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Lodging expenses for business trips

When you stayed at accommodation that charges a fee, such as a hotel, during your business trip, submit a
proof of stay issued by the accommodation stating the name of the accommodation, your name, and the date
of your stay to JAIST.

X Please use either the JAIST form or the accommodation form.

In case your accommodation cannot issue a proof of stay, submit a receipt that indicates you stayed there. If
the name of the accommodation, your name, and the date of your stay is not shown on the receipt, also submit
a copy of the reservation screen of the booking site, a copy of the reservation confirmation email from the

booking site, or any other document that can support the information.

Proof of payment (receipts, etc.) for reimbursement of lodging expenses

@D Reimbursement of lodging expenses to the traveler is based on the actual amount incurred within the
limits of A&k #3 BI(JAIST travel expense rules). In addition, even if breakfast and dinner are not included
in the lodging expenses, meal expenses will not be reimbursed.

@ Necessary adjustments will be made for the reimbursement of lodging expenses to travelers when more
than one person stayed in one room, such as reimbursing the amount of lodging expenses divided by the
number of people stayed in the room.
<Example 1>
Two people (a JAIST staff and his/her family member) stayed in a twin room and the staff paid for the
hotel charge for the twin room — Half of the hotel charge for the twin room will be reimbursed to the
JAIST staff.
<Example 2>
Two JAIST staff members stayed in a twin room during a business trip, and one of them paid the hotel
charge for the twin room — The hotel charge will be reimbursed to the staff member who paid the hotel
charge, and the other staff member will not receive reimbursement for the hotel charge.

3 The above rules 1 and @ also apply to proof of stay.

If the accommodation where you stayed is an official accommodation, such as a guesthouse operated by a
national university corporation, you must also submit a proof of payment, and the actual amount incurred will
be reimbursed within the limits of R ZE#RBI(JAIST travel expense rules).

For non-JAIST members, if it is difficult to request a proof of stay or a proof of payment to confirm whether
or not the non-JAIST member stayed at a hotel, etc. during the business trip, the submission of these documents
can be omitted if the person in charge at JAIST* of the project in which the non-JAIST member is involved
confirms the stay.

$¢  The person in charge of the project (for administrative staff, a person at the position of section chief or

higher; for faculty members, a person at the position of assistant professor or higher).

In the remarks column of the H&1Tar 5 (K38 ){al(F5E K E)(business trip request form), please state that

you have confirmed the information about non-JASIT members, as shown in the example below.

I hereby confirm that (name of the non-JAIST member) stayed at the (name of the hotel) from (check- in
date) to (check-out date) (xx nights).




(School/department)
(Job title) (Full name) (Seal F[1)

6. This rules applies to business trips departing on or after January 1, 2022.



