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FA5E (8858) Glossary and Abbreviation

The Research Grant

MR ERE
The WISE Programme Research Grant

NU

RIFKRZ

Nagasaki University

NU WISE Programme

RIBAZSHAZRITOTS A
Nagasaki University WISE Programme

XERFE
MEXT Ministry of Education, Culture, Sports, Science & Technology,
JAPAN
_ RIBRZSHAFRTOT S ARIEE
The Office

The office of the NU WISE Programme

Management team

RPEMRIEEIER (BIEYD
Infectious Disease Research Support, Management Team

LSHTM

OY RYKRZEH/E » AFEFAER
London School of Hygiene and Tropical Medicine

JD

NU-LSHTM ER&EEI 00—/ VLNV ABI
NU-LSHTM Joint PhD programme for Global Health

NU Supervisory team

H=E

RIBRZDIBLIEEHEN PR T DHZE
Supervisory team where the Nagasaki University Supervisor

belongs

Corresponding staff of
NU Supervisory team
HESHFIBS

RBRZDEISEBHUENBEITDIHNENDSEHEBELESE
Corresponding staff of Nagasaki University Supervisor's

team belongs
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1. About NU WISE Programme Research Grant

The Nagasaki University (“NU”) WISE Programme Research Grant (hereafter “the Research
Grant”) is allocated to the Supervisor and the Supervisory team of WISE Programme student in order
to provide an environment to engage and support student’s research project and its activities. NU is
responsible for the management and operation of the NU WISE Programme that is a part of the
WISE Program of the Ministry of Education, Culture, Sports, Science and Technology, Japan
(“MEXT”). MEXT has allocated grants to the University to finance this programme, and the University
has set the regulations, policies and procedures in accordance with those of MEXT. Thus, NU is
obliged to manage the grant efficiently and with adequate accounting procedures.

The Supervisor has the authority to expend the Research Grant to accomplish assigned
responsibilities. Please ensure that the transactions are reasonable and necessary in your team’s
activities and projects. When students wish to use the Research Grant for their research activities,
they must first seek their Supervisor’s approval to proceed with payment. Please inform your
students to consult in advance if they wish to use the Research Grant.

This guideline outlines the flows of various procurement procedures for Supervisors and
Supervisory team, and is set in accordance with both MEXT and the NU procurement regulations.
The English guidelines is translated based on the Japanese guidelines in order to disseminate
further understanding of the programme and to make effective use of the Research Grant. The
Research Grant can only compensate for products delivered by March 31st or services completed by
March 31st of the fiscal year. Please note that the Japanese fiscal year starts from the 13t of April
until the 315t of following year March. Therefore all documents related to expenditure accounting
procedures must be completed by the set due date, which will be notified prior to the time of closing
the account. Usually, it’s the end of February. Please make sure to submit the requested
documents by the set deadline.
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2. Important notes for purchase using the Research Grant

1)
2)

3)

4)

5)

6)

7)

8)
9)

Students should first seek approval to use the Research Grant from their Supervisors.

If the total amount is ¥500,000 and above, please make sure the purchase is processed by NU
Management team.

Allocated Research Grant must be fully executed by the end of Japanese fiscal year, March.
Please note that the Research Grant cannot be carried over to the following year. (i.e. Purchasing
a flight ticket for the following year is not allowed)

Reimbursement for any expenditure without sufficient supporting documents is NOT allowed.

All the original documents (invoices, receipts, delivery notes) need to be submitted to
Management Team by the end of the fiscal year. Thus, please keep all the documents safe.

All item(s) (consumables not included) purchased for research expenses to students of unit price

¥100,000 or more using the Research Grant must be registered as capital item(s) to NU asset

inventory and must be returned to NU before graduation.

Computers and laptops, and items (excluding consumables) that a unit price is above ¥100,000
require submission of Purchase Equipment Form (Form 4), catalogue or spec to your NU

Supervisory team.
Students can choose advance payment only when the total amount is below ¥500,000.

