Z Bilkent University

Proje Butcesinden Desteklenecek Seyahatlar icin
Izin ve Onay Formu

[Request Form for Project Sponsored Travel]

istek sahibinin adi  [Name of the requestor]:

Proje Katilimcisinin adi:  [Name of the project participant]:

Bolumd, fakiltesi veya yiksekokulu  [Department, faculty or schooll:

Proje Kisa Adi [Short name of the project]: UNAM-REGPOT

Gidilecek sehir ve lilke [City or country to be visited]:

Seyahatin amaci [Purpose of the trip]:

Seyahatin Ba slangic ve Biti § Tarihleri [Dates of the trip]: Toplam gin
[Total days]:

Basvuru sahibi [Requestor]: Tarih [Date]: _/ /20 Imza [Signature]:

Bolum Ba skani (Gorii s ve izin): Tarih [Date]: _/ /20 imza [Signature]:
[Department Head [Comments & Approval]]

Dekan/YO Mudiirii (Gorii s ve lzin): Tarih [Date]: _/_ /20 imza [Signature]:
[Dean or Institute Director (Comments & Approval)]

Seyahat siresince derslerin telafi metodu [Arrangements for classes to be missed]:




Proje Butcesinden istenen Parasal Destek
[Financial Support Requested from the Project]

Harcama Turu
[Type of Expense]

Aciklamalar [Explanations]

Miktar
[Amount]

Para Birimi
[Currency]

Gundelik
[Per Diem]

Ulagim Bedeli
[Transportation]

Diger [Other]

Diger [Other]

TOPLAM [TOTAL]

Banka Adi ve _Subesi

Hesap Numarasi:

[Bank and Branch Name]: [Account Number]

[ Turkish Lira (TL)

] Euro (€)
] usD (%)

Litfen birini i _saretleyiniz

[Please choose one]

Proje Yoneticisi (Butce Onay1)

[Project Manager (Budgetary Approval)]: Prof. Dr. Atilla Aydinh

Tarih [Date]: _/ /20

imza [Signature]:

ONAYLANAN M IKTAR
[AMOUNT APPROVED]




Aciklamalar [Instructions]

Aksi gerekceli olarak belirtimedikce, yurt disi seyahatlerde giindelik uygulamasi
yapilir. Giindelik miktari yasal st sinirlari asamaz. Gin sayisinin belirlenmesinde
gecirilecek gece sayisi esas alinir. Seyahatin 6zel nedenlerle uzatilmasi durumunda,
seyahatin amacina uygun olmayan gunler, dérdinci maddede belirtilen durum
disinda, dikkate alinmaz.

Unless justified, per diem criteria will be applied for reimbursements for trips made
abroad. Per diem level cannot exceed legal limits. Number of days to be spent is
determined by nights to be spent. If the trip is to be extended for private reasons,
additional days will not be considered except for situations covered by clause 4
below.

Yurt ici seyahatlerde gercek gider uygulamasi yapilmakta olup, yalnizca
belgelenebilen giderler ddenir.

For domestic travel, reimbursement will be made based on actual expenses, which
can be documented.

Yolculuk i¢in ekonomi sinifi ucak bileti alinmaya calisiilmasi ve degisik ucus
secenekleri icinde ucuz olani secilmelidir. Havaalani gidis gelisleri i¢in, diger ulagim
bicimlerinin uygun olmadigi durumlarda taksi bedeli ddenir. Ulasim giderleri
belgelenmelidir.

Effort should be made to purchase economny class air tickets and lowest priced
flights among multiple options should be preferred. Taxi expenses will be reimbursed
for travel to and from the airport when other forms of transportation are not suitable.
All transportation expenses should be documented.

Seyahatin 6zel nedenlerle uzatilmasi durumunda, ulasim giderlerinde olusabilecek bir
azalma nedeniyle, fazladan gecirilen ginler icin édenecek gindelikler dahil, toplam
seyahat giderlerinde bir azalma s6z konusu olursa, bu durumunun belgelendiriimesi
durumunda fazladan gecirilecek gunler icin de gtindelik édenebilir.

In case of an extension of the trip for private reasons, if there is a reduction in the
total expenses for the trip, including per diems for the extra days, due to a reduction
in transportation costs, per diem payments for the extra days will be made conditional
that this reduction is documented.

Seyahatlar icin 6zel araba kullanilmasi durumunda, 6zel araba sahibine yapilacak
O0deme, yasal sinirlari ve ucakla yapilacak seyahat giderlerini gecemez.

If a private car is to be used for the trip, the payment to the owner of the car cannot
exceed legal limits or costs of air flight, whichever is lower.

Gundelik ve ulasim bedelleri diginda kalan konferans kayit lcreti, vize bedelleri gibi
giderler “Diger” giderler hanelerinde belirtiimelidir.

Expenses other than daily costs and transportation costs, such as conference
registration fees, visa fees, should be written in the boxes labeled “other”.

Seyabhatler i¢in avans alinabilir.
Advance payments are possible.

Tim gerekli belgeler, seyahatin bitiminden sonra 7 gin icinde Mali isler Daire
Baskanligr’'na iletiimelidir. Belgeleri iletiimemis harcamalar icin avans kapatiimis
sayllmaz. Gerekli belgelerin neler oldugu, seyahata ¢ikmadan énce Mali isler Daire
Baskanligi’'ndan égrenilmelidir.

All documentation should be submitted to the Mali isler Daire Bagkanligi within 7 days
following completion of the trip. Any advance payments are considered due unless
necessary documentation is submitted. Details about the necessary documentation
for travel expenses can be learned from the Mali igler Daire Bagkanligi prior to the
trip.



