STATE UNIVERSITY
HIGHER SCHOOL OF ECONOMICS
ORDER
26/12/2005






No. 31-07/536

Moscow
On approval and implementation of Regulations governing business trip assignments for HSE employees
I hereby order to
1. Approve Regulations governing business trip assignments for HSE employees starting January 10, 2006.

2. University Administrative Director M.I. Litvintseva shall be charged with supervising the execution of this Order.
Exhibit

Regulations governing business trip assignments for HSE employees in 1 copy of 71 pages with its Exhibit in 1 copy of 14 pages.
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	STATE UNIVERSITY

HIGHER SCHOOL OF ECONOMICS



Approved by HSE Order

Dated    December 12, 2005    #31-07/536
Regulations

governing business trip assignments for employees of the State University – Higher School of Economics
Moscow 2005
Regulations

governing business trip assignments for HSE employees
1 General provisions
1.1 The present Regulations constitute the internal normative act of HSE and regulate administrative procedures for preparation and conduct of domestic and abroad business trips of HSE employees.
1.2 These Regulations are mandatory and binding for all HSE employees.
1.3 Business trip is an employee’s travel assigned by HSE rector or a person duly authorized by the latter (hereinafter referred to as the Employer) for a fixed term and for execution of the duty assignment beyond the location of the employee’s workplace. The trip order issued by the Employer is mandatory for the employee. Employee’s unjustified refusal to trip constitutes violation of labour discipline.
1.4 When in business trip, the employee has his/her position and salary reserved and secured, and all business trip related expenses reimbursed in conformity with Article 167 of Russian Federation Labour Code.

1.5 The business trip terms are specified in the Business Trip Assignment. Business trip can be prolonged subject to written consent of the Employer.
1.6 The reimbursement rates and procedures for domestic trips (within the territory of the Russian Federation) are to be in conformity and not less the ones set in regulatory acts of the Russian Federation.
1.7 During the business trip term, duties of the employee sent on a business trip are executed by his deputy or a person assigned by the Employer’s order in case no such deputy is available.

1.8 Employee’s absence at his/her workplace without Business Trip Order can be considered unauthorized and unjustified by the Employer, which entails consequences foreseen by the Labour Code of the Russian Federation and Internal code of labour conduct of HSE.

2 Documentation for HSE employee’s business trips

2.1 The following documents are executed for a business trip:
· Business Trip Assignment (Exhibit #2);
· Business Trip Order (Exhibit #3);
· Business Trip Certificate (Exhibit #4).
2.1.1 The regulatory time limits and deadlines for preparation of business trip documents are set in conformity with procedures for preparation of business trip documents for HSE employees (exhibit #1).

2.1.2 The unified forms for Business Trip Order, Business Trip Assignment and Business Trip Certificate are published on HSE web-site in section Human Resource and can be picked up in the Human Resource Office by request.

2.2 Business Trip Assignment
2.2.1 Business Trip Assignment shall be filled in by an employee and is subject to approval by his/her direct supervisor (within a business day), head of structural subdivision (within a business day), by Planning and Finance Office, as well as to approval by the Employer within two business days (Exhibit #2).

2.2.2 During the business trip of head of structural subdivision (if no deputy is available), duties of such head are executed by an employee assigned by the Employer’s order. Employee’s agreement to execute such duties is confirmed by the personal sign on the Business Trip Assignment. The corresponding order for assignment of duties (according to the position or internal part-time position, if the employee heads structural division) for the period of such the business trip is to be reconciled within a business day.
2.2.3 Employee by himself fills in the Business Trip Assignment according to the attached unified form (Exhibit #5). The employee sent on a business trip is to state:

· name of structural subdivision;

· occupation (position);

· business trip destination (country, city, organization);

· business trip term in calendar days;

· start and end dates inclusive of travel time;

· paying organization (HSE or inviting party);

· purpose (assignment) of the trip.

2.2.4 The financial details column of Business Trip Assignment (Exhibit #2) shall be filled by Visa & Travel Support Unit of the Office of International Development within two business days, and within a business day as to booking tickets and accommodation. Procurement of visa is performed on the base of terms set by the Consulate.

