Graduate School of Media and Governance Program Funds
Reimbursement Request Form  <<Domestic Travel Expenses>>
To the President:





   Application Date: YYYY / MM / DD

	Faculty Member in Charge
	
	□ Approved by the faculty member.

	Claimant’s Name
	

	Claimant’s Email Address
	


	Destination
	

	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
	/
	:
	
	
	

	Commuting route (not reimbursable)
	From: 
	To:　SFC
	Via:

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

	1        /
	
	¥

	2        /
	
	¥

	3        /
	
	¥

	Grand Total
	\


Method of Reimbursement

	 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
· Include documentation verifying route, distance and fare (e.g., screenshot of a web search)
· Include documentation which shows the purpose of the trip (e.g., conference materials, appointment correspondence, or survey trip plan)
· Glue receipts onto a separate sheet of A-4 sized paper such that they do not overlap
· Any portion of travel which is along the applicant’s normal route for commuting to the University will not be reimbursed, regardless of whether or not the applicant has a commuting pass
2021/05

