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To: Umweltbundesamt GmbH
Attn: Dr. Herbert Haubold
Spittelauer Lände 5
1090 Wien
Austria
Travel Costs Claim

GNU Second International Stakeholders Workshop, 
London, UK, 17 September 2010
	TRAVELLER

	Name
	

	Name of Organisation
	

	Address
	 

	Phone
	
	E-Mail: 
	

	Travel to Rome from
	 COMMENTS   \* MERGEFORMAT 

	EXPENSES

	Description
	Total amount including VAT and other taxes in €
	VAT (and any other taxes) in €
	Costs in € excluding VAT and other taxes

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Total (for each column)
	*
	
	

	BANK DETAILS

	Account Holder
	

	Bank Name
	

	Bank Address
	

	Swift Code
	

	IBAN
	

	Liable to VAT
	Yes
	no
	VAT number
	


I have read the attached rules for claiming travel costs from GNU.
I request a refund of my expenses amounting to
_______ EURO (including VAT and other taxes)
All original invoices and boarding passes are enclosed.
By filling in the form correctly, you will avoid unnecessary administrative work on either side. Please note that GNU is bound to the financial rules of the Sixth Framework Programme.
Date 
Signature
Rules for GNU Extended Consortium members 
for claiming travel costs from GNU
The above form, together with the needed attachments, should be sent to the GNU project coordinator, who will reimburse your travel costs. 
If you as a natural person will receive the reimbursement, this form plus all invoices is sufficient. However, if your organisation will receive the reimbursement (because you claimed your travel costs from it before), then this form is needed plus an official invoice by your organisation. 
The following costs will be refunded:

1) Accommodation (hotel)
2) Food
3) Public transport (flight, train, taxi)

Participants are encouraged to book reasonable hotels, to use economy class/second class transport, and to use taxis only if public transport is not available or inconvenient. 
GNU will cover actual costs (including the meal before the workshop). For administrative purposes, no daily allowances can be granted. For participants who need additional meals, eg due to flight connections, these meals will be reimbursed as well. 
All original invoices must be included, also the boarding passes (which is required by the Commission), eg the invoice for the flight, or the train ticket, the boarding passes, the hotel invoice, restaurant bills, taxi invoice, subway tickets etc. 
Any Value Added Tax and other taxes shown on the invoices must be declared in the above form. Nevertheless, the costs you may claim are the ones in the field with the asterisk. 
For exchanging foreign currency into Euros, use the European Commission exchange rate which you get from http://ec.europa.eu/budget/inforeuro/. If you use other exchange rates we must return the form to you.  
An electronic version of this form can be downloaded from the GNU project website: www.gmes-network-of-users.eu

Examples:

1) You have paid everything, that is flight, hotel, restaurant, local transport, using your private funds. All invoices are made out to you. Then you fill in this GNU Travel Costs Claim form, send it to the respective GNU member, and that’s it. 

2) Your organisation has paid the flight; you have paid the rest using your private funds. Then you claim your costs in the same way as described under (1). However, your organisation claims its costs, namely the flight, using its own invoice form, again including the original bill for the flight. In this case, the GNU Coordinator gets two separate claims. 
3) Your organisation has paid the flight, you have paid the rest, and you claim your costs from your organisation. Then you fill in the GNU Travel Costs Claim form, and your organisation sends one invoice for the entire costs using its own invoice form and attaches the GNU Travel Costs Claim form to it. Please note that daily allowances must be excluded also in that case, because all meals are covered.
If you have any questions about the procedure, please ask the GNU coordinator: 

Dr. Herbert Haubold
Austrian Environment Agency
Spittelauer Lände 5
1090 Wien
Austria
herbert.haubold@umweltbundesamt.at

