APPENDIX TO THE INSTRUCTION – TEMPLATE NO. 2

REQUEST TO UNDERTAKE A FOREIGN BUSINESS TRIP No. ...../
	Surname and name of the applicant .............................Title and academic degree ........................ Position................................... PhD stipend…    Yes    (           No     (                         
Place of employment (laboratory, department) ………………….…………………… ………
Residential address, phone number applicable for the duration of the trip ……………………………
Date of birth / PESEL No. ……………………...... Passport No.  ………………………………….


Country …………………..…………….….. City of destination ……………….…….………………….. 
Host institution   ……………………………………………………………………………………
Purpose and justification of the trip ………………………………………………………………………………. 
Duration of stay abroad 

from ……………………..to ……………….…. number of days ………
including paid leave 


from .… ………………...  to …………………….
            unpaid leave


from .… ………………...  to …………………….
Means of transport


departure: ...………………….. …………..
return: .....................................................
Insurance
I apply for additional individual insurance packagefor the duration of the business trip.                                        Yes           (                      No    (          
Cost estimation:
The foreign party covers/does not cover*:
(please list, e.g. subsistence costs, accommodation costs, other)  
………………………………………………………………………………………….…………….
………………………………………………………………………………….. ……………………
 The required conference fee covers/does not cover*:
(please list, e.g. subsistence costs, accommodation costs, other) 
………………………………………………………………………………….. ……………………
………………………………………………………………………………….. ……………………
Funding source
Paid under grant/statute* No. ……….………………………………………………………………………..
Requested advance payment in a foreign currency, with regard to the following provisions:
1. daily allowances


number ………. x rate in foreign currency ………...............=…………
2. hotel limit



number ………. x rate in foreign currency ………...............=…………
3. on-site transport allowance
number ………. x rate in foreign currency ………...............=…………
4. public transport allowance
number ………. x rate in foreign currency ………...............=…………
5. conference fee


number ………. x rate in foreign currency ………...............=…………
6. other (e.g. Internet)

number ………. x rate in foreign currency ………...............=…………
…………………


number ………. x rate in foreign currency ………...............=…………
…………………


number ………. x rate in foreign currency ………...............=…………
                                     


                     Total              ………… ………
Are you applying for a cost refund from foreign institution/International cooperation department (BWZ)/other?
☐ Yes, I have been granted a refund                            

☐ Yes, I am planning to apply for a refund
☐ No, there is no such opportunity                    

(if a refund has already been granted, attaching a confirmation of its obtainment is required)
I attach to the application a document specifying the terms of stay and travel:
☐ invitation to present a paper                            


☐ conference guide
☐ invitation to undertake a research internship                    
☐ other, please specify.....................................................
*delete as appropriate

I undertake to settle the costs of the foreign trip within 10 working days following the date of its completion, and submit receipts documenting the incurred costs, made out to the Institute of Bioorganic Chemistry, PAS. Furthermore, I authorize the employer to deduct the advance payment not settled on time, from the subsequent payment of my salary.
Please find enclosed the “Statement on the cost refund”.
Signature of the applicant .………………………………..…………………...date ………………….............
I approve the purpose of the trip and the requested provisions:
Research Project Principal Investigator ……………………..…………….... date ………………………...
Head of the Department/Laboratory/Group/Office* ………………………... date ………………………...
*delete as appropriate
	                                                                                                                                   Approved by
                    date                                                                                                the Director of the Institute

                                                                                                                     or a person duly authorized


