PHIG · Form F07
Public Health Institute of Georgia · PHIG Policy Framework v1.2
Travel Request and Expense Claim
Form F07 · Under Policy 30 (Travel and Expenses), 25 (Safety and Security) · Version 1.2 · Adopted 1 September 2026
Part A before travel (approval); Part B within 30 days after travel with receipts. Economy class; Fly America applies to US-funded travel.
Part A — Request
	Traveller
	

	Purpose and justification (why presence is essential; online alternative considered?)
	

	Destination(s) and dates
	

	Project / budget line / donor
	

	Estimated cost (transport, accommodation, per diem, other)
	

	Risk level of destination and measures (Form F09 if elevated)
	

	Approved by (Director; Chair for the Director) and date
	


Part B — Claim
	Date
	Item
	Currency
	Amount
	Receipt no.
	For office use

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	Per diem days × rate
	

	Advance received
	

	Total claimed / due to or from PHIG
	


	Traveller signature and date
	



	Checked by accountant
	



	Approved by Director
	




Privacy
Personal data in this form are processed under PHIG Policy 05 (Data Protection) for the purpose stated and retained per Policy 36 (Records). Contact: info@accreditation.ge.
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