Kathmandu University 
Dhulikhel 
International Travel Report
This form must be filled in by the faculty and staff for the settlement of leave and travel-related expenses.
	Name
	____________________________________

	
Position
	
_________________________
	
Department 
	
__________________________

	
School 
	
______________________________
	
	

	
Travel Detail

	
	
	
	

	Purpose of the Visit
	____________________________________________________________

	
Travel Date
	
_______________to _____________
	
Institution 
	
____________________________________________________


	
	
	Country Visited
	_________________________

	Activities carried out 
	___________________________________________________________________________________________________________________________________________________________________________________________________________________________
__________________________________________________________________________________________________________________________________________________


	Achievements
	__________________________________________________________________________________________________________________________________________________________________________________________________________________________

	Total Expenses
	____________________________________________________________
	Funded by


	____________________________________________________



	If funded by KU 
	____________________________________________________________
	
	

	Arrangement of your regular work 
	__________________________________________________________________________________________
	

	Other Comments
	__________________________________________________________________________________________
	


Traveler’s Signature: ________________________________ Date: ___________________
Travel Report Endorsement (HR Division) : __________________________________________
Important Note: Faculty and non-teaching staff must fill in the Travel Report within 15 days after the completion of their travel. The travel report must be completed and submitted to the Human Resources Division. Account Division / Section will settle the travel advance only after receiving the approved travel report. 