2.2.5 The Business Trip Assignment is subject to reconciliation with Planning and Finance Office; the source of funding and the per diem rate shall be determined within a business day upon approval of the Assignment by the direct supervisor of the employee and head of structural subdivision.
2.2.6 Approved and signed Business Trip Assignment is submitted to Human Resource Office at least 10 days prior the start date of the abroad business trip and at least 7 days prior to the start date of the domestic business trip.
2.2.7 The Business Trip Assignment is registered in Human Resource Office within a business day to draft the Business Trip Order.

2.3 Business Trip Order
2.3.1 The draft of the Business Trip Order is executed by Human Resource Office, approved by Head of Human Resource Office on the base of approved and registered Business Trip Assignment and signed by the Employer within a business day (Exhibit #3).

2.3.2 The Business Trip Order is registered by Human Resource Office within a business day.
2.3.3 The HSE employee being sent on a business trip is to acknowledge the order in writing by personal signature.
2.4 Business Trip Certificate
2.4.1 The Business Trip Certificate is issued by Human Resource Office upon signing of the Business Trip Order and is subject to signing by the Head of Human Resource Office within a business day (exhibit #4).

2.4.2 No Business Trip Certificate is issued for abroad business trips or one day long domestic trips.
2.5 Copies of Business Trip Order and Business Trip Assignment are forwarded by Human Resource Office to Planning and Finance Office and Accounting Department at least four business days prior to the Business Trip departure date.
2.5.1 Human Resource Office upon issuing the Business Trip Order e-mails the corresponding business trip notification:

· to such employee’s direct supervisor;

· to head of the employee’s structural subdivision;

· to the Director for International Cooperation (for abroad trips only);

· to Rector or Vice-rector (or any Director responsible for/supervising the branch);

· Administration and Office of HSE Rector and Legal Department (in case of executives’ trips).

3 Travelling to and from destination of business trip
3.1 Type of travels
3.1.1 The allowed business trip route is the most economic one (without stops/transfers, if possible).

3.1.2 Selection of the transportation means is constrained by two practicability criteria:

- Time (travel time, arrival time to destination, departure time from destination)
- Economic efficiency.

3.2 Transportation standards and classes of service
3.2.1 The allowed HSE standard for air transportation is the economic class.
3.2.2 The allowed HSE standard for railway is 4-berth compartment cars.

3.2.3 The cost excess of a higher class ticket above the allowed standard is paid by the employee unless otherwise approved by the Employer or in the HSE employee’s labour contract.

4 Business trip expenses
4.1 The business travelers shall be reimbursed for travel expenses to/from the destination, accommodation, communication (related to business needs), as well as other expenses performed by the employee and approved by the Employer, and per diem for meals is paid too.

4.2 All the incurred business trip expenses must be documented and reimbursed within the limits determined by the relevant regulatory and normative acts.

5 Estimating effective business trip term
5.1 The effective business trip term inclusive of travel time is estimated according to notes in Business Trip Certificate.

5.2 In case multiple destinations, the arrival and departure notes in the Business Trip Certificate are to be stamped in each destination point.
5.3 The notes on departure to and arrival from business trip are stamped by employees of Human Resource Office.
5.4 The departure date is the date on which the relevant train, plane or other transportation means departs from the place where the person sent on a business trip has permanent job. The arrival date is the date on which the relevant train, plane or other transportation means arrives to place where the person sent on a business trip has permanent job.

5.5 Current day is considered as a departure date if the transport departs at or before 24:00. Next day is considered as a departure date if the relevant transport departs at or after 00:00.
6 Work schedule of the business traveler
6.1 When on business trip, the employee’s work hours are those of the organization to which the employee is sent to.

6.2 The necessity in employee’s attendance at his/her workplace on the arrival day shall be determined by the structural subdivision head.

7 Business trip report
7.1 Within three days after arrival from business trip, the employee must submit the business trip report approved by the head of structural subdivision (exhibit #6) to the Human Resource Office.
7.2 Within three days after arrival from business trip, the employee must submit to the Accounting Department the expense report on all costs incurred and return the unused funds. The expense report is to be supported by:

a) proof of business trip expenses (accommodation, travel and other costs);

b) business trip certificate with all necessary notes (in case of domestic trip) or copies of foreign passport pages with stamps revealing the state border crossing dates (for abroad trips).

