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Travel proposal
	This travel proposal must be filled in before any trip is made by SIPRI staff on behalf of SIPRI:

· any travel as part of funded projects and paid for by a grant from a donor, 

· or financed by SIPRI itself, 

· or funded by an external organization such as a trip to a conference, 

· or a trip to give a lecture with expenses payed by the host, or similar. 

The staff member must first fill in the travel proposal and submit it for approval to:

- the project leader and line manager for funded projects; or 
- line manager and director of studies for all other travel plans.

Once approval has been given and the travel arrangements have been made, the travel proposal (1) and the detailed travel information (2) must be sent to HR.

NB: The travel proposal has to be granted before the travel arrangements are made. 


	Name
	     

	Destination and purpose of trip
	     

	Means of transportation
	     

	Date of departure
	     
	Date of return
	     

	Travel cost supported by
	SIPRI   FORMCHECKBOX 
 External fund/donor/organization   FORMCHECKBOX 

Other (specify):                                                 FORMCHECKBOX 
  

	Name(s) of donor(s) and/or project(s) number(s)
	      specify if the travel is funded partly by different donors

	Maximum amount covered by the project (in the currency of the project)
	Flight/train:     
	Per diem:      

	
	Hotel:      
	Other:      

	Is it a trip to a potential high-risk country or area (travel discouraged by the Swedish MFA and/or the MFA of your country of citizenship)
	Yes   FORMCHECKBOX 
  No   FORMCHECKBOX 


If Yes, submit this form through your line manager to the DoS/Deputy Director. If authorisation is given by the DoS/Deputy Director, follow the specific rules set out in the Travel Policy and fill in the form: ‘Security Protocol’ 

	If yes, what makes travel to this country/area important and necessary and which security measures will be taken?

	     

	Other comments 

	     

	Signature Employee
	Date

	
	

	
	Signature
	Date

	Approved by Project Leader/Line Manager
	
	

	
	Printed name
     
	     

	Confirmed by 
Line Manager/DoS/Deputy Director
	
	

	
	Printed name

	     

	
	
	

	This section has to be filled in once the travel arrangements have been made:

	Name
	     

	Destination  
	     

	Date of departure
	     
	Date of return
	     

	Flight/Train info departure
	     
	Flight/Train info return
	     

	Hotel, name and address
	     


	Contact details (email, mobile phone)
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