
To be completed by the unit implementing public 
procurement in the scope of arrivals of foreign guests  

Application number ………………………………….. 

Date of receipt and signature ………………………… 

Annex 1  
to Order No. 4/22 

 

Application for arrival from abroad  
 

Applicant's details: Name and surname ……………………………………………………................................................................... 

Applicant's organizational unit, department ……………………………………………………………………………………………… 

Phone number: …………………………….. e-mail address: ..………………………………................................................................... 

 

Name and surname of the person arriving from abroad ……………………………………….................................................................. 

Institution/University …………………………………………………………………………................................................................... 

Country …………………………………………………….. City ……………………………………………......................................... 

Date of arrival …………….…………………...……. Date of departure……………..………….……..……… Number of days ……... 

 Purpose of arrival: scientific and research conference  academic training  scientific and research activities  

 teaching conference  teaching activities  organizational arrival  

 training arrival study visit   summer school  

 other …………………………….   

justification of the application for arrival from abroad …………………………………………………………………………………… 

........................................................................……………………………………………………………………………………………...  

Types of benefits Estimated cost (PLN) Source of financing 

Trip:     airplane;    train … class;    bus;  

    company car;    other ……….  

  

Hotel services number of days x price/day     

Stay allowances* number of days x daily rate   

Other expenses   

 …………………….. 

 …………………….. 

 …………………….. 

  

Remuneration for the classes conducted number of hours x rate    

Total   
 

 Please prepare an advance payment for (type of benefit) ………………………………………………………………..................... 

 transfer to the applicant’s account in the amount …………PLN…..……………...……………………………………………. 
name and surname of the account owner, account number  

 transfer to the applicant’s account in the amount …………currency..…………………………………………………………. 
name and surname of the account owner, account number 
in IBAN format, SWIFT code 

 

Attachments: 

 document confirming arrival, i.e. invitation of a guest from abroad or correspondence confirming the dates of stay, offer/programme 

of stay, short description of activities carried out or other information;  

 other documents …………………………………………………………………………………………………………………….. 

 

………………….………………..                                                                             …………………………………………….. 
            (Date)           (Applicant’s signature) 

Opinion of the applicant’s direct superior ……………………………………………………………………………………………. 
(Date, signature and stamp of the head of the organizational unit) 

 

Confirmation of financial resources …………………………………………………………………………………………………… 
(date, signature and stamp (if in possession) of the person authorized to confirm financial resources) 

 

Additional information (to be completed by the unit implementing public procurement in the field of foreign arrivals): 

………………………………………………………………………………………………….……………………………………… 

…………………………………………………………………………………………………………………………………………. 
                                                                                                                                                                           (date and legible signature of the employee) 

Decision 

 I consent  

 I do not consent   

Remarks …………………………………………………………………………………..………………………………………………. 

.……………………………………………………………………………………………………………………………………………. 

     …………………………………………….. 
(date, signature and stamp of the Rector)  

 

*Due, if they result from the provisions of the concluded cooperation agreement or other document regulating rules of arrival of a guest from abroad (basis for calculating 
allowances has to be attached to the application).  