7.3 In case proof of expenses is lost, reimbursement of business trip expenses is performed according to the decision of the Employer on the base of interoffice memo executed and submitted by the employee within three days after arrival.
Exhibit #1
Document proceedings for HSE employee’s business trips
	#
	Document name, stages of its reconciliation, signing and registration
	Responsible staff or head of structural subdivision 
	Time limits and deadlines 
	Standard form of document

	1
	Business Trip Assignment
	Employee being sent on a business trip is fully in charge for preparation, submission, reconciliation and signing Business Trip Assignment as a base for future Business Trip Order
	Business Trip Assignment must be submitted to Human Resource Department not later than 10 days before the start date of the abroad business trip and not later than 7 days prior to the start date of the domestic business trip
	Exhibit #2

	1.1
	Execution of Business Trip Assignment
	Employee being sent on a business trip
	
	Exhibit #5

	1.2
	Signing Business Trip Assignment by direct supervisor
	Direct supervisor
	Within a business day
	

	1.3
	Signing Business Trip Assignment by head of structural subdivision
	Head of structural subdivision
	Within a business day
	

	1.4
	Reconciling assignment of duties (according to position or internal dual jobholding) if the employee heads structural division
	Executive intending to make a business trip
	Within a business day
	

	1.5
	Preparing the Business Trip Budget (booking tickets, and accommodation, procurement of visa)
	Head of Business Trip Provision Office of International Department
	Ticket and accommodation booking is within one business day, visa procurement according to terms set by consulate
	

	1.7
	Reconciling Business Trip Assignment in terms of financing sources and per diem rates with Planning and Finance Office
	Head of  Planning and Finance Office
	Within a business day
	

	1.8
	Approving Business Trip Assignment by Rector or by Administrative Director (for domestic trips)
	Rector or Head of University Administration
	Within two business days
	

	1.9
	Approving Business Trip Assignment by Director for International Cooperation (for abroad trips)
	Director for International Cooperation
	Within two business days
	

	1.10
	Submitting Business Trip Assignment to Human Resource Department for preparation of Business Trip Order
	Employee being sent on a business trip
	Business Trip Assignment must be submitted to Human Resource Department not later than 10 days before the start date of the abroad business trip and not later than 7 days prior to the start date of the domestic business trip
	

	1.11
	Registration of Business Trip Assignment
	Head of Human Resource Office
	Within a business day
	

	2.
	Preparation and issuing Business Trip Order
	Head of Human Resource Office
	
	Exhibit #3

	2.1
	Preparation of draft of Business Trip Order on the base of approved Business Trip Assignment
	Head of Human Resource Office
	Within a business day following the receipt of approved Business Trip Assignment
	

	2.2
	Signing Business Trip Order
	Head of University Administration (for domestic trips), Director for International Cooperation (for abroad trips)
	Within a business day following the receipt of approved Business Trip Assignment
	

	2.3
	Registration of Business Trip Order
	Head of Human Resource Office
	Within a business day following the receipt of approved Business Trip Assignment
	

	2.4
	Forwarding copies of the signed Business Trip Order and approved Business Trip Assignment
	Head of Human Resource Office
	Must be submitted to Accounting Department not later than four business days prior to the departure date
	

	2.5
	Forwarding e-mails with information about Business Trip Order
	Head of Human Resource Office
	Within a business day
	

	3.
	Business Trip Certificate
	Head of Human Resource Office
	
	Exhibit #4

	3.1
	Executing Business Trip Certificate (for domestic trips)
	Head of Human Resource Office
	Within a business day following the receipt of the approved and registered Business Trip Assignment and in parallel to preparation and signing Business Trip Order
	

	3.2
	Stamping the departure and arrival notes
	Employee of Human Resource Office
	
	

	4.
	Business Trip Report
	Employee sent on a Business Trip, Head of structural subdivision
	Within three business days following the arrival date
	Exhibit #6

	4.1
	Preparation of Business Trip Report
	Employee returned from Business Trip
	Within three business days following the arrival date
	

