
Travel expense report

Please mark appropriate boxes and fill in fields

Traveler (last name, first name) 3.421.006

Travel destination (city, country)

Purpose of travel (title of event) Start of event (date) End of event (date)

Start of travel (date and time) End of travel (date and time)

Start of private stay (date) End of private stay (date)

Do you want daily allowance
Yes  O    No  O
please fill in included meals (from 
organizer or hotel breakfast e.g.)

Breakfast (number) Lunch (number) Dinner (number)

Amount (local currency) Internal use only (do not fill in)

Train

Airplane

Local transport (bus, train)

Conference fee

Accommodation

Date / Signature Traveler

Original receipt (please attach) 

Additional notes:
1. Do not staple the receipts together, but stick them on a A4 paper sheet.
2. Please attach your certificate of attendance.