Upon submission of all the necessary documents, Nagasaki University will reimburse the amount

into the student’s registered bank account.
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+ Students need approval from NU Supervisor for any
purchase
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+ Decide payment method 1)Invoice payment,
2)Corporate credit card*! or 3) Advance payment
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)

« Supervisor or NU Supervisory team makes purchase order
K Consult with Management team for payment JPY500,000

and above (Procurement department process) J
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+ Submit accounting documents (i.e. Quotation, Delivery note,
Invoice) to NU Supervisory team
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Corporate credit card will be suspended from February 15t to March 31st
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Important Note

A

students must return the item(s) to NU before graduation.

BADRBEDIEHDZBIFEIESNTRDET,

Expenditures made or payment methods used for purpose of personal benefit is
prohibited.
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All items purchased for students of unit price ¥100,000 or above using the
Research Grant will be registered as capital items to NU asset inventory therefore
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Procedures for purchasing items

The total amount per invoice (incl. tax and all charges) BELOW JPY500,000

® Students should first seek an approval to use the Research Grant from their Supervisors and
Supervisory team.

® Supervisory team should make sure that the supplier bank information is registered to
Nagasaki University before proceeding to purchase procedure.

® Corporate credit card (Mastercard) may be used only for items below ¥500,000 in total
amount. If supervisors or students wish to purchase item(s) using the corporate credit card,
they should first contact the corresponding staff of NU Supervisory team and send the URL
of online shopping cart of the website link where the details of the item(s) can be viewed.
Please note that the corporate credit card will be suspended from 1 February to 31 March
every year due to the fiscal year-end reason.

® Submit all accounting documents (see P15) to NU Supervisory team.

The total amount per invoice (incl.tax and all charges) JPY500,000 and ABOVE

® Supervisor or students need to send a quotation of the item(s) to Management Team.

® Once the purchased items and accounting documents are delivered, the signed documents
must be submitted by the end of the same delivery month to Management team. Please
make sure all the accounting documents have necessary information shown in page 15.

Inspection of the delivered item

® In principle, faculty or staff based at NU will conduct the inspection of the delivered items.
® For Joint PhD students based at LSHTM, an appointed NU staff will conduct the inspection.
To prove the delivery of the purchased items, supervisors and students must submit items
below. Please note that all the original documents must be submitted to NU by the end of
March therefore they should be kept safe.
1) Delivery note
2) Aclear photo of all purchased items to confirm the number of delivered items.
3) Aclose-up photo showing the specification of the products.
Delivery note and cover letters
® |f supervisors or students receive the purchased items and accounting documents directly
from the supplier, they must sign and submit the documents to NU Supervisory team
immediately.
® Please confirm that the accounting documents include all necessary information before
submission. (refer to P.15)
® For Joint PhD students based at LSHTM, please note that all the original documents must
be submitted by the end of March therefore they should be kept safe.

<Advanced payment by Students>

1.

Students are first required to obtain approval from their NU Supervisor for all expenditures.

Advanced payment by students is only allowed when the corporate card is suspended from use

between 1 Feb and 31 March. Please note that advance payments without prior approval may not

be accepted when purchasing items.

After obtaining approval from the Supervisor, the student can proceed to purchase the items by

advance payment when Corporate credit card payment or Invoice payment cannot be made.

Please note that without prior confirmation of any advance payment may be not accepted. When

students are approved for advance payment, they will need to submit the followings (see p15):

® Payment in cash: Original copy of the receipt. Receipts need to have all the necessary
information. (Date of purchase, name of the item(s), total amount, sign and the vendor)

® Payment using credit or debit card: The receipt and the credit/debit card statement which
shows 1) the transaction date, 2) card holder’'s name, 3) details of the purchased item(s), 4)
total amount and 5) billing address need to be submitted.
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4. HIREBEEDFRN Chart on Procedure for Arranging Business Travel

