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REFERRAL FOR SGH EMPLOYEE TO TRAVEL ABROAD
	Document number
	Date of receipt at SGH International Centre
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	APPLICANT
	LAST NAME AND FIRST NAME
	ACADEMIC TITLE AND DEGREE
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	PESEL / HEALTH SECURITY NUMBER
	TRAVEL DOCUMENT NUMBER (PASSPORT, ID CARD), DOCUMENT EXPIRY DATE 
	POSITION
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	PLACE OF EMPLOYMENT (COLLEGE, DEPARTMENT – INSTITUTE / ADMINISTRATIVE UNIT)) [footnoteRef:2] [2:  In the "Place of employment" section, please indicate the basis of cooperation (project title, contract of mandate, work, etc.)] 
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	/PLACE OF EMPLOYMENT (COLLEGE, DEPARTMENT – INSTITUTE / ADMINISTRATIVE UNIT)
	CONTACT PHONE NUMBER
	EMAIL ADDRESS
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	APPLICATION
	I request to be assigned for a business travel abroad in accordance with the conditions outlined below:

	TRAVEL PURPOSE
(describe in detailed dates, including event dates on site and check the appropriate box below)
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	☐	SCIENTIFIC/SPECIALIZATION INTERNSHIP
	☐	DOCTORAL/POSTGRADUATE STUDIES
	☐	CONFERENCES, SYMPOSIA, ETC.

	☐	CONDUCTING SCIENTIFIC RESEARCH
	☐	TEACHING ACTIVITIES
	☐	ORGANIZATIONAL TRIP

	☐	OTHER (SPECIFY)
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	Travel basis (enter the name of the program /project and check the appropriate box below)
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	☐	INTER-UNIVERSITY EXCHANGE
	☐	EUROPEAN UNION PROGRAMS
	☐	GOVERNMENT AGREEMENTS AND AGREEINGS

	☐	OTHER (SPECIFY)
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	PERIOD OF STAY ABROAD
	From
	Click or tap to enter a date 
	to
	Click or tap to enter a date 
	Number of days
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	NAME OF THE HOSTING INSTITUTION AND ORGANIZER
	LOCATION
	COUNTRY

	1.
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	2.
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	COMMITMENT
	1. I agree to settle the travel expenses and submit a written report within 14 days of my return from abroad. 
2. I consent to the processing of my data**

	DATE AND APPLICANT'S SIGNATURE
	Click or tap to enter a date 
     



	COMMENTS FROM SGH INTERNATIONAL CENTRE / MANAGING UNIT
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	REFERRAL
	I AM DIRECTING THE APPLICANT ABROAD WITHIN:
☐ LEAVE
☐ BUSINESS TRAVEL (APPLIES TO ORGANIZATIONAL TRIPS)
AND GRANTING THE FOLLOWING ALLOWANCES:

	No.
	Type of allowance
	Number of allowances
	Unit rate 
(+ currency)
	Total allowance amount 
(+ currency)
	Source of financing
(SGH sub-account number)

	1.
	Daily subsistence allowance
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	2
	Hotel allowance limit
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	3.
	Local transportation allowance (10%)
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	4.
	Travel allowance
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	5.
	Scholarship
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	6.
	Insurance
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	7.
	Conference fee
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	8.
	Visa fee
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	9.
	Air travel cost
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	10.
	Other travel costs [train / coach / car], including the Erasmus+ travel lump sum
	     
	     
	[bookmark: Tekst54]     
	[bookmark: Tekst55]     

	TRANSPORT
[TICK AS APPLICABLE]
	PLANE
	☐	RAIL
	☐	BUS
	☐	CAR
	☐
	[bookmark: Text1]INSTITUTION OUTSIDE SGH COVERS:     

	ALLOWANCE ITEM NUMBER:
(APPLIES TO FUNDS IN THE SGH ACCOUNT – TO BE COMPLETED BY THE EMPLOYEE)
	     
	__________________
	__________________

	SIGNATURE AND STAMP OF THE PERSON AUTHORIZED TO DISPOSE OF THE FUNDS
	__________________
	__________________
	__________________

	SIGNATURE AND STAMP OF THE PERSON CONFIRMING THE FUNDS IN THE BUDGET
	__________________
	__________________
	__________________

	SIGNATURES AND STAMPS OF THE PERSONS APPROVING THE TRAVEL

	DATE:      
	 DATE :     
	DATE:      

	UNIT HEAD
	DEAN / CHANCELLOR
	RECTOR


** INFORMATION ON THE PROCESSING OF PERSONAL DATA:
1. The controller of your personal data is the SGH Warsaw School of Economics, with its registered office at al. Niepodległości 162, 02-554 Warsaw, hereinafter referred to as SGH.
2. A Data Protection Officer has been appointed at SGH, who can be contacted by email at iod@sgh.waw.pl.
3. The personal data you provide will be processed for the purpose of implementing mobility activities related to teaching/training/conferences.
4. The legal basis for personal data processing is:
· Article 6 paragraph 1 letter a) of the GDPR. c 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) (OJ L 119, 4.05.2016, p. 1, as amended), hereinafter referred to as the GDPR, i.e., processing is necessary to comply with a legal obligation to which the controller is subject,
· Art. 6(1)(b) of the GDPR – i.e., processing is necessary for the performance of a contract to which the data subject is a party or to take steps at the request of the data subject before entering into a contract – in this case, a contract for an employee's travel for teaching or training purposes.
5. In order to implement the mobility program for teaching/training/conferences and conclude the contract, it is necessary to provide personal data. Failure to provide personal data will result in inability to participate in the mobility program.
The personal data you provide will be stored for a period of 10 years.
6. Your personal data will not generally be shared with other entities, except for entities authorized by law and entities entrusted by the Controller with data processing based on concluded agreements. In the case of booking and purchasing airline tickets, your personal data will be disclosed to the travel agency acting as an intermediary in the purchase, entities with which the agency cooperates under concluded agreements, and airlines.
7. The personal data you provide will not be profiled, and no automated decisions will be made based on this data.
8. You have the right to access, rectify, or restrict the processing of your data.
9. 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 GDPR.
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