
 

GUIDELINES TO TRAVELERS 
 

Dear travelers, following the guidelines below helps you to speed up handling your travel requests 

and travelling expenses claims. 
 

TRAVEL REQUEST 
 

A travel request is made only for the business trip abroad  

- For Conference trips attach always the conference program (either as pdf or screen capture 

from the conference page), for meeting trips attach agenda / invitation (e.g. email) or 

explain the purpose of the meeting in a few words in the Comment-box  

- In addition to the estimated total costs you should specify all the costs, e.g., daily 

allowances, flights, hotel, local transport etc. Don’t forget to mention the costs paid by the 

university before the trip (info costs). 

- Travel expenses caused by a business trip are always paid according to the travelling method 

that is most economical and appropriate for the JYU in that particulars case. Usually public 

transport fulfils this requirement. The use of a personal car must always be justified; without 

a valid reason the compensation will be made according to the cheapest means of 

transportation. 

- In your travel request, you should explain from which money the costs of the trip should be 

paid; the number of the cost center/internal order/project number.  

- If you travel in Europe within good connections, you should start your trip the previous day 

of your event, and return the following day after the event at the latest. If you travel to 

other distant places or to remote European places, or if you need for example a day to 

prepare a meeting, you can arrive to the destination the day before (if the event starts on 

Monday you can arrive on Saturday). The reason for your early arrival or late return must be 

explained in your travel request. 

- Daily allowances are paid according to the University of Jyväskylä travel guidelines 

concerning trips that last maximum 3 months. The trips exceeding 3 months are considered 

working abroad. External funding projects should make sure that the project funding covers 

the travel costs. If the trip outlasts a month, on reduced daily allowances can be agreed. 

- The model of how to give the info:  

 

 
 

Travel requests are sent directly to the person who accepts them (Karoliina Honkala). If the request 

is inadequate, it will be returned to the traveler for correction. 
 

TRAVEL CLAIM 
 

- Create your travelling expenses claim from your travel request as soon as possible after the trip, 

but no later than two months after the return. (Note that this applies also to those travelers who are 

not staff members.)  



- Send your claim to travel secretary Minna Herpola. If you haven’t attach documents/receipts to 

your claim, send them to Minna (internal mail, VIV-229). This applies always if (according to 

financier’s guidelines) the original receipts needs to be archived. 

- For the flights, attach to the claim CWT receipt and e-ticket (and preferably boarding passes). 

- If you have paid the costs yourself (e.g. hotel), attach reservation confirmation and receipt. 

 

Jyväskylä University SAPTravel guidelines:  

https://uno.jyu.fi/en/instructions-and-services/help-centre/it-instructions/systems-and-

applications/sap-travel 

Jyväskylä University travel guidelines: 

https://uno.jyu.fi/en/instructions-and-services/help-centre/business-trips/general/travel-guidelines 

Questions concerning travels chem-travel-servicecentre@jyu.fi 
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