
2017年4月改訂
Request for Domestic Trip
	Date of request for the trip
	年　　月　　日
	起案日
	年　　月　　日
	文書番号
	第　　　　号

	Please fill in the sections within the heavy-lined frames, print a double-sided copy and submit it. 
Do not use erasable pen such as FriXion Ball.

	承認欄
	起案箇所（経費負担箇所）
	所属箇所
	旅費計算箇所確認欄
	研究支援課／研究総合支援課(上記箇所で旅費計算する場合のみ）

	
	
	
	
	

	
	年
	月
	日承認
	年
	月
	日承認
	
	年
	月
	日確認

	
	箇所長印
	事務長・課長印
	担当者印
	箇所長印
	事務長・課長印
	担当者印
	
	課長印
	担当者印

	
	
	
	
	
	
	
	
	
	


	出張者
	Affiliation
	Status and role in the research organization
	Name of the person going on this trip

	
	
	Status：
	
	seal or signature)

	
	
	· Research representative　
· Co-researcher
☐ Research collaborator

□ Other（　　　　　　　　）
	
	

	
	
	
	（自筆の場合押印不要）

	
	
	
	Faculty ID Number/Student ID:

	
	
	

	When Waseda students or JSPS Research Fellowship for Young Scientists fellows make business trips, they must obtain their instructors’ approval. (The instructor’s seal must be placed in the instructor’s approval section below.)

	Name of supervisor (faculty) or supervisor of JSPS Research Fellowship for Young Scientists
	
	Seal



	In the case of TOKUTEI KADAI, KAKENHI or public research funds, please specify in the sections marked ★.


	★ Research category (name of research fund) and project number
	

	★ Name of research representative (university) and name of project leader
	


	Destination
	
	Prefecture
	
	City/town
	

	
	Institution to be visited
 (in detail)
	

	Period
	From      /      /20       to      /      /20       < including [   ] nights en route (in car or on plane) >

	Purpose
	□Academic conference
	□Research trip
	□Trip for student guidance
	□Other

	
	Name of academic society　　　　　　　　　　　　　　　　　　　　　　　　　　

*Conference program or letter of invitation to the conference or symposium must accompany this request form.

　　　　　　　　　　　　　　　　　　　　

	
	Status in the society　□ Board member (Society position:      )　　□ Research presentation　　□ General participation

	Outline of visit
	Please specify the concrete purpose of the trip. In the case of student guidance, attach the plan with a breakdown.

In the case of a meeting with someone, write the name and affiliation of the person with whom the meeting is arranged. 
Please submit Research Trip Report　form within one week after returning from the trip.

	
	

	Classes during this trip
	Will you have to cancel classes during this trip?　　□Yes　　　□No
（※If you have chosen “Yes”, please submit “Application for Class Cancellation & Make-up Class” to the Administrative Office.）


                                                                                     Please see the other side of this page.
2017年4月改訂
Request for Domestic Trip
	Please fill in the sections within the heavy-lined frames, print a double-sided copy and submit it. 
Do not use erasable pen such as FriXion Ball.

	Name 　　　　　　　　　　　　　　　（ Faculty ID/Student ID：　　　　　　　　　　　　　）

	Fund  Circle all funds which apply or provide the exact title of funds used.　

	Internal expenses 　① Individual Research Allowance 　② Academic Conference Business Travel Subsidy 　③ International Academic Conference Business Travel Subsidy 　④ Tokutei Kadai (A, B, Kiso, Newly-hired)　⑤ Juten Grant　⑥ General research fund　
⑦International conference presentation subsidy　⑧Other internal expenses（　　　　　　　　　　　　　　　　　　　 ）
External expenses 　⑨ Kakenhi (Grants-in-aid for scientific research)
⑩ MEXT project　ｱ. Human Resource Development Program for Science and Technology 　ｲ. Strategic Funds for the Promotion of Science and Technology　　 ｳ.Other（　　　　　　　　　　　　　　　　　　　　　　　　　　　　　　　　 ）
⑪ Other ministry projects　ｱ. Health and Labor Sciences Research Grant（Ministry of Health、Labour and Welfare）　ｲ. Environment Research and Technology Development Fund（Ministry of the Environment）ｳ. Other （　　　　　　　　　　　　　　　　　　　 ）
⑫ JST project　ｱ. Exploratory Research for Advanced Technology 　ｲ.  Other （　　　　　　　　　　　　　　　　　　　　）
⑬ NEDO project（　　　　　　　　　　　　　　　　　　　　　　　　　　　　　）
⑮ Other government related organization（　　　　　　　　　　　　）⑯ Indirect expenses　　⑰ Local government（　　　　　　　　）
⑱ Foreign ministry/research organization or international organization（　　　　　　　　　　　　　　　　　　　　　　　　　　　　　）
⑲ Special account for laboratory attached to the university　⑳ Designated donation　㉑ other external expenses （　　　　　　　　　　　）

	Other 　㉒ Personal fund　㉓ Subsidy from another organization; accounting not done by Waseda. (Provide details in the Remarks section)


	Route/Accommodation location If the space provided is insufficient, please attach a sheet specifying the route.　

