
 
 
 
Request for the reimbursement of travel expenses 
 

Name, First name:         

 
Reason for traveling:            

Travel destination/s:        

Start date:          date/ time 

End date:          date/ time 

Traveling by                Public transportation     Personal automobile/vehicle 

 

Cost report (please add justification for cost items and attach receipts) 

            €             € 

            €             € 

            €             € 

            €             € 

            €             € 
 

I used a  ……ticket  Flight ticket   Subvention amounting to       € 

obtained from (exact description of the institution)    

Please transfer the travelling expenses to the following account number   ___  ____ ____ 

Bank name/address  _________________________________________________________ 

IBAN_______________________________________BIC/SWIFTCODE________________ 

 

I assure, that the named data and traveling details are correctly denoted. The appointed 
expenses truly incurred:  

City, date                                                          _________________ 
                                                                                                               (Signature)  


