The Graduate School of Media and Governance Research Fund
Reimbursement Request Form  <<Overseas Travel Expenses>>
To the President::





   Application Date: YYYY / MM / DD

	Faculty Member in Charge
	
	· Approved by the Faculty Member in Charge

	Program Code
	GR　・　HC　・　PS　・　CB　・　EG　・　XD　・　CI　・　BI

	Claimant’s Name
	

	Claimant’s Email Address
	


* Check in the box to the left of “approved by the Faculty Member in Charge.” We cannot accept applications without a check.
	Destination (Country)
	

	Purpose of Travel 
	

	Period
	From YYYY / MM / DD              To YYYY / MM / DD

	Accommodation
	Amount (yen)

	In Date
	/
	Hotel Name:


	¥

	Out Date
	/
	
	

	Transportation  
	Dates
	Times
	Route
	Means of Transportation
	Amount (yen)

	Departure
	/
	:
	
	
	¥

	Return
	/
	:
	
	
	

	Other (e.g., Academic Conference Participation Fee)   (Date, Description)
	Amount (yen)

	1        /
	
	¥

	2        /
	
	¥

	3        /
	
	¥

	Grand Total
	\


Method of Reimbursement (Circle one)
	1. Cash
	Receipt                 Date: YYYY/ MM / DD
Amount: 　¥　　　　　　　　　　  Name: 　　　　　　　　　　　Seal

*A ticket for encashment will be sent to the Faculty Member in Charge.

	2. Bank Transfer
	Bank Name
	

	
	Branch
	

	
	Savings Account Number
	
	
	
	
	
	
	

	
	Account Holder Name
	Katakana
	

	
	
	


Notes:

· Include dates, times and means of transportation in as much detail as possible

· For domestic transportation to the airport, attach proof of route and fare (e.g., screenshot of a web search)
· Include documentation which shows the purpose of the trip (e.g., conference materials, or survey trip plan)
· Convert all receipts from foreign currency into Japanese yen. Convert according to the rate on a receipt for currency exchanged during travel, or check the conversion rate for the date of the expense. Include documentation which verifies the rate used. Where payment has been made by credit card, attach a copy of the statement if it shows the equivalent in Japanese Yen.
· An activity report (in any format) must be submitted immediately upon return from overseas
· Glue receipts onto a separate sheet of A-4 sized paper such that they do not overlap
The Graduate School of Media and Governance Research Fund
Overseas Activity Application Form
Application Date: YYYY / MM / DD

To the Dean of the Graduate School of Media and Governance:  
I hereby request approval for my overseas research trip detailed below:

Program Code of Facalty Member in Charge:　　　　　　     　   
Applicant:
　                        
 
　　      
Email Address:    　　　　
                                  
□　approved by the Faculty Member in Charge.　　　　　　　　　　　
	Period
	From  YYYY / MM / DD        To  YYYY / MM / DD

	Destination (Country)
	

	Activity Purpose
	

	Activity Details
	

	Itinerary

	Date
	Location
	Activity Plan

	
	
	

	Emergency Contact in Japan
Address:

Telephone Number:

Contact Person:




Notes:

· Prior to travel, applicants must obtain seals of the Faculty Member in Charge and the Person in Charge of Accounts and submit this form to the Property Administration Section of the General Affairs Office. Submission after travel will not be accepted.

· Attach materials (such as programs and brochures) when attending an academic conference.

· Check in the box to the left of “approved by the Faculty Member in Charge.” We cannot accept applications without a check.
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