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Travel Reimbursement Request
 

	Traveler Full Name:
	[bookmark: _GoBack]

	Project title:
	


	Project reference No:
	

	Funding agency/program:
	

	Role in the project:
	

	Purpose and Destination of Travel:
	

	Event/Conference period:
	From:
	
	To:
	

	Actual Travel Period:
	From:
	
	To:
	



	Expense Details
	Expense Category
	Amount
	Currency
	Budget Line Name/No.

	
	Flight 
	
	
	

	
	Accommodation
	
	
	

	
	Transportation
	
	
	

	
	Visa/Travel Insurance
	
	
	

	
	Other Costs (Please specify)
	
	
	


[bookmark: _Hlk51057737]
	Received advance travel petty cash
	☐ Yes		☐ No
	Petty cash amount received (if yes):
	
	Currency:
	

	Requested Reimbursement amount (words):**
	
	The amount (numbers):
	
	Currency:
	



	
	Name
	Signature
	Date

	Traveling Member
	
	
	

	Project Manager
	
	
	



	Project Management Office (PMO)
	Project Officer

	
	Fund Availability:
	☐ Available	☐ Not available

	
	Compatible with Regulations:
	☐ Yes		☐ No

	
	Notes: 
	

	
	Signature:
	
	Date:
	

	
	PMO Director

	
	Notes: 
	

	
	Signature:
	
	Date:
	



 * Please attach all relevant invoices, boarding passes, project event/conference documentation, and approval in case of exceeding the budget limit.
**Reimbursement is subject to funding availability, and funding agency/GJU travel regulations as applicable.
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