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1. PURPOSE: 

This procedure determines the payment methods and methods of travel expenses for Koç University (KU) 

academic and administrative staff on domestic and international business trips. Domestic and international 

trips refer to temporary trips from the city where the staff permanently works to another city or country 

because of the task.  

2. SCOPE: 

2.1. Domestic and international trips refer to temporary trips from the city where the staff permanently 

works to another city or country because of the task. Daily trips to locations within the same province 

as the workplace are not covered. 

2.2. This procedure covers the domestic and international business trips of Koç University employees 

including those covered by funds.  

2.3. Trips made by the members of the Board of Trustees and travel expenses of VIP visitors like 

Overseers are not covered by this procedure. 

2.4. Special travel procedures, if any, are applied for the travel expenses arising from the project 

(TUBITAK, EU, ISTKA, etc.) or, otherwise, the rules of this procedure are applied. 

2.5. The practice of this procedure may differ for long-term trips longer than 15 days (eg, sabbatical leave) 

with the decision of the President. Workflows, controls, powers, and responsibilities in the process of 

ensuring the separation of "invoiced" and "non-invoiced" travel and other business-related expenses 

and covering travel-related expenses are within the scope of these principles. 

3. REFERENCES: 

This procedure has been prepared based on the relevant legal regulations (Higher Education Law No. 2547, 

Regulation on Foundation Higher Education Institutions, Tax Procedure Law, etc.).  

4. RESPONSIBILITIES: 

4.1. The President is responsible for the implementation of this procedure. 

4.2. The Financial Affairs Directorate and the Human Resources Directorate are responsible for the 

preparation and updating of this procedure.  

4.3. The managers of the units are responsible for the implementation of this procedure. 

4.4. The managers of the units are responsible for approving the planned trip on a defined budget before 

the trip.  

4.5. The staff who make the expenditure are responsible for the accuracy of the travel expenses and 

compliance with this procedure.  

4.6. The managers of the units are responsible for confirming and approving the accuracy of the expenses, 

and for ensuring that the approvals related to travel expenses are realized within the definitions of the 

procedure. 
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5. DEFINITIONS 

5.1. Unit Manager: It is the top-level manager of the unit to which the employee is affiliated. 

5.2. Business Trip: The trips from the city where the employee permanently works to another city or 

country for a scientific event and/or collaboration with other institutions, partnership, business 

development meetings or studies, development activities, conference, congress, instructor 

recruitment, fair, etc. 

5.3. Duration of the Trip: It is defined as the period required by the work, however, trips not exceeding 

15 days are considered within the scope of business trips. The codes of practice for long term trips 

longer than 15 days are subject to the approval of the President. 

5.4. Travel Request Form: It is the form used in performing the approval process following the method 

and system determined by the Institution to explain the purpose of the business trip of the employee 

and to obtain travel approval. (Annex-3) 

 

6. KEY PRINCIPLES 

The expenses related to the business trip must be compatible with the laws and regulations of the Republic of 

Turkey, as well as, the business requirements, and Koç University Code of Ethical Conduct and Practice 

Principles. 

 

6.1. Permission for Business Trip: The employee going on a business trip must obtain approval from the 

unit manager using the Travel Request Form. Personnel cannot go on business trips without the 

approval of the manager. Business trips exceeding 15 days are subject to the approval of the 

President.  

6.2. Determining the Duration of the Trip: It is essential that the trip is within the period required by the 

work. The person concerned is not allowed to extend the business trip for personal reasons. The 

duration of the trip can be extended by requesting the annual leave and/or administrative leave 

announced by the Institution before or after the business trip for personal reasons. The statement of 

expenses shall only cover the expenses of the business trip. In the event the business trip is combined 

with the annual leave and/or the administrative leave announced by the Institution, the amount of the 

transportation expenses for the first and/or last day of the business trip is covered. In trips combined 

with a leave, the flight cost is covered as a one-way departure and a one-way return provided that it is 

not higher than the cost business trip date. 

6.3. Hotel and Flight Reservations 

6.3.1. Domestic and international hotel and flight reservations shall be made through the travel 

agency that Koç University has an agreement with. Purchases within the scope of direct 

procurement determined by the Higher Education Institution and Koç University 

Tender/Procurement Regulation and the annual policies of the Institution may be exempted. 

Managing this exception is the joint responsibility of the unit manager and the employee.  

