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[image: image1.jpg]飛機票申請表AIR TICKET APPLICATION FORM
A: 批核文件編號/APPROVAL DOC. REF. NO.                                                      
B: 乘客資料/PASSENGER’S INFORMATION 

(請根據旅遊證件填寫/Please fill out as it is shown on Travel Documents)

	姓氏/Surname
	名字/Given Name
	性別Gender
(F/M)
	商務客位Business (B)/

經濟客位Economy (E)
	職員Staff (T)/

學生Student (S)/

訪客Guest (G)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


(如填寫位置不足，請另表附上。/ Please provide a separate name list if space is not enough.)
C:  
行程/ITINERARY
(根據批示文件之決定/Comply with the approval obtained)
	城市(國家)/機場City (Country)/Airport
  由O: Origin               到D: Destination
	出發日期及時間*
Departure Dates and Time*
	抵達日期及時間*
Arrival Dates and Time*
	航空公司/航班
Airline / Flight no.

	由O:
	到D:
	
	
	

	由O:
	到D:
	
	
	

	由O:
	到D:
	
	
	

	由O:
	到D:
	
	
	

	由O:
	到D:
	
	
	


*申請者應註明出發/抵達時間及所選擇之航空公司，否則，出發/抵達時間及所選擇之航空公司將取決於個別航空公司提供之航班。Applicants should specify departure/arrival time and preference for airlines; otherwise, choices of departure/arrival time and airline will be determined by availability of flights offered by individual airlines.
D: 聯絡資料/CONTACT INFORMATION
學院/部門/Faculty/Dept.:                                聯絡人/Contact Person:                     
電話號碼/Tel. no.:                                  電郵E-Mail:                                      
緊急聯絡電話/Tel. no. for Emergency:                                                            
(用作通知乘客航班延誤、變更或取消等緊急事宜/For emergencies such as flight delay, changes or cancellation)
申請人簽署/










日期/

Signature of applicant: _____________________________    

Date:                                
重要事項/IMPORTANT POINTS TO NOTE:

1. 此申請表提交時須同時附上公幹之批示，例如財務管理委員會或研究委員會之批准文件等。
All applicants must submit a copy of the approval of the business trip along with this form to our office (for instance, FMC decision, Research Committee approval, etc.).  

2. 所有申請者均受本大學之「團體人身意外」保險計劃內之條文保障。本大學之職員/學生則同時享有「團體旅遊」保險保障。申請者須於出發前就乘客資料通知人力資源部/學生事務部。
All applicants are entitled to our University’s “Group Personal Accident” Insurance coverage. UM staff/students are also entitled to our “Group Travel” Insurance coverage. Before the trips, applicants should inform Human Resources Office – HRO (for staff and guests) / Students Affairs Office – SAO (for students) to ensure all passengers are under coverage of the respective insurance policies.
3. 乘客須自行辦理簽證事宜。

Passenger(s) is responsible for the application of visa. 
4. 填妥表格後或有任何查詢，請發電郵到: PCT_Travel_GRP@umac.mo. 本處將派員與 閣下聯絡。
Please send the application form or your enquiries to PCT_Travel_GRP@umac.mo. The Procurement Section staff will contact you accordingly.
*********************************************************************************************
	由採購處填寫

COMPLETED BY PROCUREMENT SECTION

	機票價格比較表COMPARISON TABLE

	                供應商/Supplier
行程/Itinerary
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	總計/Total Amount
	
	
	

	此機票之訂單由/The air ticket is to be acquired from                                                獲得;

支出總金額為澳門幣/The total sum of MOP                                                              
經手/Handled by:







  □審閱Endorsed by / □批准 Approved by:

採購處人員/PCT staff






  採購處處長/Head of PCT

日期/Date:








  日期/Date:

                                                  批准/Approved by:

                                                  財務總監/Director of FO
              日期/Date:


PCT/FORM/014_R3


採購處文件編號/PCT REF. NO.___________
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