Ritsumeikan Statement of Travel Expenses (for students and outside persons) 

	*
Please put a circle in the appropriate item box and fill in the boxes with the solid line.

*
The entire box with the dotted line should be filled in by the person making the business trip him/herself.  

*
Please be sure to provide your birth date and address. We need them for tax procedures. 
	Date of Application
	MM/DD/YYYY

	
	*
Research Representative/
Partner
	Seal

	Person making the business trip
	Dept. 

Job Title
	Name
	Seal
	Date of Birth: MM/DD/YYYY

	
	Dept./Graduate School of (       ), Ritsumeikan University (        ) th year 
	Address
	TEL：

	
	Check either one as the point of origin for the calculation of travel expenses.
	(
The nearest station from your organization

(
The nearest station from your house
	Station on the 
Line

	
	For those who are not undergraduate or graduate students, please check the one that applies: 

( Please issue the request for a business trip to my main place of work.  ( Issuance of the request for a business trip is not necessary.

	Bank Account
	Name of the Bank
	
	Name of the Branch
	

	
	Furigana
	
	Account No.

Ordinary/Checking
	
	
	
	
	
	
	
	

	
	Name of the Account Holder
	
	
	
	
	
	
	
	
	
	

	Budget to be implemented
	
	Overhead Allowance
	
	Delegated Research
	
	G-COE (
)
	Grant-in-Aid for Scientific Research

	
	Ritsumeikan University Research Support Program
	
	External Joint Research
	Research Grant by MEXT to Private Universities
	
	Priority
	
	Exploratory

	
	
	Research Promotion P (        )
	
	Contributions for Encouraging Research
	
	High-Tech Research
	
	Grant-in-Aid for Scientific Research (
)

	
	
	International Transmission of Research Results
	
	Management of Carried-Over Research funds (
)
	
	Open Research
	
	Grant-in-Aid for Young Researchers (
)

	
	
	Other internal funds

(
)
	
	Other external funds

(
)
	
	Academic Frontier
	
	Allotment for Joint Research Project

	
	
	
	
	
	
	Collaboration with Local Communities
	
	Photonic Synthesis
	
	Other (
)

	Destination
	Domestic
	* Please provide a complete address:

Prefecture
City/District/Town/Village
Place of work:

	
	Overseas
	Country
City
Place of work: 

	Period
	From    to       (    nights     days, including      nights in a train, etc.)

	Work Summary
	

	Travel Expenses Breakdown
	MM/DD
	Point of origin ~ Destination
	Train/Air Fair
	Bus and other means
	Daily Allowance
	Accommodation Expenses
	Notes to the secretariat (provide the amount of reduction in daily allowance and accommodation expenses, etc.)

	
	
	
	km
	Fair
	
	
	
	

	
	/
	～
	
	
	
	
	
	

	
	/
	～
	
	
	
	
	
	

	
	/
	～
	
	
	
	
	
	

	
	/
	～
	
	
	
	
	
	

	Disbursement Breakdown
	Subtotal
	
	yen
	yen
	yen
	yen
	Total

yen

	
	Category/Budget

Recipient
	
	
	
	
	Total

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	Subtotal
	yen
	yen
	yen
	yen
	Total

yen

	1.
For overseas trips, please attach the itinerary and submit an estimate, bills, ticket delivery slips or receipts to the pertinent research office as soon as you obtain them. 

2.
When participating in a conference, please attach the conference notice, a program or an invitation letter to this form. 

	Remarks for office use
	Slip number of the original form to be used when creating more than one disbursement request (entry of this number is not required when creating only one disbursement request) 
	Confirmation
	Reception

	
	
	
	

	
	2
	0
	0
	
	1
	3
	0
	
	
	
	
	
	
	
	


*
Personal information on this form will not be used for any purpose other than the payment of travel and transportation expenses and operations related to withholding tax. The University will destroy this form after the safekeeping period.
Please submit this form to the relevant Research Office. Division of Research Form 2-2