The traveling personnel will not make any payment regarding the price of the accommodation 

at the contracted hotel. The hotel invoice for accommodation shall then be sent to the 
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Institution by the contracted travel agency of KU and the price shall be paid by Koç University 

at the term agreed. Hotel prices include breakfast and VAT, except for the hotels in the USA. 

6.3.2. If the contracted travel agency of KU informs in writing that they cannot book the 

accommodation, the employee can accommodate in other hotels, not exceeding the highest 

price in the contracted hotels in that region. The price information must be confirmed by the 

contracted travel agency of KU, and the price information provided by the agency must be 

verified. In this case, the hotel invoice shall be paid by the traveling employee, and the amount 

of the invoice shall be collected from the University after returning from the trip, provided that 

the invoice is issued to the name of the University.  

6.3.3. The traveling employees shall make all flight, hotel, and car rental reservations at least (14) 

days in advance, if possible. 

6.4. Domestic Trips 

6.4.1. The expenses of domestic trips are covered according to the following scopes: 

6.4.1.1. Hotel Charges: Hotel reservations shall be made by the contracted travel agency of KU. 

The person shall be able to stay at the hotel by presenting the voucher of the 

accommodation booked in advance. 

6.4.1.2. Traveling and Other Expenses: The travel expenses in accordance with the 

requirements of the business trip and the costs of urban transportation and the 

hospitality expenses of the people related to work are fully covered by the University. 

6.4.2. It is essential to pay the food expenses against the invoice, limited to the amounts specified in 

Annex 2. In the event the trip exceeds one day, daily food expense limits cannot be combined 

and invoiced collectively.  

6.4.3. Travel Expenses 

6.4.3.1. The travel expenses, the documents of which are submitted, shall be paid to the 

personnel. The management of the University may restrict travel by plane depending on 

the situation of the work or trip. 

6.4.3.2. In the case of domestic travel, all personnel flies in economy class. 

6.4.3.3. The means of short-term car rental, high-speed trains, and sea transportation can be 

used, provided that the travel costs are lower than flight and subsequent transportation 

costs. Besides, short-term car rentals can be made for roaming in the region to be 

visited, provided it is less costly than other transportation options.  

6.4.3.4. The staff who are given a vehicle of the institution due to their role cannot rent a car for 

the entire trip, however, in the case of flight, high-speed train, and sea transportation, 

they can make a short-term car rental for roaming in the region to be visited, provided it 

is less costly than other transportation options. 

6.4.3.5. Short-term car rental shall be made through the contracted agency of KU. If the 

contracted agency of KU is employed, the invoice for transportation shall be sent to the 

Institution by the contracted agency of KU and the price shall be paid by Koç 
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University at the term agreed. 

6.4.4. Traveling with Private and Corporate Cars 

6.4.4.1. It is preferred to use public transportation in travel. However, the employees can travel 

in their own car for short distances, provided that they do not waste a workday. 

6.4.4.2. In cases where it is deemed appropriate by the Unit Manager, a personal car can be 

used for long-term trips with the approval of the President. 

6.4.4.3. If the employee uses his/her own vehicle, there must be traffic insurance and a car 

insurance policy for the vehicle. Regardless of the brand and type of vehicle, 15% of 

the current price of 1 liter of fuel declared by the fuel companies shall be paid per km. 

Ferryboat fees, fast ferry fees, highway toll, or bridge toll are also paid according to the 

documents or written statements. The expenses apart from this, such as repair costs, 

gasoline costs, etc. are not covered by the University. 

6.4.4.4. The total amount of the money (including the ferryboat fee or bridge toll) to be paid to 

the employee for his/her vehicle cannot exceed the total of the flight ticket and the 

airport transportation fee for the same distance. If it exceeds, the exceeding amount 

shall not be paid. 

6.4.4.5. In the travel made by using the car of the Institution, only the invoiced costs shall be 

paid provided that they are at a reasonable and acceptable level. Traffic fines due to the 

faults of the driver are recoursed to the relevant employee by the Institution. 

6.5. International Travels 

6.5.1. For the international trips, the limits for expenses shown in Annex-2 shall be applied for the 

countries shown in Annex-1. The limits for expenses on international trips are determined in 

Euro (€). Limits are determined again when necessary, taking into account the exchange rate of 

the Euro against other currencies and the economic conditions in the countries to be traveled. 

 

6.5.2. The sum of the payments made to the employee for the trip expenses (accommodation, travel, 

food, and other expenses in the visited region) cannot exceed the expense limit specified in 

Annex 2. If the limit determined for the relevant personnel is exceeded according to the 

receipts submitted, no additional payment shall be made for the exceeding part. The determined 

costs are covered according to the following scopes. 

