TRAVEL INFORMATION 

Visitors to and employees at The University of Tromsø (UITØ), 

Faculty of Social Sciences

When ordering flights: Please use the University Travel Bureau VIA Travel by tel.+47 77 64 80 07 or the travel agents self service system – Via Online, 

The Norwegian State have an existing Agreement with NORWEGIAN Air Shuttle and SAS Braathens which secures discount prices on full prize fares; valid until  31.06.06. 

Travels are first of full to be done in the cheapest possible way, choosing company in accordance to your destination (see below), unless this involves  a one-hour wait or more, or unavailable flights with the first choice, only then can second choice be used.

DISTANCE



1. CHOICE


2.CHOICE

Tromsø-Oslo-Tromsø

Norwegian


SAS Braathens 
Other inland routes


SAS Braathens

Norwegian 

Please refer to registration code KUF0049

The University has a special agreement with the following aviation companys when flying abroad; Sterling, KLM, Air France, SAS, Finnair, British Airlines and SN Brussels Airlines. 

Visitors may choose between the companies, but preferably the cheapest way of travelling.

Hotel reservations:  Are normally done by the Faculty administration.  

We have a special agreement with several hotels, and will book single, none smoke rooms as a rule.  If this should be of any inconvenience for you, please inform your contact person at the Faculty who will adjust the details of the booking. 

We normally book 2 nights for opponents in a PhD. exam (dr. disputers) and 1 night for external examiner with mastergrade/hovedfag unless the examiner travels back and forth all in one day. 

The University of Tromsø have existing agreements with the following hotels in Tromsø, please refer to this agreement when booking:

Grand Nordic Hotel: www.nordic.no



Tel.
+47 77 75 37 77

Rica Ishavshotell: www.rica.no



Tel.
+47 77 66 64 00 

Clarion Collection Hotel WITH: www.choicehotels.no 
Tel.
+47 77
 66 42 00

Clarion Hotel Bryggen: www.coicehotels.no


Tel. 
+47 77 78 11 00

Comfort Hotel Saga: www.sagahotel.no


Tel. 
+47 77 60 70 00

Elsewhere in Norway please use Rica Hotels tel. 22334200 and Choice Hotels tel. 66854560 as far as possible. Please mention the University Agreement when ordering rooms or settling the bill. The University will accept a maximum price of Nok  1 050,- per hotel night.
Via Travel may also assist you in booking hotels with special University agreements. 

Payment of travel expenses and hotel stays: The visitor/traveller is responsible for settling the account with the travel agency and hotel. Invoices must NOT be sent directly to the Faculty.

The bill for travel expenses (travel invoice): 

The travel invoice must be sent latest a month after ended travel, and be completed as entirely as possible. Please state the purpose of the travel. For estimating the exact amount to cover the board/allowance, date and time of day the travel started and ended must be filled in on the front page of the invoice. Also tick off whether hotel stay, private lodging etc. 

Attachments to the travel bill:

Original duplicate of the flight ticket, travel invoice, seat ticket no., hotel receipt, taxi, buss, tram, train tickets etc. When making use of electronic tickets please attach flight invoice, travel bill containing name, distance, price etc. in addition to boarding pass.

Advance travel payment: 

The university is able to transfer an advance travel payment directly to your account if needed. To make sure this reaches you in time for your travel, please order this about 3 weeks before travelling date. When ordering advance travel payment we need the following information: Full name, home address, date of birth and personal number (11 digits), as well as purpose of travel, profession and date for travelling, account number and amount (approx. cost for travelling and the hotel stay). For transfer to foreign banks it is essential to state the name and address of the bank, IBAN i.e. Swift and account number. 

For further information see the University of Tromsø’s travel site:

http://uit.no/persok/reiser_ansatte/
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