HEH'HET DIHS Business Travel for Supervisors

- BREBHFIBHE XD BRI VBEE
+ Corresponding staff of NU Supervisory team request through
the business trip navigator system

\
- BEER. MEESHREEERNTTREE
« After reguesting, submit the required supporting documents to

Management team
J

- BER TR, BESHEBYE L. BEFTOLVIRES, FNEHEESIEI
[CIRE

+ Upon completion of the travel, corresponding staff of NU
Supervisory team reports through the business trip navigator
system and submit additional supporting documents to
Management team. )

>
Y

SHENHNHET DIEES  Business Travel for Students

c BIRICDVNTIEBHE CBHESHFIBLBNSBEIEHN, BRPHEES (%D N
1) ZER L. BEREBD. B, MZEH « MTIVEOFEZTD

+ Students should consult their NU supervisor and Supervisory team
to obtain an approval for buisiness travel and complete Travel
Approval Application(Form1), then arrange flights, hotels, and etc. )
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+ Students need to submit Travel Approval Application(Form1) and
supporting documents to NU Supervisory team

J
" = N [ v \
 BSHESFHFIBEIBXOHRBUBE (BRBEOV_aPPILSR)
« Corresponding staff of NU Supervisory team request through the
buisiness trip Nnavigator system )

- BEEE. IBEES O3S/ RRTYa—)L - BRE - %1% 2. BB
E NG sl

« After requesting, submit the required supporting documents (flighjt
schedule, receipt and Form 1) to Management team

c HRR TR, BESHBHBRERBZOVOXIDHKES, HNERHE (BES - B8
MBINEE) ZEENNIED

+ Upon completion of the travel, corresponding staff of NU
Supervisory team report through the business trip navigator system
and submit additional supporting documents to Management team
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Procedures for arranging business trip

1. Complete Travel Approval Application (Form 1)

All students travelling for research activities must gather details relevant to the proposed travel and
discuss your scheduled plans before requesting an approval for travel with your NU supervisors. This
should include the expected period of travel, location and travel cost quotes or estimates.

The completed Travel Approval Application (Form 1) needs to be sent to NU supervisor and the
corresponding staff of NU Supervisory team for approval sign (e-signatures acceptable).

2. Submitting supporting documents

All students traveling must submit Travel Approval Application (Form 1) and supporting documents
(later mentioned) at least two weeks prior to the scheduled travel date to your NU supervisor and
corresponding staff of NU Supervisory team. The corresponding staff of NU Supervisory team will
request travel through the business travel navigator system. Submit the Form 1 and supporting
documents to Management team in Nagasaki University. (tmgh_jimu@ml.nagasaki-u.ac.jp).

X Please note that per diem and meal expense for students cannot be included in the travel cost due
to budget requlations.

3. Report (Submitting additional supporting documents)

Upon completion of the travel, all travelers are required to submit supporting documents (later
mentioned) to update any change in travel and/or travel costs at the earliest convenience.
Corresponding staff of NU Supervisory team will report the completion of your travel through the
business travel navigator system.
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€ Travel arrangements

Please make sure to seek approval from NU Supervisors before arranging any travels. If students
book any flights, accommodation and other travel expenses without the approval of NU Supervisor,
Nagasaki University will not cover expenses incurred up to that point.

In principle, students need to make your own travel arrangements by yourself. You may book your
flights and accommodation via online or any travel agency you would like to use.

In some cases, such as travelling overseas, it is possible to directly arrange travel with the
corresponding staff of NU Supervisory team. Please be sure to consult with NU Supervisors and the
corresponding staff of NU Supervisory team beforehand.

Y When making travel arrangements directly through Nagasaki University, please submit below
documents to NU Supervisor and corresponding staff of NU Supervisory team as soon as you have
scheduled your travel. The corresponding staff of NU Supervisory team shall contact Management
team (tmgh_jimu@ml.nagasaki-u.ac.jp) when all the necessary documents are ready. After arranging
the flights, Management team will send E-TICKET by email.