 

6.5.3. The travel expenses of the traveler, the urban travel expenses related to the work, and the 

hospitality expenses for the guest related to the work are covered by the University provided 

that they are documented. 

6.5.3.1. The restaurant (meal), urban transportation (including transportation between airport 

and city center) expenses shall be paid against submitting the receipt. 

6.5.3.2. Accommodation at a Hotel; hotel reservations are made by the contracted travel agency 

of KU. The person shall be able to stay at the hotel by presenting the voucher of the 

accommodation booked in advance. 
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6.5.4. Dry cleaning costs are paid for international trips with a duration exceeding five business days 

by submitting receipts. 

6.5.5. For reservations made with the contracted travel agency of KU, the advance payment request, if 

any, shall be made with the amount after deducing the hotel accommodation cost. 

6.5.6. Travel Expenses 

6.5.6.1. While going abroad and returning, the fees paid for urban transportation and intercity 

transportation within the borders of Turkey are exempted from the expense limit, and 

they shall be paid separately by submitting receipts. 

6.5.6.2. All flights shall be made in the "economy class" in travel by plane. The cost of excess 

baggage shall not be paid except for the parcels taken away or brought together related 

to the work. 

6.5.6.3. In case the cities have no public transportation or if the distance to be traveled is more 

than 250 km, a car can be rented.  

6.5.6.4. For intercity travels abroad, the prices of the tickets bought in foreign currency shall be 

paid separately against the related receipt. 

 

6.5.7. Passport, Visa, and Departure Fees 

6.5.7.1. The visa and passport transactions shall be carried out by the contracted travel agency 

of Koç University. 

6.5.7.2. The passport book fee for the passport to be issued and renewed for a validity period 

of 2 years for the personnel traveling abroad shall be covered by the University, 

provided that the first departure is made for a business trip. In case of the issuance or 

renewal of a passport for a longer period for the employee, the amount exceeding the 

total fee for 2 years shall not be covered by the University. Passport renewals due to 

personal information changes, such as last name change, etc., shall not be covered by 

the University.  

6.5.7.3. In case the employee is prevented from entering into the country due to the previous 

records of visas, arrivals, and departures to the countries in his/her current passport in 

terms of the legal procedures and political approaches of the country to be visited for 

a business trip, a second passport request of the employee shall be accepted by the 

employer and the costs shall be covered by the University by applying the limit of the 

cost of passport book fee with a validation period of 2 years. 

6.5.7.4. Visa costs shall be covered by KU. In countries where the visa period is gradually 

priced, the visa fee shall be covered by KU for a period of up to 2 years. In countries 

where there is a fixed visa fee regardless of the duration, the entire visa fee shall be 

paid. In case of requesting a longer visa, the amount of the fee for the period exceeding 

2 years shall not be covered by the University. The costs of other required personal 

documents for visas, such as a photograph, etc., shall not be covered by KU. 
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6.5.7.5. The invoice for the visa and passport transactions shall then be sent to the Institution by 

the contracted travel agency of KU and the fee shall be paid by Koç University at the 

term agreed.  

6.5.7.6. Departure fees shall be covered by KU. 

 

7. METHOD: 

 

7.1. Travel Request and Approval 

7.1.1. The personnel who will go on a business trip shall fill out the "Travel Request Form" in Annex 

3 and receive approval from the unit manager.  

7.1.2. The personnel sends the approved form together with the Purchase Order Form created when 

making the statement of expenses after the trip to the Financial Affairs Directorate. 

7.1.3. Passport and Visa Procedures 

7.1.3.1. The personnel who will go abroad for a business trip shall apply to the contracted travel 

agency of KU before the required period considering the travel date by submitting a 

copy of the Travel Request form in Annex 3 approved by Unit Manager.  

7.1.3.2. Documents required for visa and passport application shall be notified to the personnel 

by the relevant agency. 

7.1.3.3. Completing the necessary documents, the personnel shall submit his/her documents to 

the contracted travel agency of KU. 

7.1.3.4. The invoice for visa and passport transactions shall be sent to the Institution by the 

contracted agency of KU and the price shall be paid by Koç University at the term 

agreed.  

