
Business trips

	First name	Surname
	Department	Cell phone number

	Date of travel (from – to)
	Destination
	Purpose of the trip
		Cost of:
	Swedish kronor:

	Trip:	
	

	Accomodation:	
	

	Conference fee:	

	

	Other costs:

	
	 

	Total cost:	
	













	Allowances are received:                        ☐ Yes	☐ No

	Unit and object:

	Program should be attached.

	Travel within Europe (incl Norway, United Kingdom, Switzerland, Turkey): The completed form is sent to the department head for decision, who is responsible for distribution to relevant personnel and for archiving.
Travel outside Europe: Once the department head has made a decision, the completed form is submitted no later than 2 weeks before departure to the CEO's secretary for the CEO's decision. Distribution to affected personnel and archiving are handled by the CEO's secretary.
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