» Expected flight schedule
+ Valid passport (No need to submit from second time)
* Travel Approval Application (Form 1)

For documents required to apply for a business trip, please refer to the “List of Supporting
Documents for Business Trip” in page 20.

& Travel expenses
When combining business and personal travel, please note that if the duration of the stay at the
destination exceeds more personal than business, you may not be able to claim your travel

expenses.

#®Accommodation expenses
Accommodation expenses will be paid in accordance with the Nagasaki University Travel Expenses
Regulations. Please consult your supervisor for cases requiring judgement, as they will make the

final decision.

(Notes)
(1) The amount may be reduced at the supervisor’s discretion due to the Research Grant budgetary
constraints.
(2) The upper limit of the accommodation expense is one-half of the fixed accommodation fee set
under Nagasaki University Travel Expenses Regulations if choosing to stay at NU on-campus
facilities. (e.g. International House).
(3) The fixed accommodation fee will be reduced according to the number of travel days in one area.
(Reference)
The fixed accommodation fee in Japan is JPY 13,500 / night. (As of 2023/10. It is subject to change.)

¢ About accommodation

Please select an appropriate accommodation considering the safety and the maximum fixed

accommodation fee in the destination country.

10
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4 Submission of supporting documents

1) When requesting for travel (2 weeks prior to the traveling date)
Copy of completed Travel Approval Application (Form 1) (e-signature acceptable)
Flight schedule
» When arranging travel with Nagasaki University, submission not necessary
Original receipt of the flight ticket and breakdown (details including taxes)
VISA application fee receipts
Other expenses (i.e. Visa application fee)

2) Travel report
Original receipt of the flight ticket and breakdown (details including taxes)
Flight schedule
» If you have not submitted at the time of request.
Boarding pass/boarding certificate (Original copy needs to be submitted eventually)
Accommodation receipts
Other expenses (i.e. Visa application fee)

In principle, all original copies of boarding passes, certificates, and receipts need to be submitted to
Management team in Nagasaki University within 2 weeks upon completion of the travel. If you are
living outside Japan and submission of the original copy cannot be made immediately, we will process
by PDF of the original copies as a countermeasure. Please note that all the original supporting
documents need to be submitted to Management team through student’s NU Supervisory team by the
end of March (we will inform you for details at a later date by e-mail). (For LSMTH, to appointed NU
staff)

*Travel expenses will take 2 to 4 weeks to reimburse into traveler’'s registered bank account after
submitting the travel report documents. If Management team needs to ask you to submit additional
documents, it will take more days. In case of overseas remittance, the number of days until deposit
into registered bank may take longer because foreign remittance date is fixed in Nagasaki University.
(Every end of each month)

* Travel advances are available for students to assist defraying out of pocket cash while traveling for

an extended period of time. Please consult with NU Supervisors if you wish to do so. Students must
have an approval by NU Supervisor for travel advances.
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5. B&E&ZIVDFN Chart on Procedure for Paying Honorarium

- BHIC DRSBE - SHBEF. O=BEEE, O=HEF. @2
MEAS. O%INEEE. OFLRINE, BIHREZE U CERUICER

» Students should inform Management team through

students’ NU Supervisory team in advance following
information. 1) full name of the honorarium recipient and
his/her address, 2) period, 3) location, 4) work details, 5) unit
& payable price, and 6) calculation basis J

< BFER (BRN2) Z1ERk. SHBDFESICKIDU A VEIESE, (KFE
BIIERDT 1 VETD,

* Please fill in the Working Record (Form 2) with the
honorarium recipient’s hand written signature and researcher
(student)’s confirmation sign at the bottom.