	4.2
	Approving Business Trip Report by head of structural subdivision
	Employee returned from Business Trip, Head of structural subdivision
	Within three business days following the arrival date
	

	4.3
	Submitting Business Trip Report to Human Resource Department
	Employee returned from Business Trip
	Within three business days following the arrival date
	

	5.
	Expense Report
	
	
	

	5.1
	Preparation of Expense Report
	Employee returned from Business Trip
	Within three business days must be submitted to Accounting Department
	

	5.2
	Proof of costs (accommodation, travel)
	
	
	

	5.3
	Business Trip Certificate (for domestic trips) or copies of foreign passport pages with employee’s formal information and state border crossing stamps (for abroad trips)
	
	
	

	5.4
	Return of unused funds
	
	
	


	Exhibit #2 

Unified Form #Т- 10а
Approved by RF State Statistics Committee Resolution #26 dated 06.04.01

	
	Code

	ARCMD Form
	0301025

	National Research University – Higher School of Economics
	By ARCBO
	17701729

	name of organization
	
	

	
	Document Number
	Document Date
	                                          APPROVED


	                                                                                                                                                          Business Trip Assignment
	
	
	
	
	
	
	
	


                                For sending employees on a business trip 







 position                        sign                   full name
	

	
	«       »
	
	
	20      

	Family name, Name, Patronimic name


	
	Structural
 Subdivision
	Occupation (position),  

Category/Class of Qualification/Experience
	Business Trip
	On the base of /

Justified by 

	
	
	
	Destination
	Date (travel time inclusive)
	term
	Paying organization
	

	
	
	
	Country, city
	organization
	Start
	end
	(calendar days)
	
	

	
	1
	2
	3
	4
	5
	6
	7
	8
	9

	1.
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


	Assignment (purpose)
	Business Trip Financial Details

	10
	11

	
	Expenses
Budgetary class. code
amount
1.

Travel
222

2.

Accommodation
226

3.

Per Diem
212

Other:

Total:



	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	Funding Sources: 
	1.
	

	
	
	2.
	

	During the absence period, my duties are to be assigned to/executed by 
	
	3.
	

	
	


	Direct supervisor
	
	
	
	
	
	
	
	Head of  Planning and Finance Office
	
	
	
	

	
	
	Position
	
	Sign
	
	Full Name
	
	Position
	
	sign
	
	Full Name

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Head of structural subdivision
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	Position
	
	Sign
	
	Full Name
	
	Position of employer sent on a business trip
	
	Sign
	
	Full Name

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Head of structural subdivision
	
	
	
	
	
	
	
	Employee’s agreement to execute duties
	
	
	
	
	

	
	
	Position
	
	Sign
	
	Full Name
	
	
	Position
	
	sign
	
	Full Name


	Exhibit #3
Unified Form #Т9
Approved by RF State Statistics Committee Resolution #26 dated 06.04.01

	
	Code

	ARCMD Form
	0301025

	National Research University – Higher School of Economics
	By ARCBO
	17701729

	                name of organization
	
	

	
	Document Number
	Document Date
	                                          APPROVED



	Business Trip Order
	
	
	
	
	
	
	
	


	Employee Id Number

	

	Family name, Name, Patronimic name

	Occupation (position)

	Structural subdivision

	Destination (country, city, organization)

	


Is Sent On The Business Trip

	For The Term Of
	
	         Calendar Days


Starting From   «      » ____________ 20…..       Up To     «      » ____________ 20…..     

With The Purpose Of ____________________________________________________________________

_______________________________________________________________________________________

The Business Trip is financed by/from ______________________________________________________

On the base of / Justified By

Business Trip Assignment




   . 

_______________________________________________________________________________________

	_______________________
	__________________________
	_________________________

	position
	sign
	full name


I have read and understood the Order in witness whereof I hereby put my hand
__________________
«       »________________20………

     sign
Head Of Human Resource Department
	Departure/Arrival notes stamped in origin, each destination point and place of permanent work

	Departed from ___________________________
               «    » __________________20….

Head of Human

Res. Dept.           ______________________

Full Name          ______________________

Stamp
	Arrived to___________________________

               «    » __________________20….

