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Finance



PO Box 616 | NL 6200 MD Maastricht

	Claim form business trip expenses 


Personal details:
	Family name and initials
	     
	Personnel no
	700     

	Address
	     
	BSN/Sofinr.

(social security number)
	     

	Postal code and city
	     
	IBAN nr. *)
	     

	Country
	     
	BIC nr. *)
	     

	Sex
	     
	Name Bank
	     

	Date of birth
	     
	Address Bank
	     

	Nationality
	     
	
	     


Travel expenses own transport: 

	Date
	Number of km/ Rate 
	Description/Destination/Reason for Travel
	Amount (EUR)
	

	      
	      à €      
	     
	€      
	

	      
	      à €      
	     
	€      
	

	      
	      à €      
	     
	€      
	

	      
	      à €      
	     
	€      
	

	      
	      à €      
	     
	€      
	

	      
	      à €      
	     
	€      
	

	      
	      à €      
	     
	€      
	

	      
	      à €      
	     
	€      
	

	Total
	€      
	
	€ 


	Own addition 





Travel expenses public transport (train, taxi, bus, airplane etc.)
	Date
	Description/Destination/Reason for Travel
	Amount
	Currency
	Amount (EUR)
	

	      
	     
	     
	     
	€      
	

	     
	     
	     
	     
	€      
	

	     
	     
	     
	     
	€      
	

	     
	     
	     
	     
	€      
	

	     
	     
	     
	     
	€      
	

	     
	     
	     
	     
	€      
	

	     
	     
	     
	     
	€      
	

	     
	     
	     
	     
	€      
	

	Total
	€      
	
	€      


	Subtotal, to next page
	€ 


	Subtotal carried forward from previous page
	€ 


Other cost:
	Description
	Amount
	Currency
	Amount EUR)
	

	Conference expenses
	

	     
	     
	     
	€      
	

	     
	     
	     
	€      
	

	Subtotal
	€      
	

	Hotel expenses
	

	     
	     
	     
	€      
	

	     
	     
	     
	€      
	

	     
	     
	     
	€      
	

	     
	     
	     
	€      
	

	Subtotal
	€      
	

	Accommodation expenses  (breakfast, lunch, dinner)
	

	     
	     
	     
	€      
	

	     
	     
	     
	€      
	

	     
	     
	     
	€      
	

	     
	     
	     
	€      
	

	Subtotal
	€      
	

	Other expenses
	

	     
	     
	     
	€      
	

	     
	     
	     
	€      
	

	     
	     
	     
	€      
	

	     
	     
	     
	€      
	

	     
	     
	     
	€      
	

	Subtotal
	€      
	

	
	

	Total
	€      
	
	€      


	Advance/reimbursement received from third parties:
	Minus
	
	€      

	

	Total
	
	€      


· Expenses will be reimbursed on basis of real costs.
· To qualify for reimbursement of costs the original bills/invoices have to be added (no proof of payment) and converted to euro’s. 
· Using public transport attach original ticket. 
· Using own transport the provisions of the Commuting and Relocation Allowance Regulations are the standard.
· For the rules about declaring claims pertaining to business travel expenses you are referred to the Expense Claim Regulations.
	I here by declare that I have completed this form truthfully.
	Date 
	     
	Signature
	     


Agreed by the budgetholder/Mandated

	Name
	     
	Signature

	Budgetnumber
	     
	Faculty/Department
	     

	Permanent position
	50     
	Date 
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