
ANNEX III - INDIVIDUAL TRAVEL REPORT for travel costs and costs of stay 
To be filled in by each participant 

In case of circular/multiple travels, please fill in separate Individual Travel Reports.  
 

 

Ref. No………….……………….…………Project No. 598465-EPP-1-2018-1-ME-EPPKA2-CBHE-SP 
The reference number must correspond to the progressive numbering indicated in the financial statements in the final report 

(1) PERSONAL DATA 

Surname: STOJANOVIĆ  Forename: RADOVAN 

Nationality: ………MONTENEGRIN…………………………………………………………. 

Home institution: UNIVERSITY OF MONTENEGRO. 

Staff position/student year of study at home institution: STAFF/ PROJECT COORDINATOR 

(2) TYPE OF ACTIVITY (Tick as appropriate) 

 STAFF   STUDENTS 

 Teaching/training assignment   Study period 

 Training and retraining purposes  Participation in intensive courses 

 Updating programmes and courses  
Practical placements, internships in companies, 

industries or institutions 

 
Practical placements in companies, industries 

and institutions 
 

Participation in short term activities linked to the 

management of the project 

X Project management related meetings 

 Workshops and visits for result dissemination purposes  

(3) DETAILS OF THE TRAVEL 

 

*Please indicate period of travel from departure to return to place of origin        
** If different from Home institution please enclose authorisation from the Agency 

***Travel distance in Km (One-way travel using distance calculator:http://ec.europa.eu/programmes/erasmus-plus/tools/distance_en.htm) 

from place of departure to location of activities 

PERIOD* 

From (Depart date) 

(dd/mm/yy) 

To (Return date) 

(dd/mm/yy) 

27.01.2019. 30.01.2019. 

PLACE OF 

DEPARTURE** 

 

HOME INSTITUTION ………UNIVERSITY OF MONTENEGRO……………………. 

 

COUNTRY……MONTENEGRO…..  CITY………PODGORICA………... 

PLACE OF 

DESTINATION/ 

LOCATION OF 

ACTIVITY 

 

HOST INSTITUTION …EACEA BRUSSELS 

 

COUNTRY……BELGIUM……..  CITY……BRUSSELS….. 

TRAVEL DISTANCE*** 
 

Km …… 1468.18 km.... 

 

(4) DETAILS OF THE ACTIVITY  
 

DATES (excluding travel)  From (date):…27.01.2019…… To (date): …30.01.2019.…….. 

 

DESCRIPTION OF ACTIVITY(IES) PERFORMED (brief description of the activities performed) 

………………………………………………………………………………………………… 

It was traditionally Grantholders´ Meeting, taking place in EU Commission, EACEA. The tasks and 

work went according to the attached Agenda. The main activities of the Agenda were PROJECT 

MANAGEMENT, WORKSHOPS ON FINANCIAL AND CONTRACTUAL MANAGEMENT, 

HELPDESK, Bilateral contacts, Networking & Synergies among projects, Improving impact and 

visibility. The officers and responsible persons from EACEA and EU Commission gave very precise 

instructions how to manage the project from many aspects. It was good opportunity to resolve many 

open questions regarding project issues.  We introduced our project officer from the side of EACEA. 

Also, we had many brainstorming sections and quiz. The networking with other colleagues from all 

continents was very beneficial. At all, it was extremely useful meeting for MARDS flow. I was there  

in charge of project coordinator as well as the member of the Montenegrin team 

 

http://ec.europa.eu/programmes/erasmus-plus/tools/distance_en.htm


SIGNATURE OF THE PARTICIPANT  

I hereby declare that I have been carrying out the above-mentioned activities. 

