The Graduate School of Media and Governance Research Fund
Reimbursement Request Form  <<Transportation Expenses>>
To the President: 
	Date
	Purpose
	Route
	Amount
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	Commuting route:

(not reimbursable)
	From:
	To: SFC 
	Via:
	Total:


	Faculty Member in Charge
	
	□ Approved by the faculty member.

	Claimant’s Name
	

	Claimant’s Email Address
	


Method of Reimbursement

	 Bank Transfer
	Bank Name
	

	
	Branch
	

	
	Savings Account Number
	
	
	
	
	
	
	

	
	Account Holder Name
	Katakana
	

	
	
	


Notes:

· Include documentation of purpose (e.g., conference materials, appointment correspondence, or survey trip plan)
· Include documentation verifying route, distance and fare (e.g., screenshot of a web search)
· 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
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