal
	
	yen


[Addition/Reversal]  [In cases of change/cancellation/overseas business trip]  [Budget Type]

	Slip number of the attached original travel expense statement
	
	Inspection/Confirmation
	
	Dept. Head
	General Mgr. 
	
	Approval
	Inspection/

Confirmation
	Reception

	
	
	
	
	
	
	
	
	
	

	2
	0
	0
	
	1
	3
	0
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	Date:
	
	Date:
	Date:
	
	Date:
	Date:
	Date:

	

	<Important> Please attach as many supporting documents as possible to this report (such as a copy of a certificate of attendance at the conference, a conference program delivered on the day of the conference, a receipt for participation fees and/or receipts for every other expense at the destination). If you traveled by air, you should also attach air ticket stubs to this report.  

	*
Personal information on this form will not be used for any purpose other than the payment of travel and transportation expenses. The University will destroy this form after the safekeeping period.


Please submit this report to the relevant Research Office within one week after returning. Division of Research Form 2-3

