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Annex B - Overseas Academic Activity Travel Report

This report should be submitted up to 30 days from the date of return to Israel

Date

Passenger's name

Sabbatical overseas trip: Yes/No

If Yes, denote the type of sabbatical:

Destinations and duration:

Sabbatical period:

Country Trip goal From date Until Date | Duration (days)
Flight Expenses details:
Flights Currency
From Destination Class Type Sum
Car Rental:
Dates No. of Nights Currency
From Until No. Country Type Sum
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Lodging (Include receipts):

Dates No. of Nights Currency
From Until No. Country Type Sum
Daily Expenses:
Dates No. of Nights Currency
From Until No. Country Type Sum

Other expenses (Include receipts):

Expense type: Currency

Type Sum

| hereby declare that:

| My expenses were financed/will be financed by another agent, as follows (Please
detail the amount and dates):

Lodging:
Daily expenses:
Flights:

Conference:

[ Other expenses : My expenses were not financed by any other agent
and | will not submit them to any other agent.

Faculty member’s signature:
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Annex D- LIST OF DOCUMENTS TO ENCLOSE WHEN APPLYING FOR
OVERSEAS TRAVEL EXPENSES REIMBURSEMENT

DOCUMENTS FOR ANY REIMBURSEMENT APPLICATION (MUST):

. Overseas Travel Report form — All filled in, in detail, and signed by the traveler. (See
Annex B.)

. Flight ticket (E-TICKET) — Full details of the itinerary .

. Border Control confirmation — Enclose the Israel Exit and Entry notes that are produced
by the airport biometric hand identification machine, or, alternatively, a photocopy of the
passport stamps or the Boarding ticket

* Refund of conference registration fees: conference dates from the conference
website/conference invitation.

ADDITIONAL DOCUMENTS TO BE ENCLOSED (MUST), BY REIMBURSEMENT
CATEGORY

. Refund of flight ticket expenses — Invoice + Receipt.
. Refund of Hotel bills - Invoice + Receipt.
In case a spouse or an escort shares the hotel room — only 75% of the bill would be refunded.

. Refund of conference registration fees, The invitation to the conference, including
registration fees, + Receipt.

. Refund of car rental expenses — Invoice + Receipt.

. Refund of public transportation expenses — only original receipts (such as bus/train
tickets) would be acceptable

Refund for public transportation to and from the airport and intercity transportation only.
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