	                  Moldovan Research and Development Association (MRDA)

	

	FINANCIAL TRIP REPORT 

	Section I: PROJECT INFORMATION



	MRDA  Project Number
	 
	Request Date
	 

	Project Director/ Principal Investigator
	 

	Institution
	 

	Telephone #
	 

 
	Fax #
	 

	E-mail Address
	

	 

	Section II: TRAVELER INFORMATION

 

	Traveler's Name 
	 
	Phone Number
	 

	Institution
	 
	E-mail Address
	

	Address
	 

	 

 

	Section III: EXPENSE SUMMARY

 

	EXPENSE TYPE
	Amount Paid in Advance by CRDF
	Amount of Actual Expenses in Units
	Currency
	Exchange Rate
	Actual Expenses in USD 
	Total Due To/(From) Traveler

	Plain  ticket(s)
	
	
	 
	
	
	

	Travel Allowances
	
	
	 
	
	
	

	Conference Reg. Fees
	
	
	 
	
	
	

	Ground Transportation (train, bus, taxi)
	
	
	 
	
	
	

	Visa Fees
	
	
	 
	
	
	

	Medical Insurance
	
	
	 
	
	
	

	Other
	
	 
	 
	
	
	

	Please describe "Other Expenses": 
	
	

	TOTAL
	
	 

 
	
	

	This table is for informational purposes only and does not constitute a payment request.  If no funds are due to the grantee, simply attach the receipts related to the expenses incurred.  If the amount paid in advance by MRDA exceeds the amount of allowable documented expenses, the balance will be deducted from future award payments.  If expenses exceeded the amount advanced, then the grantee should submit a completed Form#3 Travel Request with corresponding receipts requesting reimbursement for the amount due.
I certify that all expenses indicated above are true and correct, were incurred in compliance with the award conditions and were not previously requested. 

_______________________________________________________________


___________________

Signature of Traveler







Date

___________________________________________________________________________________________________



Print Name and Title

Approval of Principal Investigator:

______________________________________________________________


___________________

Signature









Date




	

	TRIP REPORTING GENERAL GUIDELINES

	

	(1) All travelers must submit a satisfactory trip report to MRDA within thirty (10) days of the trip completion funded in whole or in part with funds provided by MRDA.

	(2) Each trip report includes a narrative and a financial section. The financial report (MRDA Form#3-R Financial Trip Report) must be accompanied by a narrative report (MRDA Form#3-R Narrative Trip Report).

	(3) Original receipts are required for reimbursement of expenses. NO ORIGINAL RECEIPT=NO REIMBURSEMENT.

	(4) Failure to submit trip reports in a timely manner may result in the traveler no longer being eligible to receive advances for further travel.

	(5) 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.

	

	NOTES

	

	EXPENSE TYPE
	Allowable trip expenses include: plane tickets, ground transportation (train, bus, taxi), lodging, meals &incidentals, conference fees, visa fees, medical insurance, other-travel related expenses. Please specify Other Expenses - these could include but are not limited to translation of conference presentations, publication-related fees, etc.

	
	Plain Ticket 

	
	Ground Transportation (train, bus, taxi)

	
	Lodging Expenses

	
	Meals &Incidentals

	
	Conference Fees

	
	Visa Fees

	
	Medical Insurance

	
	Other

	
	List all trip related expenses in the financial report.  

	
	

	RECEIPTS
	The traveler must include all ORIGINAL plane ticket receipts (e.g. plane ticket stubs, boarding passes, etc.) when submitting the Trip Report, even if the ticket was pre-paid in advance by MRDA.

	
	Original receipts for lodging expenses e.g. hotel folios, invoices, receipts, etc. are to be submitted at MRDA.

	
	Original receipts for conference fees payments directly made by the traveler are required. 

	
	For expenses such as visa fees, medical insurance, ground transportation (taxis, train and bus tickets, rent-a-car) and other non-per diem expenses, original receipts are required, regardless of the amount of the expense.

	
	If funds were advanced to the traveler by CRDF for non-per diem expenses, receipts documenting these expenses must accompany the Trip Report.

	
	

	Travel Allowance 
	Calculate your ACTUAL travel allowance rates using the Travel Allowance Calculation Table On the MRDA Web Site.

	
	Location - List each location on your trip for which you are claiming per diem funds.

	
	Number of Days is used for the calculation of M&IE at the specific location. 

	
	Number of Nights is used for the calculation of lodging allowance at the specific location. 

	
	M&I allowance and Lodging allowance - List the applicable rate you are using for reporting purposes. 

	
	

	LODGING EXPENSES

 
	The confirmation of the number of days or nights could be made by the original tickets, hotel invoice, the copy of the authorization letter of the organization (for domestic trip only) or the copy of some kind of them if  these expenses is not  submitted for the reimbursement.

	
	Lodging expenses could be reimbursed up to the maximum allowable US government rates only upon original receipts.     

	
	Travelers are responsible for any expenses exceeding the maximum allowable US Government per diem rates.
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