	Confirmation of transportation costs：

Please check □ on the right.
	The section covered by a commuter pass provided by Waseda commuting allowance is included in this travel route.

	
	□ Yes  (Duplicated section: between                 station and                station

　　　　 via                  )

	
	□ No   (also check here if no commuting allowance is provided)

	
	Date
	Departure time
	Departure place
	Date
	Arrival time
	Arrival place
	Public transportation used and costs 
	Accommodation location

	Route
	/
	：
	
	/
	：
	
	Shinkansen (Nozomi, Hayabusa, Komachi, Mizuho or other) 

Via
	

	
	
	
	
	
	
	
	Express, JR, etc：
	

	
	
	
	
	
	
	
	Use of Class J, mileage or free coupon
	

	
	
	
	
	
	
	
	Bus, other:   (\           )        
	

	
	/
	：
	
	/
	：
	
	Shinkansen (Nozomi, Hayabusa, Komachi, Mizuho or other) 

Via
	

	
	
	
	
	
	
	
	Express, JR, etc：
	

	
	
	
	
	
	
	
	Use of Class J, mileage or free coupon
	

	
	
	
	
	
	
	
	Bus, other:   (\           )  
	

	
	/
	：
	
	/
	：
	
	Shinkansen (Nozomi, Hayabusa, Komachi, Mizuho or other) 

Via
	

	
	
	
	
	
	
	
	Express, JR, etc：
	

	
	
	
	
	
	
	
	Use of Class J, mileage or free coupon
	

	
	
	
	
	
	
	
	Bus, other:   (\           )  
	

	
	/
	：
	
	/
	：
	
	Shinkansen (Nozomi, Hayabusa, Komachi, Mizuho or other) 

Via
	

	
	
	
	
	
	
	
	Express, JR, etc：
	

	
	
	
	
	
	
	
	Use of Class J, mileage or free coupon
	

	
	
	
	
	
	
	
	Bus, other:   (\           )  
	

	Confirm the attached document
	Items which must be submitted
	Items which must be submitted as required

	
	[In the case of travel by air with costs covered by Waseda]
	✔ Program of or invitation to an academic society meeting or symposium (in the case of a trip to 

attend an academic society meeting).

	
	✔ Airfare estimate or bill
	✔ Statement of reason for using taxi (free format). It is permissible to provide this in the remarks section of the Request for Overseas Trip form)

	
	✔ Itinerary stating the flight number and class
	✔ Business trip plan (free format). Please submit in cases such as multiple sources of funding, multiple purposes of travel, or multiple destinations with different daily allowances.

	
	
	✔ In the case where the total of transportation costs and accommodation charges is indicated in a bill or a receipt, please attach as detailed a breakdown as possible.

	Travel expenses calculation method  Please check the □ that applies. If no box is checked, calculation will be the maximum amount.

	<Accommodation expenses>    
□Accommodation costs NOT required.
	<Daily allowance>　　
□Daily allowance NOT required.

	□Applying for the maximum allowable amount.
	□Applying for the maximum allowable amount.

	□Applying for individual rate of ____________ yen/day (within allowable limit).
	□Applying for individual rate of ___________ yen/day (within allowable limit)

	□Applying for the actual cost (within the limit; receipts attached)
※宿泊料･日当を個別設定する場合、100円単位で設定してください。
	Note: Please set the individual rates for accommodation and daily allowance as multiples of 100 yen per day.


2017年1月改訂
Request for Domestic Trip
	Please fill in the sections within the heavy-lined frames, print a double-sided copy and submit it. 
Do not use erasable pen such as FriXion Ball.

	申請者
提出日
	年　　月　　日
	起案日
	年　　月　　日
	文書番号
	第　　　号

	Name 　　　　　　　　　　　　　　（ Faculty ID/Student ID：　　　　　　　　　　　　　）


	旅費計算内訳＜事務担当者記入欄＞For administrative use only.

	区　分
	消費税コード

〈1〉or〈9〉
	消費税コード

〈2〉
	
	Remarks

	
	
	
	
	

	運賃・特急料
	
	
	
	
	
	
	
	

	航 空 運 賃
	
	
	
	
	
	
	
	

	空港使用料
	
	
	
	
	
	
	
	

	宿　泊　料
	
	
	
	
	
	
	
	

	日　　　当
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	<Subsidy from other organization>

	
	
	
	
	
	
	
	
	Name of organization：　　　　　　　　　　　　　　　　　　　　　

	計
	
	
	
	
	
	
	
	Content and amount：　　　　　　　　　　　　　　　　　　


 　※他機関から補助を受ける場合には、区分の空欄に「補助金額」と記載し、金額を該当する消費税コードの欄に計上して減じます。
2
1

