MOLDOVAN RESEARCH AND DEVELOPMENT ASSOCIATION


TRAVEL REQUEST

	Section I: Project Information

	AWARD NUMBER
	
	Request Date


	

	QUARTER #
	
	Quarter Start Date
	

	
	
	Quarter End Date 
	

	PRINCIPAL INVESTIGATOR
	

	Recipient Institution
	


	

	Traveler’s Name  (Family, First)
	

	Passport Number 
	

	Traveler’s ID Code 
	

	Bank Name 
	

	Traveler’s Bank Account in MDL 
	

	Traveler’s Bank Account in USD 
	

	Traveler’s Phone Number
	
	E-Mail Address
	


	Section III: Trip Information

	
	City/Country
	Arrival Date
	Departure Date



	Departure Point
	
	
	

	Destination 1
	
	
	

	Destination 2
	
	
	

	Destination 3
	
	
	


TRIP PURPOSE: Please provide a DETAILED description of the PURPOSE of the trip and attach copies of official invitations, list of meetings, etc. for each destination. For conference participation, please attach copies of scientific abstracts, conference presentations, posters, etc. for each event.
	


	Section IV: Expenses Estimate

	Item Description
	To Paid in ADVANCE by MRDA
	To Be Paid as REIMBURSEMENT at the Conclusion of the Trip 
	MRDA Approval

MRDA Use Only

	
	Requested Amount
	Estimated Amount
	Approved Amount in 

	
	MDL
	USD
	MDL
	USD
	MDL
	USD

	Plane Ticket(s) 
	
	
	
	
	
	

	Travel Allowances (includes Meals &Incidentals and Lodging)
	
	
	
	
	
	

	Ground Transportation (train, bus, taxi)
	
	
	
	
	
	

	Visa Fees
	Reimbursement Only
	
	
	
	

	Medical Insurance
	
	
	
	
	
	

	Conference Fees 
	
	
	
	
	
	

	Other Expenses
	Reimbursement Only
	
	
	
	

	TOTAL
	
	
	
	
	
	

	Description of other expenses
	ALL EXPENSES MUST BE FULLY DOCUMENTED WITH CORRESPONDING RECEIPTS AND OTHER SUPPORTING DOCUMENTATION
	


__________________________________________________________



Signature of Traveler and Date

__________________________________________________________
Signature of Project Director/Principal Investigator and Date

	Section V:  MRDA Use Only

	Sub-Category
	MDL Amount
	Exchange Rate
	USD Amount
	Date of Payment
	Approval Signature & Date

	Transportation
	
	
	
	
	

	Insurance
	
	
	
	
	

	Travel Allowances
	
	
	
	
	

	Notes:


Trip Request Instructions
1) A travel request must be submitted AT LEAST TWO WEEKS prior to each trip for which advance payment (of any kind) is requested from MRDA. Requests received less than two weeks in advance will be processed as REIMBURSEMENTS and payments will be made to the traveler only at the conclusion of the trip and submission of the Trip Report and corresponding receipts. Please take this into account when planning project-related travel.
NOTE:  No payments can be processed until MRDA receives confirmation that the traveler has obtained the approval of the PI/Project Director and all necessary visas.  

2) Trip arrangements must be made in accordance with the terms and conditions of the Project Agreement.

3) The travelers under ALL programs MUST obtain acceptable medical insurance valid for the duration of the proposed trip. 
4) Please, be aware that you are responsible for submission of the original receipts for documenting use of advance payments or when requesting reimbursement of additional travel-related expenses. 

5) Payment for airline tickets will be made only upon a traveler’s confirmation that a valid visa for the respective country has been obtained. Plane tickets to be purchased in advance by MRDA on the traveler’s behalf may only be obtained from a travel agent authorized by MRDA. Travelers may purchase their own tickets, subject to the terms of the project agreement/award notice, and request reimbursement if preferred. All tickets must comply with the terms set forth in the MRDA Project Agreement.
6) As the confirmation of the reasons of the trip and for advances of travel allowance, ticket, conference fee the traveler should attach to the travel request form the copy of appropriate documents: invitation, reservation of the ticket, filled registration form. 
7) All travelers must submit a satisfactory trip report (Financial and Narrative) to MRDA within three (3) days of the conclusion of any trip funded in whole or in part with funds provided by MRDA.

8) Failure to submit trip reports in a timely manner may result in the traveler no longer being eligible to receive advances for future travel or other administrative actions on the part of MRDA.

9) MRDA reserves the right to demand repayment of any funds paid in advance in the event of a traveler’s failure to submit a satisfactory trip report.

10) MRDA reserves the right to decline any request for advance payment at any time and for any reason.

11) Expenses incurred for visa fees, ground transportation, and other expenses over and above approved travel allowances, will be paid on a reimbursable basis upon submission of an acceptable Trip Report and presentation of corresponding receipts at the conclusion of the trip.  All reimbursements are subject to availability of funds in the project budget.

12) Fill out the travel request form and submit a paper copy of the document to the MRDA.  







MRDA FORM #3 TRAVEL REQUEST


