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Republika e Kosovës
Republika Kosova-Republic of Kosovo
REQUEST FOR OFFICIAL TRAVEL INSIDE KOSOVO
Annex 1
	INSTITUTION
	
	Organizational unit
	
	Name and surname of civil servant 

	
	Position of civil servant 
	

	

	THE WAY OF TRAVELLING: 

Official transport _________________________( Public transport___________________________(Private transport ________________________ 

	wILL THE COMPENSATION FOR THIS KIND OF TRAVEL BE REQUIRED? 

If yes, provide the necessary evidence and a submit copy of this request to the unit for budget and finances
YES NO 

	TRAVEL DESCRIPTION 
      FROM                                                                          TO                                                                                          DatE
__    _________     

	JUSTIFICATION OF TRAVEL


	APPROVAL BY THE IMMEDIATE SUPERVISOR OF CIVIL SERVANT
Name and surname:_______________________________________   

Position:__________________________________________________ 
Date: _______________________________    
Signature ______________________

	AutHORIZED BY THE HIGHEST ADMINISTRATIVE MANAGER OF INSTITUTION
Name and surname:_______________________________________   

Position:__________________________________________________ 

Date: ____________________________    

Signature_______________________

	PERSONNEL UNIT 

Name and surname:_______________________________________   

Position:__________________________________________________ 

Date: ____________________________    

Signature_______________________   

	ADDITIONAL COMMENTS (IF ANY)
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