 

 

Date: 31.01.2019   Signature: ………………………………………. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 



 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Annex I: Supporting documents and trip calculations: 
 

A) Travel cost 

# Destination Travelled 

by  

Price 

EUR 

Supporting 

docs 

Ref. of the 

supporting 

doc 

1 Podgorica-Brussels Plane 198.51 Invoice 

Paid slip 

Boarding 

passes 

 

#1, #2, #3, 

#4, #5, #6,  

2 Brussels Airport- 

Brussels city 

Train 9.00 Ticket #7 

3 Brussels city-Brussels 

Airport 

Train 9.00 Ticket #8 

4 Podgorica city – 

Podgorica airport 

Taxi 8.00 Receipt #9 

5 Podgorica airport – 

Podgorica city 

Taxi 8.50 Receipt #10 

6 Travel Insurance  4.10 Invoice #11 

 REAL COST of the 

TRAVEL SUM A 

 237.11   

 

Supporting docs of the travel 



 
 

Plane 

Ticket 



 
 

 

Payment of 

plane tickets 

Boarding 

Passes 



 

 

Metro in 

Brussels to-

from Airport 

Taxi to from 

Podgorica 

Airport 



 
 

 

 

 

 

 

 

 

 

 

 

Travel 

Insurance 



B) Cost of stay 

 

# Date of departure Date of 

arrival 

Amount 

EUR 

Days Cost of unit 

7 27.01.2019 30.01.2019 480.00 4 120 

 SUM B1  480.00   

 

# Supporting doc type Nights in the 

hotel-

accommodation 

Amount 

EUR 

Note  Ref. of the 

supporting 

doc 

8 Hotel invoice 3 202.72  #12 

 SUM B2  202.72   

 REAL COST of the 

COST of STAY  

SUM B1 

 480.00   

 

Supporting docs of the stay 

 



 
 

 

 

 

 

 

 

Hotel Brussels 



C) Travel summary 

IMR 

Code 

Traveller Distance Days Note 

UoM 

ITR 

1 

Radovan Stojanovic Podgorica Brussels 4  

REAL COST OF THE TRAVEL AND 

STAY 

EUR Note 

REAL TRAVEL COST 

SUM A 

237.11  

REAL COST OF STAY 

SUM B1 

480.00 

SUM of ITR 717.11 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



TRAVEL ORDER FROM THE UNIVERSITY OF MONTENEGRO 
 

 
 

 

 



 
SPECIFICATION OF TRAVEL COSTS FROM UoM 

 
OBRAČUN PUTNIH TROŠKOVA           Obrazac:OPT 

 

Za izvršeno službeno putovanje 
RADOVANA STOJANOVIĆA 

(ime i prezime osobe koja je putovala) 
 

Od 27.01.2019. do 30.01.2019. 

 

OBRAČUN DNEVNICA UKUPNO 
IZNOS € ODLAZAK DOLAZAK 

Broj sati Broj dnevnica 
Iznos 

dnevnice datum sat datum sat 

480 
27.01.19 14:40 30.01.19 08.55  

4 
(Erasmus+) 

120 
(Erasmus+) 

OBRAČUN PREVOZNIH TROŠKOVA  

RELACIJA Vrsta prevoznog 
sredstva 

Daljina (u km) 
Za prevoz 

iznos 
€ 

 

Od Do  

PG Brussels Avion    

Brussels PG Avion   198.51 

Brusssels air 
Brussels city 
Podgorica city 
Podgorica airport 

Brussels city 
Brussels airport 
Podgorica airport 
Podgorica city 

Train 
Train 
Taxi 
Taxi 

  

                
9.00 
                
9.00 
                
8.00 
                
8.50  

 
Početno stanje brojila:  

Završno stanje  
brojila: 

1 233,01 

OBRAČUN OSTALIH TROŠKOVA – OPIS Iznos  

Hotel smeštaj Brisel (prema pravilima programa trošak se pokriva iz dnevnica) 202.72   

Osiguranje (prema pravilima programa trošak se pokriva iz dnevnica) 4.10  

 
UKUPNO € 

713,01 

Primljen avans dana 18.01.2019. u iznosu od €:            635.00           
250 

OSTAJE ZA isplatu IZNOS € 78,01 

U PG  08/02/19  

 
 

(podnosioc računa) 
 

U prilogu putnog naloga je: Izvještaj sa službenog puta i svi navedeni računi 
 
Potvrđujem da je službeno putovanje prema ovom nalogu izvršeno i da se isplata može izvršiti. 