HRIEENET UTHSZI, SHEE (ER3) ZERTD, £
?’@?‘él&iﬁ@b‘[?ﬂ%?ﬂ%’é‘:i@ CCERBUMFTHUNESHE (%2, 3) &
Fdun]

+ Please only pay upon completion of the work and prepare

the Receipt for Honorarium (Form 3). Submit the required
documents (Form 2 & 3) to Management team through NU
supervisory team as soon as the documents are ready. j

FEZNCHERBREICDONTIE, p21 MEERHER 81 Z w0,

For documents required for honorarium payments, please refer to the “List of
Supporting Documents for Honorarium Payments” in page 21.
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HABCHRIFHS

HEEZIDHEI BAICORBES - ZHeBE. QRBFLAB. OXMEHZM. @REAS.
OX%IhHEE. OBLRWEZ, BIEHEEE U CERMITER L TIES0,

ZHBICIIBFR (BRI 2) OERZERELTIIZS0, BFRESUFFEETHEH I DL DMK
L. BEDERISIRBEDOERY 1 VEMBICEDET, BRY YHENSEE, MNWFHSE
DTEFELADTIOIRLIES),

IR (k) [CTHEERMOBEEIE. RAEFNTT UTCH5#EEZH o TIIEE)., #
B2 DRERMEE R 3) OFFRK. REBMUBICEDET, %MéHE@ULEéﬂéé
BUCEEBMIETHESE (R 2. 3) ZRHES, XERIEDIER. T —Y9REREE
KB LURBZSE. RIR0T — YR ERRMDIEEBMURBICZDET, X— FL@A@ FTSE=TAN
XINDZE. ZHES « E - ZIEED R FEZRBLIESU.

ERSBR>

BARMANTHENHEE T DHEIHZET DE TCOEHRMELDEREZRE LTI,
BHORMBBIC—EICHENEZIN DB, RieBEDKRS. £/, XIhE8EEFZE L2
ARZERELUTEEN,

PFxR - TABFRE U TCRADREDUETTY, BIMEE TRADEEN I ICTES
WBE. —BRIOE-TamLEIN RBAZORFTFERDIBRE (BELBFED
DIEHRIBRBHZESR) FTICHMIFRAZRE LT ESN (OY RYDFEREAENSFE
MSNIZHENREDD.

RIBICHREITHEEXINDHES. AENLEREZHBEN\RA WEER) ZTV\WEID
T, ZHBORTOESHENMUECTT, SRICIFE[HEELEINDT, FAICEERYPRET
CE%<FSM

AEEZDHZS. KREOBINEEDOBREICE > TITHNDDT, EBDZARLNICE
DEI (éémﬁﬁ303§zﬁ§léiLz&bh.ﬁ%&biﬁh_ié§geaiﬁ%iﬁ%ﬂjﬂﬁb\Ziﬁ%éﬁ)o RIDBEN\DBEES
[CEDUTCEEBNEETDC L, FE. ERADIRITTERIRFERAELSIDMNDIE
[CROD. AGBIIBRLEDFEIDDELBRDCENDHVFT, FT. RitiRT THNIE
DESICKD, AZFTTHEODNDDCEHDD T, ZHEICIIBRINPRZE LR LU
9, SHEER2DBZE LU TEHEMRDAFINSNBEER>BRSEES0),

*HEDFHSICEAL. CRBPBRRDDBNISIBIHEE U IEERMI TITHEHMIZS0,
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Procedures for arranging to pay honorarium

When paying an honorarium, please inform Management team through students NU Supervisory
team in advance below information.1) full name of the honorarium recipient and his/her address,
2) period, 3) location, 4) work details (Terms of Reference, position & etc.), 5) unit & payable
price, and 6) calculation basis (No. of days, necessity to hire the person & etc.)

Please fill in the Working Record (Form 2) with the honorarium recipient’s hand written sign on
the Signature column and the researcher (student)’s confirmation sign at the bottom. Without the
confirmation sign, students will not be paid for insufficient documents.