7.2. Travel Planning  

7.2.1. Flight and Hotel reservations:  

7.2.1.1. The personnel who will go for a business trip shall apply to the contracted travel 

agency of KU before the required period for travel planning by submitting the Travel 

Request form in Annex 3 approved by Unit Manager, and he/she shall have the agency 

make the flight and hotel reservations. 

7.2.1.2. In the event that KU contracted travel agency informs in writing that they cannot make 

accommodation reservations, the personnel shall communicate the requirement of hotel 

reservation except for the contracted hotels to the Unit Manager in writing and receive 

the approval.  

7.2.1.3. If the reason is approved, the staff shall pay the invoice amount and ensure that the 

invoice is issued in the name of the University. The statement document approved by 

the manager shall be sent to the Financial Affairs Directorate together with the 

purchase order created when the expense statement is made after the trip. 
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7.2.2. Transportation in the Visited Area  

7.2.2.1. The personnel shall keep the documents such as tickets, vouchers, etc. for 

transportation expenses within the visited region for the statement of expenses. 

7.2.2.2. In case the personnel requests car rental because of meeting the conditions in the 

Domestic Trips and International Trips paragraph of the Basic Principles article, he/she 

shall apply to the contracted travel agency of KU before the required period before the 

travel date by submitting the copy of the Travel Request form in Annex 3 approved by 

Unit Manager.  

7.2.2.3. The car rental procedure shall be carried out by the relevant agency and the personnel 

does not need to make any payments. The invoice for this transaction shall be sent to 

the Institution by the contracted agency of KU and the price shall be paid by Koç 

University at the term agreed.  

7.2.2.4. In the event that the KU contracted travel agency informs in writing that it cannot 

makea car rental reservation, the personnel shall keep the voucher regarding the car 

rental and the invoice to be issued in the name of Koç University for the refund of the 

transportation fee. In order to be refunded for the expense, the personnel shall complete 

the steps defined in the Expense Statement and Settlement of the Advance Payment for 

Travel. 

7.3. Request for Advance Payment for Travel 

7.3.1. The employee may request advance payment for the expenses of domestic and international 

trips in accordance with the duration and route of the travel with the approval of the Unit 

Manager.  

7.3.2. For international trips, the daily expense amount determined according to the list of countries in 

the Annex of this Procedure shall be taken into consideration. The President's approval shall be 

required for advance payment requests over the amounts stated therein. 

7.3.3. The personnel cannot request advance payment for the costs of accommodation and tickets that 

are purchased by the contracted travel agency of the University. 

7.3.4. The employee shall not be given a new advance payment for another assignment before 

submitting the documents of the advance payment for the travel to the Financial Affairs 

Directorate.  

7.3.5. The personnel who will go to a Domestic or International trip shall submit the “Advance 

Request Form” in Annex 4 approved by his/her Unit Manager to the Financial Affairs 

Directorate at least 7 business days before the start date of the travel. 

7.3.6. The amount of the advance payment is transferred to the bank account of the personnel within 

five (5) business days. 

 

7.4. Realization of the Trip 

7.4.1. During the trip, the financially valid documents for all expenses subject to the statement of 

expenses, such as food, urban transportation, etc., shall be kept. 
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7.4.2. The expense limits shown in Annex 2 are applied for refunding expenses. These limits cover 

the sum of the expenses for accommodation, travel, food, and other expenses in the visited 

region. 

7.4.3. The personnel shall follow the steps in the Statement of Expenses and Settlement of the 

Advance Payment for Travel in order to be refunded for the expenses. 

7.5. Statement of Expense Documents and Requirements 

7.5.1. All expenditures that are subject to the expense statement shall be certified with their 

financially valid documents. 

7.5.2. The financially valid document covers the documents that are accepted in accordance with the 

provisions of the Tax Procedure Law. (invoice, ticket including e-ticket, taxi receipt, a note of 

the expense, cash register receipt, etc.) 

7.5.3. Credit card statements, photocopies of the documents, internet printouts except for e-tickets & 

e-invoices (booking.com printouts, etc.) shall not be considered as valid documents pursuant to 

the Tax Procedure Law. 

7.5.4. That all invoices are issued in the name of Koç University shall be the main principle. 

7.5.5. Even if the hotel payments are made through the internet by the personnel, the original invoice 

shall be provided before leaving the hotel and sent to the Financial Affairs Directorate. 

7.5.6. Incomplete documents shall not be accepted for the payments even if they are to be completed 

later. 

