SETTLEMENT OF TRAVEL EXPENSES AND STAY ABROAD
	Full name
	 


	Place of work 
	


	Destination
 
	


	Approved duration of stay abroad 
	


(country – number of days, scholarship months, exchangeable weeks)
	Border point was crossed on 
	


(date of departure, time)
	Return 
	


(date of arrival, time)
	1. stay in 
	
	

	2. stay in 
	
	


At the expense of:

I hereby declare that I have received:
	1. train tickets for the route
	

	2. air tickets for the route
	

	
	


I have used them as intended
I have not used the following tickets (justification attached)
DECLARATION
	1. I declare that during my stay in 
	


I received
means of payment from the foreign party on account of
I did not receive
remuneration for lectures, reviews, consultation, other
(please specify)
	in the amount of
	


2. The foreign party covered / did not cover the cost of board and lodging
3. I received means of payment from the foreign party 
	to cover the costs of stay
	


4. I declare that during the business travel:
- I was provided with full board
- I was not provided with any meal
- I was provided with half board (please specify the number of provided meals and dates of their provision)
	signature
	


	Received advance payments
	currency
	Settlement of allowances, accommodations and other
	account No.
	Detailed statement of receivables and actual expenses

	
	
	
	
	
	

	1. allowances for days after 
	
	
	
	
	

	2. travel allowance 
	
	
	
	
	

	3. advance payment for the hotel
	
	
	
	
	

	1. hotels for .........days after ..........
	
	
	
	
	

	2.
	
	
	
	
	

	3.
	
	
	
	
	

	1. advance payment for bus and train travels .............
	
	
	
	
	

	other advance payments .........................
	
	
	
	
	

	local travels: .............
	
	
	
	
	

	TOTAL:
	
	
	
	
	

	Received from other sources
Exchanged for other currencies

	
	
	: 

	Total allocated funds:
	
	
	

	Spent funds:
	
	
	

	Funds to be reimbursed:
	
	
	


	date and signature of the delegate
	
	The document was approved in terms of content
	
	The settlement was verified in terms of formal and accounting aspects


�W oryginale "cel podróży". Jeśli mamy na myśli cel podróży w znaczeniu kraju docelowego, wówczas odpowiednim terminem będzie "destination", natomiast jeśli mamy na myśli cel podróży w znaczeniu powodu podróży, odpowiednim terminem będzie "purpose of travel"





