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Required Documents for Business Travel

Documents confirming business o . .
Traveler Destination details Documeni[:ssu\i)erlr‘llifgf :%%e?%}sll él Eﬁls i:onducted Documents verifying air travel
[submit before the trip] P
A document confirming travel One of the following documents verifying that business was One of each of the following three documents (Gf the itinerary can be verified by @), then @ is
duration, destination, and business conducted (photocopies are accepted) not required.)
activities 1) Conference attendance certificate D D t confirmine the iti d cost of vl tickot
[Examples] *If printable in advance, submit along with a nametag holder or [Eocumeln ]COI’I H:Emtl.ng ne 1 .lnerfz.’ll.ryh%n hcog {) b '%}?e .1§ ets. 1 firmine th
+ Meeting notification or similar similar item certifying that the applicant was actually present tr;\?elilgrizng:r?leil%(sm’ mvoice, thght schedule with airiare, or email conlirming the
documents announcing the official at the site. :
name of conference or event, venue, | 2) Meeting agenda ® D ¢ o ¢ and cost of bl ticket
Tokyo Tech date, and duration. If the traveler 3) Name tag issued by the organizer [Eocumeln ]Veorl. y.lnglpayn.leil ana Cols‘ orp an% icxe S'th " ler’ dit;
faculty and will make a presentation at the 4) Business card of the other party to visit xa}mri e? ATII\I/[gma recilpl., Orlilrta 1nV01%e -St' OIZV ltng e d]_rive %]f stn‘?me af; ﬁ m?ra]?}’l’
tudent conference, a program showing the 5) Photograph showing the traveler and the conference banner origina. or 4 payment slip, photocopy ot eticket or credit card statement showing the

S(;lra%léls traveler’s name or similar 6) Group photograph of the conference amount paid.
document. 7) Photograph of the traveler conducting the business o .

Sl}fig\?ircliiiis) - Email or other correspondence 8) Photocopy of research notes ® ][;])E]ocumelrlt ]V grlfy_lngltglat Eihe traveleli hl?d flown als planr}fd: " tificat - inal
confirming the appointment with 9) Email between the traveler and the organizer sent after the Xamples] Uriginal boarding pass stubs, original security imnspection certiticate, origina
the other party at the destination ovent boarding information, original check-in baggage tag, boarding certificate, mobile

' oo : boarding pass for international flights with two-dimensional bar code.
10) Other documents verifying that business was conducted.
dlgi(ﬁéz%%gi?lcfﬁrazvgre}fcsivygii?ut such gﬁéﬁfg‘?g on of Business Travel (or equivalent) can be *If the airfare is borne by the other party, submit a document confirming the itinerary alone.
If none of the above are available, describe business details
including dates and times in the Outcome of Business Travel
| _ section of the Business Travel Report.
Tokyo Tech
faculty Meeting notification, email requesting

(costs borne the traveler to attend, or similar No submission is required. No submission is required.

by the other documents.

party)

One of each of the following documents Gf the itinerary can be verified by @, then (D is not
required.
Document confirming the itinerary and cost of plane tickets.
@ Document verifying payment and cost of plane tickets.
(For examples of @ and @), refer to the section above in the “Tokyo Tech faculty and
) students” row.)
T lI{nm%‘e N A document confirming travel ® Document verifying that the traveler had flown as planned. o ]

Personnel okyo lech | duration, destination, and business One of the d " fving that busi ducted [Examples for outward route] Original boarding pass stubs, original security inspection

from non- activities. ne ol the documents verifying that business was conaucted. | certificate, original boarding information, original check-in baggage tag, mobile boarding pass

Tokyo Tech . . y for international flights with two-dimensional bar code, boarding certificate.
organizations For examples, refer to the section Refer to the section above in the “Tokyo Tech faculty and [Examples for inward route] Photocopy of boarding pass stubs, photocopy of security

in Japan above in the “Tokyo Tech faculty and students” row. inspection certificate, photocopy of boarding information, photocopy of check-in baggage tag,

students” row. mobile boarding pass for international flights with two-dimensional bar code, boarding
certificate.
Outside Same as the section above in the “Inside Tokyo Tech” row.
Tokyo Tech [Examples for two-way route] Photocopy of boarding pass stubs, photocopy of security
(no visit to inspection certificate, photocopy of boarding information, photocopy of check-in baggage tag,
Tokyo Tech mobile boarding pass for international flights with two-dimensional bar code, boarding
premises) certificate.
One of each of the following three documents Gf the itinerary can be verified by @), then D is
not required.)
Document confirming the itinerary and cost of plane tickets.
Document verifying payment and cost of plane tickets.
(For examples for gﬁ and @37, refer to the section above in the “Tokyo Tech faculty and
Inside A document confirming travel students” row.)
Tokvo Tech : . . ® Document verifying that the traveler had flown as planned. )
Invitees from OKyo Lec g:éiﬁ?:s’ destination, and business [Examples for outward rqute] Original boarding pass stubs, original check-in baggage tag,
outside ) No submission is required boarding certificate, mobile boarding pass for international flights with two-dimensional bar
. ) code.

Japan For exgmple% refer to the section [Examples for inward route] Photocopy of boarding pass stubs, photocopy of check-in baggage
above in the “Tokyo Tech faculty and : fip : e : :
students” row tag, boarding certificate, photocopy of plane ticket, photocopy of e-ticket, mobile boarding pass

) for international flights with two-dimensional bar code.
Outside Same as the section above in the “Inside Tokyo Tech” row.
Tokyo Tech
(no visit to [Examples for two-way route] Photocopy of boarding pass stubs, photocopy of check-in
Tokyo Tech baggage tag, boarding certificate, photocopy of plane ticket, photocopy of e-ticket, mobile
premises) boarding pass for international flights with two-dimensional bar code.

Note: If there is no document verifying that business was conducted, a Confirmation of Business Travel form (or a document containing equivalent information) can act as a substitute. The form can be downloaded at the Purchase
Request System under the “Travel Related” section of “Manuals (&5 ~=a27 /L 1-TikZRE{%1)”. Submission of boarding pass stubs and receipts is not required if plane tickets were arranged by the JTB. However, submission of
boarding pass stubs is still required if the flight was changed for any reasons or if travel expenses are covered by external funds whose names are marked with the star (). For documents required for long-distance express bus, boat,
package tours, railways and buses in foreign countries, visa fees, cancelation charges, and receiving payment on behalf of invitees from outside Japan, refer to the “Manuals (&5 ~<=27JL)” of the Purchase Request System. Rules

stipulated by external funds, if any, must be followed.



