[image: image1.jpg]ISTITUTO
DI BIOROBOTICA






REQUEST FOR AUTHORISATION TO USE THE RESEARCH BUDGET FOR RESEARCH ACTIVITIES IN ITALY AND ABROAD 
To the Coordinator 
Please note:

· Students who want to carry out External Research Activities must obtain in advanced the authorisation from the Faculty Board;

· All PhD Students (including the students without scholarship) may request funding for External Research Activities, as explained in the Guidelines for External Research Activities Abroad.
The Undersigned,  _______________________________________born in__________________________

on _______________, nationality__________________, PhD student in BioRobotics enrolled in the ___________________ year of  the course with fellowship  ; without fellowship ; 
REQUESTS AUTHORISATION TO USE THE FUNDS PROVIDED FOR EXTERNAL RESEARCH 
ACTIVITIES FOR THE FOLLOWING PURPOSE:
( attendance at the Summer School ________________________________________________________
( attendance at the Conference/Workshop  __________________________________________________
( Short Research Period at external Institutions/Universities

( other (please specify) __________________________________________________________________

from___/___/20____ to ___/___/20____ 
(University/Institute)____________________________________
town________________________________________ country ___________________________________
REIMBURSEMENT POLICY: EXPENSES REIMBURSEMENT WILL BE DONE EXCLUSIVELY ON THE BASIS OF ORIGINAL RECEIPTS OF PAYMENT, AS DESCRIBED IN THE RULES ESTABLISHED BY THE “MANUALE DI AMMINISTRAZIONE” OF THE SCHOOL – “DISCIPLINA DELLE MISSIONI FUORI SEDE” SECTION
	EXPENSES 
	ESTIMATED AMOUNT
(to be filled by the student)
	APPROVED
AMOUNT

(to be filled by the secretary’s office)

	Travel: 

The use of ordinary means of transportation (such as trains, flights, subway, bus, etc.) is permitted. Taxis are only permitted for urban routes, and from/to the airports/train stations. 

The use of extraordinary means of transportation (personal car, rented car, taxi for extra-urban routes) is permitted only if specifically authorized and it is refundable up to the amount of a first class train ticket (if applicable).
	€
	€

	Meals:

On the basis of as established in the  “MANUALE DI AMMINISTRAZIONE”
	€
	€

	Lodging: 
You can book in a maximum three-star hotel


	€
	€

	Registration fee
	€
	€

	Total
	€
	€


The Undersigned declares that the registration fee does not include:       (  meals    (  lodging.
Note*:
Claim for reimbursement of meals and/or lodging expenses is not permitted if the registration fee includes meals and/or lodging.
Please find here enclosed:

· Agenda of the Workshop / Conference / Summer School (print out of web site information, invitation letters);

· Estimate of travelling expenses (lowest return fare);

· Other (please specify) ______________________________________________________________

On their return the undersigned undertakes to hand over the following to the PhD Secretary’s Office:

· list of costs incurred (if paid in foreign currency, the administrative offices will calculate the rate exchange); 

· Copy of Workshop/Conference/Summer School attendance certificate;
· Original travel return tickets, boarding passes, underground/train/bus tickets to and from airports/train stations, meals and lodging receipts/invoices;
· Copy of registration fee payment. 

Failure to deliver the above-mentioned documents will prevent the reimbursement of expenses and/or will lead to the return of any expenses paid in advance by the School. 

Furthermore, failure to deliver a copy of an attendance certificate will prevent the registration of the Workshop/ Conference/ Summer School in the student’s academic career.
Pisa, _______________

       PhD Student






         The Supervisor
_______________________




            ______________________

 
Note *: if the PhD Course regulation requires the authorization from the Advisory Board, such a request must be formally approved at the next Advisory Board meeting.

The Coordinator authorizes(








The Coordinator authorizes(








The Coordinator authorizes(











