



Business trip application
This application should be filled out completely to launch a process of formalizing your business trip. It should be submitted to International Faculty Support Unit (ifaculty.support@hse.ru) and copied to your coordinator(s) no less than 30 days before the intended date of travel.
Undocumented absence from the workplace is considered a violation of labour discipline and can lead to detrimental consequences both for the employee and the University.
Please attach any written confirmation (e.g. an e-mail) from your direct supervisor with approval of your leave.
The request should be filled in English.
1. Applicant Name and HSE academic unit
	


2. Research related purpose of the travel – presentation at the conference or another research event / collaboration with co-authors
	


3. URL address of the event (conference/university web-page) which lists the presentation by the applicant / Name of co-author (with the invitation letter attached)
	


4. Place of the event (country, city) / Place of employment, position, academic degree of co-author
	


5. Timing, length of the event/stay (including departure and arrival days)  
	 from:                                          to:


6. Paper/Research project title 
	


7. Source of funding (e.g. host organization, HSE department, etc.) Please mind that per-diem is a mandatory payment which should be provided via the source of funding. 
	


Travel expenses
	
	Expense
	Amount


	1.
	Travel 
	

	2.
	Accommodation
	

	3.
	Per diem (a mandatory payment)
(here you can download norms of per diem payments for business trips from Russia)
	

	4.
	Other expenses
	

	
	TOTAL
	


               « ___ » _________ 20__    _____________________ (Signature)


� if the expense is paid by the host organization and you do not have the information about the amount of funding, please, indicate ‘funded by host organization’, and attach the relevant confirmation
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