Univerzita Palackého v Olomouci

příloha  č.5

SouČást : PEDAGOGICKÁ FAKULTA

Business travel approval form
1) Personal data
	Name, surname, title:      

	Department:      
	Position:      

	Home address:      


2) Travel details
	Destination
country:      
	Travel through which countries (in case of using a car):      

	institution:       
	

	Dates of journey (from – till):      

	Purpose of journey:       

	Letter of invitation:      

	Registration fee:      
	Prepaid (date + means)/to be paid at the door:      

	Means of transport:      
	Ticket cost:      

	Departure date, time and place:        
	Estimated time of Czech border crossing:     

	Arrival date, time and place:       
	Estimated time of Czech border crossing:     

	Accommodation is paid (please mark with X) :

Fully  FORMCHECKBOX 
                                   partially  FORMCHECKBOX 

By employer  FORMCHECKBOX 
  grant  FORMCHECKBOX 
 No.: 31/43415141                 host institution  FORMCHECKBOX 
                  other  FORMCHECKBOX 


	Meals are paid (please mark with X) :

Fully  FORMCHECKBOX 
                                   partially  FORMCHECKBOX 

By employer  FORMCHECKBOX 
  grant  FORMCHECKBOX 
 No.:                      host institution  FORMCHECKBOX 
                  other  FORMCHECKBOX 


	Other expenses (e.g. tickets, registration fee etc.) will be paid: (please mark with X) :

Department budget   FORMCHECKBOX 
                                     

grant  FORMCHECKBOX 
 No.     
Other funds  FORMCHECKBOX 


	I require a cash advance:       yes  FORMCHECKBOX 
         no  FORMCHECKBOX 
  to be picked up on  (specify the date)      


	Sum of cash advance:

	I certify that all above mentioned information is true.

Date:                                            Signature: 


3) Approval of authorities (before the trip)
	Department Head:                                                                          date                            signature                 

	Vice-Dean                                                                                      date                            signature                 

	 Rector/Dean                                                                                
date                            signature                 


4) Finances
	Cash Advance
	Currency I        
	Currency II        
	

	Per diem: days      hours     
Daily rate:      
	     
	     
	

	Pocket money  if applicable
	     
	     
	

	Registration fee
	     
	     
	

	Accommodation expenses
	     
	     
	

	Travel costs
	     
	     
	

	Unexpected expenses
	     
	     
	

	Total:
	     
	     
	


5) Travel timetable (to be filled in after the trip)
	Date 
	Departure
(place and time)
	Actual time of Czech border crossing  (place and time)
	Arrival
(place and time)

	     
	     
	     
	     

	     
	     
	     
	     


	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	Report on the business trip was written (date):      

	Date and signature:      


6) Vyúčtování

	MĚNA:
	Valuty I     
	Valuty II     
	CZK     

	Stravné
	     
	     
	     

	Kapesné
	     
	     
	     

	Ubytování
	     
	     
	     

	Vedl.výdaje
	     
	     
	     

	PHM
	     
	     
	     

	Jízdné
	     
	     
	     

	Použití soukr.vozidla
	     
	     
	     

	CELKEM VÝDAJE
	     
	     
	     

	ZÁLOHA
	     
	     
	     

	Doplatek (rozdíl –)
	     
	     
	     

	Přeplatek (rozdíl +)
	     
	     
	     

	PŘEPOČTENO Kč
	     
	     
	     

	Zahraniční pracovní cesta hrazena z účtu:      

	Datum a podpis zaměstnance,  který upravil vyúčtování: 

	Datum a podpis pokladníka: 

	Datum a podpis zaměstnance odpovědného za proplacení CN: 


7 Approval of authorities (after the business trip)
	Department Head:                                                                          date                            signature                 

	Vice-Dean                                                                                      date                            signature                 


