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      Travel Reimbursement Form

	Personnel information of traveller
	
	For internal use only

	Title:
	
	

	First name:
	
	

	Last name:
	
	

	Name of university/ company:
	
	

	Address of university/ company
	
	

	Telephone:
	
	

	Email:
	
	


	Travel information
	
	For internal use only

	Purpose of travel:


	
	

	Date of departure:
	
	

	Time of departure:
	
	

	City of departure:
	
	

	Means of travel:
	
	

	
	
	

	Date of arrival at destination:   
	
	

	Time of arrival at destination:
	
	

	City of destination:
	
	

	
	
	

	Start date and time of work/ service at destination:
	
	

	End date and time of work/ service at destination:
	
	

	
	
	

	Date of return:
	
	

	Time of return:
	
	

	Means of travel:
	
	

	
	
	

	Request for reimbursement of travel costs?  If yes, please give details.
	
	

	The following documents are attached* (train ticket, flight ticket, boarding pass, etc.):
	
	

	Amount of per diems requested:
	
	


	Bank details for reimbursement
	
	For internal use only

	Name and private address of account holder:

	
	

	Bank:
	
	

	Branch Address:
	
	

	IBAN**:
	
	

	BIC/ SWIFT code:
	
	

	
	
	


* Please note that per diems can only be covered if the travel reimbursement form is filled in, duly signed and ALL travel documents are attached.

** Please name account number for bank accounts in Germany. For bank accounts elsewhere the IBAN is requested.

_________________________________
 ______________________________________

Place, date





 Signature
Please do not forget to annex ORIGINAL receipts
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