
PROPOSAL AND APPROVAL FOR COMBINING OFFICIAL AND PRIVATE TRAVEL ABROAD
1. EMPLOYEE DETAILS
Name and surname: ____________________________________________________

Position: _____________________________________________________________
Organisational unit: ____________________________________________________
2. DETAILS OF THE OFFICIAL TRAVEL
Business travel order No.:

Purpose of the official travel:
___________________________________________________________________________
___________________________________________________________________________
Destination of the official travel:
___________________________________________________________________________
___________________________________________________________________________
Start of the official travel:
Place: _______________________________________
Date: ________________________________________
Time: ________________________________________
End of the official travel:
Place: _______________________________________
Date: ________________________________________
Time: ________________________________________
3. PROPOSAL FOR THE PRIVATE PART OF THE TRAVEL
I hereby propose that the above official travel be combined with private travel.
Start of the private part of the travel:
Place: _______________________________________
Date: ________________________________________
Time: ________________________________________
End of the private part of the travel:
Place: _______________________________________
Date: ________________________________________
Time: ________________________________________
4. ABSENCE FROM WORK DURING THE PRIVATE PART OF THE TRAVEL
For the private part of the travel taking place on working days or during working hours, I request approval for:
☐ annual leave
☐ use of accrued overtime hours
☐ other authorised absence:
Period of absence: from ____________________ to ____________________
Number of working days or hours:
5. EMPLOYEE’S DECLARATION
I hereby declare that:
· I am submitting this proposal before the commencement of the official travel;
· I am aware that the private part of the travel taking place on working days or during working hours must be approved in advance as annual leave, use of accrued overtime hours, or another form of authorised absence;
· I will obtain separate supporting documents for costs incurred in connection with the official travel;
· I am aware that only eligible costs relating to the official part of the travel will be reimbursed, and only up to the amount of costs that would have been incurred had the official travel not been combined with private travel;
· I will bear or reimburse any additional costs or differences in costs arising from the private part of the travel;
· I am aware that the private part of the travel cannot be claimed as official travel and that no reimbursement of costs arising from official travel is due for the duration of the private part of the travel;
· when combining official and private travel, I will act in accordance with the approval granted and the employer’s applicable rules;
· I am aware that the employer assumes no obligations arising from the official travel in relation to the private part of the travel.
Place and date: _______________________________________

Employee’s signature: _______________________________________

6. EMPLOYER’S DECISION
On the basis of the employee’s proposal, the combination of official and private travel abroad is:
☐ APPROVED
☐ NOT APPROVED
7. CONFIRMATION
This approval forms an integral part of, or an annex to, the business travel order for travel abroad.
Place and date: _______________________________________

Name and surname of the person exercising the rights and obligations of the employer, or of an authorised person: __________________________