7.6. Statement of Expense and Settlement of Advance Payment for Travel 

7.6.1. Returning from the trip, the personnel shall create a purchase order for the travel documents 

he/she keeps, then, he/she enters these documents into the system within five business days 

following the first business day. After obtaining the relevant approvals, he/she submits the 

purchase order document together with the “Travel Request Form” and other travel documents 

to the Financial Affairs Directorate.  

7.6.2. The approval of the purchase order by the relevant managers also means that travel expenses 

are confirmed to be carried out in accordance with this procedure. 

7.6.3. The departure and arrival dates to the workplace and check-in and check-out dates for the 

accommodation are also specified in the purchase order forms related to travel expenses. 

7.6.4. The purchase order is created by grouping the expenditures made during travel based on the 

type of expenditure (ticket, accommodation, taxi, food, etc.). 

In the documents stated for the settlement of the advance payment received, the "01 Settlement 

of Advance Payment" section in the box of the payment type shall be checked on the purchase 

order document. 

7.6.5. In case the advance payment received for travel is higher than the total of the stated expenses, 

the difference shall be transferred to the bank account of the University within two weeks of the 

return date in the currency in which the advance payment is received, and the bank transaction 
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receipt shall be added to the purchase order document. In the event that the remaining amount 

is not transferred, the Human Resources Directorate shall be notified by the Financial Affairs 

Directorate about the balance to deduce the amount at the end of the following month. 

7.6.6. If the costs declared within the limits are more than the advance payment received, the 

difference is transferred to the bank account of the relevant personnel. 

7.6.7. In international travels made by the personnel without receiving the advance payment, the 

exchange rate difference arising from the payments made by credit card is not covered by KU. 

Therefore, it is recommended that the personnel, who make their travel expenses abroad using a 

credit card, enable their credit cards for use with foreign currency payments, thus, do not bear 

the exchange rate difference. In the case that the costs are paid in TL, in the absence of an 

exchange rate document or a receipt from the exchange office, the CBRT sales rate of the date 

on which the expense is stated is taken into account. 

7.7. Travels Covered by KU or Another Institution 

7.7.1. The personnel shall not be given additional payment for the trips that are totally covered by 

KU, such as training, meeting, fair, exhibition, etc. 

7.7.2. The employees shall not be paid for any additional expenses for their trips that are totally 

covered by another Institution. 

7.7.3. On trips, some of the costs of which are covered by another institution, only the expenses that 

are not covered by the other institution shall be paid to the employee, provided that they are 

confirmed by the relevant documents.  

7.8. Unperformed Trip that is Already Approved 

7.8.1. Those who do not go to the trip subject to advance payment for any reason on the dates 

specified in the Travel Request Form, or those who go late shall return the part they do not 

deserve from the advance payment within 5 business days at the latest. If it is not returned 

within 5 business days, the amount of the balance shall be notified to the Human Resources 

Directorate for a deduction from the wage of the personnel at the end of the month. 

7.8.2. Expenditures (registration fee, transportation fee, etc.) for the business trips that the personnel 

cannot begin or complete without a valid reason, even though the signatures have been 

completed in the Travel Request Form, shall not be paid to the relevant person; on the other 

hand, the expenses made by Koç University are sent to the Human Resources Directorate for a 

deduction form the wage of the personnel.  

7.8.3. The unit manager is responsible for monitoring both situations and evaluating the reasons and 

notifying the Financial Affairs Directorate as soon as possible. 

7.9. In the event that the trip hours are more than the work hours, no additional payments shall be made to 

the employees for overtime, etc. since this is a natural result of the trip. 

 

 

 



 

ACADEMIC AND 

ADMINISTRATIVE STAFF  

TRAVEL PROCEDURE 
P19-M-001 

Date: 01.07.2020  

Update No. : 00 

Responsible Unit: FAD 

Page: 10 / 10 

 
8. ANNEXES AND RECORDS 

Annex 1: Countries  

Annex 2: Expense Limits for Domestic and International Trips 

Annex 3: Travel Request Form 

Annex 4: Advance Payment Request Form 

 

9. REVIEW 

The responsibility to review and update this document lies with the Financial Affairs Directorate and the 

Human Resources Directorate. The review is performed continuously. The procedure shall be revised 

when and where necessary. 

 

10. AMENDMENT/ DISTRIBUTION / APPROVAL TABLE 

This Procedure comes into force as of July 1st, 2020. 
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Distribution (Related Departments) 

All Units of Koç University 

 

Conformity Approval (Human Resources 

Director) 

Enforcement Approval (President) 

 

 

 

 

 