_________________    ____________________

   position                     sign
Full Name                   ______________________

Stamp

	Departed from ___________________________

               «    » __________________20….

_________________    ____________________

   position                     sign
Full Name                   ______________________

Stamp
	Arrived to___________________________

               «    » __________________20….

_________________    ____________________

   position                     sign
Full Name                   ______________________

Stamp

	Departed from ___________________________

               «    » __________________20….

_________________    ____________________

   position                     sign
Full Name                   ______________________

Stamp
	Arrived to___________________________

               «    » __________________20….

_________________    ____________________

   position                     sign
Full Name                   ______________________

Stamp


	Exhibit #2 

Unified Form #Т- 10а
Approved by RF State Statistics Committee Resolution #26 dated 06.04.01

	
	Code

	ARCMD Form
	0301025

	National Research University – Higher School of Economics
	By ARCBO
	17701729

	name of organization
	
	

	
	Document Number
	Document Date
	                                          APPROVED



	                                                                                                                                                          Business Trip Assignment
	
	12.12.2005
	
	Administrative Director
	
	
	
	Litvintseva M.I.


                                For sending employees on a business trip 







 position                        sign                   full name
	

	
	«       »
	
	
	2005    

	Family name, Name, Patronimic name


	
	Structural
 Subdivision
	Occupation (position),  

Category/Class of Qualification/Experience
	Business Trip
	On the base of /

Justified by 

	
	
	
	Destination
	Date (travel time inclusive)
	term
	Paying organization
	

	
	
	
	Country, city
	organization
	Start
	end
	(calendar days)
	
	

	
	1
	2
	3
	4
	5
	6
	7
	8
	9

	1.
	Management Faculty
	Professor
	Saint Petersburg
	HSE Campus in
	20.12.2005
	23.12.2005
	4 (four)
	HSE
	Participation in seminar

	
	Dept. Of General And Strateg. 
	
	
	Saint Petersburg
	
	
	
	
	

	
	Management
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


	Assignment (purpose)
	Business Trip Financial Details

	10
	11

	Participation in the seminar “ Strategic management in modern organization management system” hosted by 
	Expenses

Budgetary class. code

amount

1.

Travel

222

2.

Accommodation

226

3.

Per Diem

212

Other:

Total:



	HSE campus in Saint Petersburg
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	Funding Sources: 
	1.
	

	
	
	2.
	

	During the absence period, my duties are to be assigned to/executed by 
	
	3.
	

	
	


	Direct supervisor
	
	
	
	
	
	Efendiev A.G.
	
	Head of  Planning and Finance Office
	
	
	
	Mukhina T.M.

	
	
	Position
	
	Sign
	
	Full Name
	
	Position
	
	sign
	
	Full Name

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Head of structural subdivision
	
	
	
	
	
	Radzev V.V.
	
	
	
	
	
	

	
	
	Position
	
	Sign
	
	Full Name
	
	Position of employer sent on a business trip
	
	Sign
	
	Full Name

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Head of structural subdivision
	
	
	
	
	
	
	
	Employee’s agreement to execute duties
	
	
	
	
	

	
	
	Position
	
	Sign
	
	Full Name
	
	
	Position
	
	sign
	
	Full Name


Exhibit #6

APPROVED by
_______________ _________ _______________

                                                                                                                    position                     sign            full name
«_______» ___________________ 20__ 

Business Trip Report of HSE Employee
	Last name, First name, Middle Name
	

	Position
	

	Structural subdivision 
	

	

	Business trip
from                   to
	
	days long in
	

	                                                                          (destination)



	

	Business trip purpose
	

	

	

	

	

	Tasks
	

	

	

	

	

	

	Meetings/contacts (organization, contact persons /full name, position/)
	

	

	

	

	

	

	Expected outcome from meetings/contacts
	

	

	

	

	

	Business Trip Team (Full names):
	

	1.
	
	

	2.
	
	

	3.
	
	

	4.
	
	

	5.
	
	

	Full name of business trip team leader 

	
	

	
	

	
	

	«     »
	
	
	200
	
	
	

	
	

	
	
	
	

	      (signature(s))                       (full name(s))
	


