Appendix No. 1 to the “Procedure for foreign business trips of employees and trips abroad of non-employees”



	(unit stamp)
	[bookmark: Tekst50]Cracow,      

	TRAVEL APPLICATION
(please complete in block letters)

	[bookmark: Wybór9][bookmark: Wybór11][bookmark: Wybór26]employee |_|, doctoral student |_|, student |_|, person from outside UKEN who is a party to a civil law contract |_|

	Name and surname:
	

	Academic degree/title:
	
	Contact telephone number:
	

	Field of study:
	
	E-mail address:
	

	ID card or passport series and number:
	
	Civil law agreement or research project number:
(for persons outside UKEN)
	     

	UKEN unit:
	

	Registered address:
	

	Country, town, 
Host institution:
	


	Date of departure:
	Date of return:
	Number of days1:

	Research topic: 


	Type of benefits
in the appropriate currency
	Cost 
in the appropriate currency
	Source
of funding2

	Signature of the authorising officer, stamp

	Travel 3
[bookmark: Wybór18][bookmark: Wybór19][bookmark: Wybór20][bookmark: Wybór21]plane |_|, train |_|, coach |_|, car |_|
	[bookmark: Tekst66]     
	PROM Programme – Short-Term Academic Exchange, financed under the agreement with the Polish National Agency for Academic Exchange (NAWA)
Agreement No. BPI/PRO/2025/1/00020/U/00001.
	

	Visa:
	[bookmark: Wybór22][bookmark: Wybór23]yes |_|,    no |_|
	[bookmark: Tekst67]     
	
	

	Travel allowance: 
Local travel:
	1  x      
      x      
	     
     
	
	

	Subsistence allowance:
(number x daily rate)
	      x      
	     
	
	

	Hotel limits:
(number x price/night)
Lump sum:
(number x ¼ of the limit/night)
	      x      

      x      
	     

     
	
	

	
	Estimated cost:
	Payment in currency:  PLN |_|, EUR |_| OTHER: |_|

	 Foreign currency account number:


     Purpose of trip: 
	[bookmark: Wybór30]scientific research  |_|
	conference (active participation)     |_|
	conference (passive participation)     |_|         
	query  |_|
	[bookmark: Wybór39]training                     |_|  

	[bookmark: Wybór37]partial studies   |_|
	research internship                           |_|

	official/organisational        |_|  
	course                |_|
	lectures                      |_|

	consultations            |_|
	project meeting               |_|
	other, please specify................................................................................................



I undertake to settle the advance payment received within 14 days of my return to the country. At the same time, after the settlement date, I authorise the University to deduct the unsettled advance payment from my salary or scholarship in accordance with Article 87 of the Labour Code.  
	Signature of the travelling person:
	


  Is the trip being undertaken under a bilateral agreement? YES/NO

	Consent of the Director of the Institute/
Head of Unit/Chancellor/
Director of the Doctoral School
I hereby confirm that the employee's trip will not disrupt the teaching, research and organisational activities of the unit.






(signature and stamp)
	
business trip order 

referral abroad
	Consent of the Vice-Rector for Education and Development
I approve the trip on the above terms and conditions.







(signature and stamp)


