[bookmark: _Toc387324377]Procedure for Requesting Business Travel and Reporting Expenses 

Following issuing a business trip order, AUA employees are obligated to follow the steps, listed below, when making business trip arrangements and reporting on expenses. 

1. [bookmark: _GoBack]Obtain a Business Travel Form from the AUA website
· complete and have it signed by the Department Head,  
· have it sealed by the AUA Administration, 
· have it signed and sealed at the travel destination point upon arrival and upon departure, mentioning the corresponding dates,
· have it signed by the Department Head and sealed by the AUA Administration after returning. 

If the travel form is not submitted to the AUA Financial Services Department, the disbursed money will be considered income for the employee and income tax (as well as mandatory cumulative pension fees for those born after 1974) will be withheld correspondingly from that amount and paid to the state budget. 
If the receipts are not provided, 11% tax will be charged on the disbursed amount. 

2. Submit a detailed Business Travel report on his/her expenses for travel to the AUA Financial Services Department within three days after returning to AUA 
· attach appropriate receipts in the format acceptable for tax inspection to the report,
· return unspent financial advances for the travel or request reimbursement for additional expenses, as authorized by the RA law.