If students wish to pay honorarium at their business trip destination, please pay upon completion
of the work and prepare the Receipt of Honorarium. (Form 3). Please be sure to get the address
and signature of the recipient of the honorarium. Submit the required documents to Management
team through the NU Supervisory team as soon as the documents are ready. If students request
proofreading, translation, data collection, etc., please submit deliverables such as manuscripts
and data.

<Important points>

If the honorarium is to be paid outside Japan, please submit documentation of the basis for the
calculation in the relevant country.

When paying honorarium to multiple recipients at once, please submit the list of recipients’ names,
addresses and payment amounts.

In principle, all original copies of Working Record and Receipt for Honorarium (Form 2 & 3) need
to be submitted to Management Team in Nagasaki University by the end of each fiscal year. If
you are living outside Japan and submission of the original copy cannot be made immediately,
we will process by PDF of the original copies as a countermeasure. Please note that all the
original supporting documents need to be submitted to Management team through student’s
Supervisory team by the end of March (we will inform details at a later date / For LSMTH based
students, please submit documents to appointed NU staff).

When paying an honorarium to recipients outside Japan or to recipients with foreign bank account,
Nagasaki University will make oversea remittance directly to the honorarium recipient’s bank. To
register the recipient’s bank account, please contact Management team in advance.

In the case of overseas remittance, date for foreign remittance in Nagasaki University is fixed
every end of each month. Documents need to be submitted by the beginning of the following
month of the relevant period to pay at the end of the month. Due to the exchange loss incurred
when converting to local currency and handling fees deducted at the local bank, the deposit
amount may be less than the paid amount. In addition, it may take several days for the deposit
to be reflected in the bank accounts due to the processing circumstances. Please inform the
honorarium recipient of the terms above in advance. Please let us know if the honorarium has
not been transferred after two months from the documents submission.

If you have any questions regarding the travel procedure please contact your NU Supervisory team
individually.
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6.

[=]]]

2
=

+2%0DY > )L Example of accounting documents

1. 8182 Quotation

Quotation BFEE
(Quotation No: BiEES)
(Supervisor or student name, Nagasaki University/

RIGAE BEHEFCIEREDERS)

item unit price quantity Sub total
A= B {iffi = /INET
flip chart £ 10.00 2 £ 20.00
Total £ 20.00

*Please state currency unit (GBSEEEINTCE)
We quoted as above as per your request.

CHRREICDOE EEEDBD ICREDE T,

(Date of Issue: ETEFEAB)
(Name of Supplier : #&%)
(Adress of Supplier : ¥&{EPT)
(Company seal / signature: *tED )

. EBRZE Invoice

Invoice FBRE
(Invoice No: FEREHES)
(Supervisor or student name, Nagasaki University/

RISKZE BEHESZIIERDRS)

item unit price quantity Sub total
A= i {ff HE /hEE
flip chart £ 10.00 2 £ 20.00
Total £ 20.00

*Please state currency unit (BEEEEZ N TCED

(Date of Issue: FTELAB)
(Name of Supplier : &%)
(Adress of Supplier : 2&1EFT)
(Bank information : OFE{BIR)
(Company seal / signature: #tEQ )

2,

Ed

A Delivery Note

Delivery Note #5222

(Supervisor or student name, Nagasaki University/

RIFRZ BEHEICITEFEDRS)

item unit price quantity Sub total
PTA=] B {iff BE /INET
flip chart £ 10.00 2 £ 20.00
Total £ 20.00

*Please state currency unit (B ERBEE M TCE)

(Date of Issue: &{TFELB)
(Name of Supplier : #2&%)
(Adress of Supplier : 2&XFF)
(Company seal / signature: #tE) )

4. 7EINE; Receipt

15

Receipt 78INE

(Supervisor or student name, Nagasaki University/

RIFRZ BSHEICIFTEFDKDS)

item unit price quantity Sub total
& B E fiffi HE /INET
flip chart £ 10.00 2 £ 20.00
Total £ 20.00

*Please state currency unit (B ERBEE M TE)
We hereby received the above amount correctly as
the payment for invoice No. Xxxxx.