Additional explanations on the last page

INFORMATION ON THE PROCESSING OF PERSONAL DATA
In accordance with Article 13 of Regulation (EU) 2016/679 of the European Parliament and of the Council of 27 April 2016 on the protection of natural persons with regard to the processing of personal data and on the free movement of such data, and repealing Directive 95/46/EC (General Data Protection Regulation) (Official Journal of the European Union L 119, p. 1) – hereinafter referred to as “GDPR” – representing the Data Controller: The University of the National Education Commission in Cracow informs that:
I. The Controller of your personal data is the University of the National Education Commission in Cracow, ul. Podchorążych 2, 30-084 Cracow.
II. The University of the National Education Commission has appointed a Data Protection Officer who can be contacted by phone at 12 662 62 06 or by email at  iod@uken.krakow.pl.
III. Your personal data will be processed for the purpose of preparing and implementing foreign trips, together with related technical and administrative activities, on the basis of your consent. 
IV. Your personal data will be processed for the period specified in the applicable law or for the duration of the employment relationship (including mutual settlements and for the period necessary to establish and pursue our own claims or defend against claims made against us, and for the period of document archiving).
V. Your personal data may be transferred to other recipients, such as:
· Ministry of Science and Higher Education (including the POLon system), 
· National Agency for Academic Exchange, 
· Embassies and Consular Units, 
· Polish Accreditation Committee,
· Banks,
· Partner universities.
VI. Providing your personal data is voluntary, but its processing is a necessary condition for participation in the trip.  
VII. You have the right to access and rectify your data, as well as the right to delete, restrict processing, transfer and object to processing in the cases and under the conditions specified in the GDPR.
VIII. You also have the right to withdraw your consent at any time without affecting the lawfulness of the processing performed on the basis of your consent prior to its withdrawal. Withdrawal of consent to the processing of personal data can be sent by e-mail to: bwm@up.krakow.pl, by post to the following address: Biuro Współpracy Międzynarodowej (International Cooperation Office), ul. Podchorążych 2, 30-084 Cracow, or withdraw it in person at the Office.
IX. You have the right to lodge a complaint with the President of the Personal Data Protection Office if you believe that the processing of your personal data violates the provisions of the GDPR.
X. Your personal data is not subject to automated decision-making, including profiling.
I confirm that I have read and understood the above information.


…………………………………………………………………
Place, date, legible signature


CONSENT TO THE PROCESSING OF PERSONAL DATA
I consent to the processing of my personal data for the purpose of preparing and implementing (by the International Cooperation Office) foreign trips, including related technical and administrative activities, in accordance with Regulation (EU) 2016/679 of the European Parliament and of the Council of 27 April 2016 on the protection of natural persons with regard to the processing of personal data and on the free movement of such data, and repealing Directive 95/46/EC, and in accordance with the information clause attached to my consent.
……………………………………………………………………………….
Place, date, legible signature

Additional explanations and instructions:

	1.
	Training leave:
An employee who is sent abroad for a period not exceeding 30 days is entitled to paid training leave in accordance with the rules applicable to the calculation of holiday pay. Paid leave is granted for up to 30 days of stay abroad, and unpaid leave for longer periods. A request for leave exceeding 30 days must be duly justified and approved by the head of the unit, and for paid training leave exceeding 90 days, also by the Institute Council.
Business trip order:
An employee travelling abroad to perform tasks assigned by the University in its interest at a specified time and place shall receive a paid business trip order.


	2.
	Sources of funding: 
Discipline Research Fund – no. 
European Union project (name, no.)
International project (name, no.)
Research project – no. 
Erasmus+
Own expense
Other; specify (inviting party, etc.) 


	3.
	Travel:
An employee travelling by their own car, upon written request, is entitled to reimbursement of expenses with the consent of the Vice-Rector for Education and Development: 
· up to the amount of the product of the number of kilometres travelled and the rate per kilometre in accordance with the statement on the vehicle mileage record card (the rate is determined by the employer on the basis of the relevant regulations). 

	
	

	4.
	The following must be attached to the travel application: 
· an invitation (letter, fax, e-mail) specifying the scope of services provided by the host, or 
the conference/congress programme with the title of the paper/poster, or
a brief description of the research being pursued (in the event of field research, library query, research within international research projects).
Employees travelling under direct exchange, intergovernmental agreements and the Erasmus programme are exempt from the obligation to submit invitations.  

	
	

	5.
	The condition for the implementation of the application is that the employee has settled accounts from their previous trip.

	
	

	6.
	Settlement of business travel expenses must be made within 14 days of returning from a foreign business trip. 

	
	

	7.
	The completed and signed “Travel Application” must be submitted to the International Cooperation Office no later than 14 days before the planned date of departure. If this deadline is not met, only a refund of the funds due will be possible.

	
	

	8.
	Employees and students of the University of the National Education Commission are required to purchase insurance valid in the destination country for foreign business trips. In addition, the European Health Insurance Card (EHIC) can be obtained from the National Health Fund, which entitles the holder to free healthcare in European Union countries.

	
	



NOTE: 
The application form can be downloaded from: 
Intranet – Form templates – Form templates of the International Cooperation Office
It should be completed on a computer or in block letters. The list of applicable daily allowances and hotel limits in individual countries is regulated by current regulations.
I authorise the collection of the currency due to the UKEN employee .............................................................................

holding identity card/passport no. ..................................................................................


………………………………….. 			
Signature of the authorising person (delegate)		




