Travel Requisition Form (for faculty)   * Please fill in both sides.
Business Trip Plan <Check the applicable box: ( Research  ( School business (Lead Office:
Section)>
Date of Application: MM/DD/YY
	Person who will be on a business trip
	Name of Department
	Job Title
	Name

	
	
	
	Seal

	Destination
	Within Japan
	Prefecture
City
	Period
	From
to 

XX days/YY nights (ZZ night(s) on the plane)

	
	Overseas
	Country/City

	
	

	
	Danger Information: ( No ( Yes (( Level 1 ( Level 2) * Levels 3 & 4 prohibit traveling overseas. Source: MOFA Overseas 

Safety Website: http://www.anzen.mofa.go.jp/index.html

	Schedule
	MM/DD
	Place of work
	Description of work
	Check all that apply:

	
	/
	
	
	(    )
Collection of data

(    )
Conference (guest speaker)

(    )
Conference (research presentation)

(    )
Conference (attendance only)

(    )
Other

	
	/
	
	
	

	
	/
	
	
	

	
	/
	
	
	

	
	/
	
	
	


Plans for classes and exams <Check if applicable: ( No lectures, classes or experiments on the day or during the period of the business trip>
	Classes in Charge
	Name of Dept./Graduate School
	MM/DD
	Day of the Week
	Period
	Name of the course
	Cancellation of class
	_th time this year
	Plan for makeup class

	
	
	/
	
	
	
	Cancel/

Not Cancel
	
	

	
	
	/
	
	
	
	Cancel/

Not Cancel
	
	

	
	
	/
	
	
	
	Cancel/

Not Cancel
	
	

	
	
	/
	
	
	
	Cancel/

Not Cancel
	
	

	
	
	/
	
	
	
	Cancel/

Not Cancel
	
	

	Plan for Exams
	Name of Dept./Graduate School
	MM/DD
	Day of the Week
	Period
	Name of the course
	Arrangements for supervisors

	
	
	/
	
	
	
	

	
	
	/
	
	
	
	

	
	
	/
	
	
	
	

	Plan for Makeup Exams
	Name of the course
	Evaluation Method
	Grader (provide names of individuals who will replace you)
	Remarks

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


*
The following should be filled in by the pertinent office. Approval of the head of the department is required for business trips while the cancellation of classes and makeup classes should be approved by Associate Dean. Overseas trips that result in the cancellation of the same class for more than three times or absence from the graduation ceremony or take place at the beginning of the school year should be approved at the Dean’s Meeting. 

	Final Decision (Dept. Head)
	Associate Dean
	Head of Sciences
	
	General Manager/Section Chief
	Person in charge of General Affairs
	
	Executive Committee Meeting
	MM/DD/YYYY

	Seal
	For PDs and RAs, seal of a faculty member in charge
	Seal
	
	Seal
	Seal
	
	Faculty Meeting/Arts Meeting/Sciences Meeting
	MM/DD/YYYY

	
	
	
	
	
	
	
	* Dean Meeting
	MM/DD/YYYY

	
	
	
	
	
	
	
	Receipt of Report on Overseas Trip 
	MM/DD/YYYY

	MM/DD/YYYY
	MM/DD/YYYY
	MM/DD/YYYY
	
	MM/DD/YYYY
	MM/DD/YYYY
	
	In cases where travel expenses need not be paid, such as a trip at private expense, the original request form shall be stored at the secretariat of the department one belongs to.

	In principle, you should refrain from making business trips to areas designated as Danger Level 1 and 2. However, if a business trip has to be made due to compelling reasons, approval should be given only after (1) the said person and the person who has the authority to approve the trip have confirmed how to ensure safety and the appropriate safety measures are taken. Then (2) the said person should submit a copy of the approved Travel Requisition Form to the HR Department and (3) send the original to the section in charge of expenses. 


Statement of Travel Expenses

	Name of the person who will make the business trip
	Faculty Number

	
	
	
	
	
	
	
	


(
Please submit this form to the secretariat of the department or organization you belong to.

(
When attending a conference or a workshop, please attach supporting documents, such as a program or an invitation letter, to this statement. 

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

(
When traveling by air, please submit air ticket stubs along with the Report on Business Trip.  

(
Please put a circle in the appropriate item box below and fill in the other areas indicated with the thick solid line. 

	
	School Business (         Section)
	
	Research Travel Allowance
	
	G-COE (
)
	Grant-in-Aid for Scientific Research

	
	Provision of travel expenses not necessary
	
	Individual Research Material Allowance
	Research Grant by MEXT to Private Universities
	
	Priority
	
	Exploratory

	
	Overhead Allowance
	
	Research Promotion P Fundamental Research
	
	High-Tech Research (
)
	
	Grant-in-Aid for Scientific Research (
)

	
	Delegated Research/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
	
	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 Research Representative
	Notes to the Secretariat

	
	

	Travel Expense Breakdown
	MM/DD
	Point of origin ~ Destination
	Train/Air Fair
	Bus and other means
	Daily Allowance
	Accommodation Expenses
	Remarks

	
	
	
	km
	Fair
	
	
	
	

	
	/
	
	(
	
	
	
	
	
	
	

	
	/
	
	(
	
	
	
	
	
	
	

	
	/
	
	(
	
	
	
	
	
	
	

	
	/
	
	(
	
	
	
	
	
	
	

	
	/
	
	(
	
	
	
	
	
	
	

	
	Subtotal
	yen
	yen
	yen
	yen
	

	
	Total travel expenses
	yen

	Budget to cover the deficiency
	Budget Type
	Amount
	Research Travel Allowance: ( 150,000 yen ( 100,000 yen
(appropriate 50,000 yen for material expenses)

	
	(1)
	yen
	Amount of Research Travel Allowance already paid
	yen

	
	(2)
	yen
	Balance (ceiling for this trip)
	yen

	
	(3)
	yen
	Amount appropriated to  individual research material expenses
	yen

	Disbursement Breakdown
	Budget Type

Category

/Recipient
	
	
	
	
	Total

	
	
	yen
	yen
	yen
	yen
	yen

	
	
	yen
	yen
	yen
	yen
	yen

	
	
	yen
	yen
	yen
	yen
	yen

	
	Total
	yen
	yen
	yen
	yen
	yen


<Budget Type> * When it involves only the appropriation to individual research material expenses, approval should be obtained by a person responsible for the budget type. 
	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)
	Approval*
	Confirmation
	Reception by a person in charge

	
	
	
	

	2
	0
	0
	
	1
	3
	0
	
	
	
	
	
	
	
	
	


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