 

(potpis ovlaštene osobe 
nalogodavca) 

 

Po ovom obračunu priznato  troškova: IZNOS €  

Isplaćena akontacija: IZNOS €  

RAZLIKA  ZA - isplatiti – vratiti: IZNOS €  

Podnosioc računa: 
.............................. 
 
 

 

Isplatio/la: 
.......................... 

 

Pregledao likvidator: 
....................................... 

  
 
 



FORMAL EMPLOYMENT CONTRACT BY UoM 
 
 

Na osnovu člana____________, saglasno odredbama 
člana______________________, na predlog                                  zaključuje se 
sljedeći 
 

 
UGOVOR O ANGAŽOVANJU NA PROJEKTU 

 
 
između: 
NARUČIOCA:_______________________, zastupanog po 
________________________(u daljem tekstu: Naručilac posla) 
 i 
IZVRŠIOCA POSLA:________________, JMBG:_____________, sa prebivalištem 
u ____________kao Izvršioca posla (u daljem tekstu: Izvršilac posla) 
 

Predmet ugovora 
 

Član 1 
Predmet ovog ugovora je obavljanje poslova na implementaciji projekta: ERASMUS+ 
Reforming doctoral studies in Montenegro and Albania – good practice 
paradigm (MARDS), br. 598465-EPP-1-2018-1-ME-EPPKA2-CBHE-SP, finansiranog 
od strane Evropske komisije, po osnovu Ugovora br. 2018-2479/001-001, potpisanog 
između Evropske komisije i Univerziteta Crne Gore, kao koordinatora 
projekta_________. godine.  
Izvršilac posla će biti angažovan po potrebi poslodavca, u zavisnosti od obima posla 
koji je neophodan za realizaciju projektnih aktivnosti u okviru projekta. 
Ovaj ugovor reguliše odnose, prava i obaveze ugovornih strana. 

Član 2 
Izvršilac posla je obavezan da poslove iz člana 1 ovog ugovora obavlja savjesno i u 
skladu sa datim uputstvima, vodeći pri tome računa o ugledu Naručioca. 

 
Član 3 

Ugovor se zaključuje na period od_____________________.g, ukoliko su za vrijeme 
trajanja ugovora ispunjeni uslovi obezbjeđenja finansiranja projekta. 
 

Naknada i druga prava 
 

Član 4 
Izvršilac posla ima pravo na naknadu za rad na projektu koji će se vrednovati u skladu 
sa propozicijama projekta.  
 

Član 5 
Iznos iz tačke 4 ovog ugovora Naručilac će uplatiti Izvršiocu posla na račun broj         
______________, koji Izvršilac posla ima kod ______________banke u Podgorici.  

Član 6 
Ugovorne strane će sve sporne odnose prvenstveno rješavati sporazumno, a 
eventualne sporove povodom ovog ugovora rješavaće nadležni sud u Podgorici. 

 
Primjerci ugovora 

Član 7 



Ovaj Ugovor sačinjen je u četiri primjerka istovjetnog teksta. 
 
IZVRŠILAC POSLA                               ZA NARUČIOCA 
__________________                                      ____________________ 
                           
 
Broj:  
Datum: 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

AGENDA OF THE MEETING 

 

 
 

 

 

 



 

 
 

 

 

 

 

 

 



 
 

 

 

 

 

 

 



 
 

 

 

 

 

 



ATTENDANCE LIST 20/02 (Example, not from Brussels, but for 3 days 

spent on meeting) 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

ATTENDANCE LIST 21/02 

 

 

 

 
 

 

 

  



 

 
 

 

 
 

 



 

ATTENDANCE LIST 22/02 

 

 

 
 

 



 

 
 

 
 

 

  



 

PHOTOS OF THE MEETING 

 

 

      
 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 