BREES x x xICHD LA EIEICERUS

o

(Date of Issue: &{TELB)
(Name of Supplier : #2&%)
(Adress of Supplier : ¥&{EPT)
(Company seal / signature: FLED )




FAQ

(GRE)

Q HEZFECZMBSNCHEIE T, REEICHAITDIERREEHEATDCEEFTRED

A AROTT, BRFEICNSNZHDEE. BZFEOSEHEDLCHDICHEAITDCECE
STCWET,

Q FEAN—R(IRY-)FEDKLITEDICEZFTI D,

A A=y MBIROFRXEBRISEN— FRED TETDIEDICERTETET, FRSNE.
FRE, HREE, HEFICNRIDCLLATE I A, F2. BF2818~3831 BT
[FRATEEEA.

GG

Q FEZELNOIEHEDNT, FARENSREEZXINDCELQFTEDN, 2. 481 8IC
EHEIDHKRICXT LT, IBEEDOMENSHMEINNZTDCEFTEDD,

A TEFICh, FEEZFLH OICHERREEZIND CCIFTRELD. ZAFEELTH > TE
RT3 EETERN, BFEDICDONTE. BFEOHIENSDXRHICRDET,

Q 4 BICRESNDIERFZRICSNI DICHIBFED 3 BICMESEZEAT DT EFTRED,
A TETTI, Z0HE. BeRIBTUBE. MFEOMEENSZHERDIET,

Q BALERDRCHUELISDREOICHDEEZZHIT DT EIETRED
A MBESICSINDEIBICDONTIITEETIN, RITIESRZIAT T,

(Zfit])

Q U—2E, RTEN, ST Y RENENFREEZICHEE. BEBRIEDLDICETEIN
[FXNTIDH

A ZHRFHICERGL, FEZELENEERNICRDOONFTE A, OB 2EFFEZI
<EE URITNIFS5RNBEEHZEFECHDDIFEDH ZRD Lst E LTI IZE),

Q REEDSTLYREANE BIFECEIIANZT IUENDDHE. BIFEDHEIED
5B I D ELFTRED,
A RGTY, REENDSDZEBICTEDET,

FERICOVWTERRDMBDBADEP TS ENBNEL D, SHEET CTHEDRTE
LTWEELSIDBRBENNE LET,
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FAQ

<Expenditure on supplies>

Q. Is it possible to use this fiscal year's Grant to purchase consumables which will be used in the
following fiscal year?

A. No. The Research Grant allocated for this fiscal year should be used to implement the project

within this fiscal year.

Q What can the corporate credit card be used for?

A. For items that can be settled by credit card (Master), such as online shopping and article
submission fees. It cannot be used for conference participation fees, annual membership fees,
business trip expenses, honorarium, etc.. Please note that the corporate credit card is

suspended for use from 1st February to 31st March every year.

<Business travel>

Q. Is it possible to pay expenses from the current Grant for travel that crosses over the next fiscal
year? Also, can we claim the estimated payment from the current fiscal year's Grant for the travel
departing after 1st April (following fiscal year)?

A. No. The travel expense can be paid; however, the payment is to be split by the fiscal year. The
expense incurred until March is to be paid from the current Grant, and the one incurred after April

is to be paid from the following year's Grant.

Q. Is it possible to purchase air tickets for the April (following fiscal year) conference in March
(current fiscal year)?
A. Yes. In this case, you purchase the ticket yourself, and the amount will be reimbursed from the

following year's Grant after April.

Q. Is it possible to pay for insurance required for overseas travel?
A. No. The Research Grant does not cover the cost of travel accident insurance. However, the

Grant can cover insurance included in the airfare.

<Others>

Q. How should expenses be accounted for if the lease, maintenance or license contract extends
more than one fiscal year?

A. Regardless of the length of the period, contracts that extend across fiscal years are, in principle,
not permitted. If it is unavoidable to make a contract that extends over the following fiscal year,

only the expenses for the relevant fiscal year should be claimed proportionally.

Q. If advance payment is required, such as licence fees for the following year, can this be paid
out of the current year's Grant?

A. No, it is covered by the following year's Grant.

Please make a budget plan so that spending is not rushed at the end of the financial year.
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3

= ﬁﬂ?ﬁ% =L 1(Form 1)
HIEEEEE Travel Approval Application

form to be submitted two weeks prior to the travel date

g

Traveler's name:

HIRERS :

1. HERIEE (Travel details)
B2 (Period) :
HakHh (Arrival location) :
F#% (Destination) :
FAFFNA (Description of travel)
tBF A (Meeting with) :

7 ¥ % (L3R Schedule

REME (BHEL) RETFH . it

) Methods of A%k ;
Dept/arriv place : : S accommodation
(name of city) transportat Destination Description of travel (name of city)

ion

F£AH
YY, MM, DD

# dept

& arri

F dept

& arri

F dept

& arri

F dept

& arri

F dept

& arri

F dept

& arri

F dept

& arri

F dept

& arri

XBEX (954 bRTTa—)L, [tinerary)
BHETITIRBE IS,

*Please attach the flight schedule. receipt. statement or quotation (which shows the breakdown of the invoice).

2. #&% (Expense) :

58 #E 2 (Kenkyu Shido Keihi, Research Grant)
$5E# 84 (Supervisor's name) OOOO

W - SAED=&H. LEEOHARM MHIET BRI EERELET,
For research/survey purpose, | approve the travel during the period above.

/ /
yy / mm / dd RBXRZFELHEDKSL

Name of Nagasaki University Supervisor

E1 (sign)
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#3=X 2(Form 2)

¥R Working Record
fFYear HAMonth K& Name:

% ®THEZ Ef %

Date
Start time End time Signature Note

N

O |l (N[l | BN

TOTAL days hours

XBEMICEBRNAZRLALEE LV, Inthe note column, please describe the business content of the day.
XEEFEEHBEOBERFLTFEETRASEZL,
Please note that the working hours as well as emplovee's signature must be HAND WRITTEN.

tEROBYMREZVWZ EZFEB TS, | prove that there is no difference as discribed above.
S F A B (yy/mm/dd) Researcher (student)'s Name: EN(sign)
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HEZHE

Receipt of Honorarium

kX 3 (Form 3)

1. £E=0EH

Purpose of work

2. KEDAR

Work description

3. WFRIGFT

Work place

4 B0 From: (dd) / (mm) / (yy) Total Days: (days)
Period of [ t

eriod ot employmen To: (dd) / (mm) / (yy) Time: (hours)

i Unit price: yen/ day - yen/ hour
5. Bi€
Honorar ium
Total payment amount: yen
6. fH5&

Other information

(Researcher (student)’'s Name)

tiEn£tE FHELEL
[ have received the amount of money that is mentioned above.

Date: dd.” mm,” yy

Address (of employee):

Name (of employee) :

Personal stamp or signature (of employee):

XSignature is acceptable
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£ 4 (Form 4)

R T R R

Purchase Equipment Form :

af A H
Date:

o [5EZ B/ Supervisor :
o X4 7u /T A%/E [ Student name :

< APEH - #& / Reason/background of the purchase >

@ FHHEFFATOHBP - 1% / Purpose of the use as of planned date

@ EBEOMR K OFIHIBHE (RIS O FERENFHB FEONE « Ehadhimss & g UG - %
LU OV TRARAICFEBRRE N £97)

Actual use and frequency of use (Please describe in detail how the actual frequency of use is
consistent and appropriate in comparison with the contents and implementation plan of the

subsidized project.)

@ Fric A LB . ST S P T8 O o 2 A L 722 2o 7B - (U T & 2B
i D A 1
Reasons for new purchases or for not purchasing equipment and supplies originally planned

to be purchased, and whether there are existing items that can be substituted.
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