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	TRAVEL AND SUBSISTENCE REIMBURSEMENT FORM
Note: Please use black ball point pen and BLOCK LETTERS throughout.

Claims and original supporting documents (invoices, plane tickets and boarding passes) must be submitted within one month.  If you have submitted a valid expense claim form and bank details, you can expect us to process your refund within one month.


	1. YOUR DETAILS

	Name
	

	Organisation
	

	Address
	

	Telephone
	
	E-mail
	

	Event name
	

	Event place & date
	  



	
	
	
	
	
	
	
	

	2. YOUR DECLARATION

	I declare that:

. All the expenses and allowances I claim on this form comply with the European Commission's rules of cost-effectiveness and rules on reimbursement of costs for travel and subsistence applicable within the framework of the call for proposals VP/2010/012
. All the expenses and allowances I claim on this form have been necessitated by the project funded by the European Commission (grant agreement n° VS/201…/….

. I have not claimed reimbursement for tickets or any other items which will be paid for by another organisation and none of the items on this form will be claimed from or will be reimbursed by any other organisation

	Signature
	
	Date
	

	TO BE PAID INTO: Bank name
	

	BANK ACCOUNT N° (IBAN format)
	

	SWIFT (BIC) of bank:
	

	NAME ACCOUNT HOLDER
	

	
	
	
	
	
	

	3. PLEASE DO NOT FILL IN THIS SECTION: CERTIFYING PERSON

	I certify that:

. To the best of my knowledge, each journey for which expenses and allowances are being claimed on this form were made in the framework of the project funded by the European Commission (grant agreement VS/2…./….. and was arranged in the most cost-effective way

. I have checked all the items and receipts included in this form in accordance with the EC rules and approve payment of …………….. € to the claimant

	

	Signature
	 

	Date
	

	Name
	
	Organisation and function
	

	

	Contact details

Please use the following contact details to return your form or if you have any questions regarding expenses and refunds: ILGA-Europe, rue Belliard 12, 1040 Brussels, belgium

Ph.: +32 26 09 54 10
Fax: +32 26 09 54 19
Email: camille@ilga-europe.org 


	4. JOURNEY DETAILS
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	4.1. Travel

	Date
	Journey(s) made and mode of transportation
Each journey must be entered separately
List start and finish points and intermediate stops
	Time of travel 
(24 hour clock)
	Price in original currency
	Exchange rate
	Addition details or comments
Give reasons for journey(s), for unreceipted or unusual items (if any)
	CALCULATION FOR  REIMBURSEMENT IN EURO (€)

	
	Point of departure
	Point of arrival
	Mode of transport
	Time of departure from workplace/residence
	Time of arrival back home/at work
	Amount
	Curr
	
	
	Total travel (€)
	Other in EURO

	 
	 
	 
	 
	 
	 
	 
	 
	 
	  
	  
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	  
	  
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	  
	  
	 

	4.2. Accommodation and other expenses (If accommodation has not been provided by organisers, please fill this part.)

	Date
	Country
	Number of nights
	Amount
	Curr
	Exchange rate
	Addition details or comments
	Total Accommodation (€)
	Other in EURO

	
	
	 
	 
	 
	 
	 
	  
	  
	 

	 
	
	 
	 
	 
	
	
	
	 

	
	
	
	
	
	
	
	
	

	4.3. Subsistence (for office use only)

	Date
	Country
	No. days (24 h day)
	DSA per day
	Curr
	Exchange rate
	Addition details or comments
	Total Subsistence(€)
	Other in EURO

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	4.4. Reduction on daily subsistence (please list any expenses- meals, DSA- covered by organisers

	
	

	* DSA will be reduced by 30% for each meal provided by others,15% for breakfast
	 
	
	GRAND TOTAL 
	 

	
	
	
	
	Less advance received
	

	For ILGA-Europe use only  
	
	
	
	BALANCE TO BE PAID
	

	DATE PAYMENT ISSUED
	 
	 
	Payment method and
Signature of claimant
	In cash

  
	By bank transfer

	Signature certifying person
	 
	 
	 
	 
	 
	
	
	


Claiming for your expenses

What can I claim for?

Basic rule: all expenses related to your travel are refunded, provided that ILGA-Europe agreed to pay for it.
Subsistence costs (meals, local travel for less than €10.00 per day, telecommunications, fax, Internet and all other sundries for private use) are covered by daily subsistence allowances (see below).

Exceptions

The following costs are not eligible for refund: all taxi trips, unless no public transportation is available, heavy material was carried or specific authorisation; trips made in first or business class or any class other than the cheapest; all expenses related to car journeys (fuel, toll-roads, etc.) (see below).

How can I claim for my expenses?

Documenting expenses

The basic rule: keep all papers related to your expenses.

Expenditure must be supported by:

· an invoice, a ticket, an electronic ticket or receipt showing the date, the beneficiary, the amount spent and the currency;

· a ticket  (airplane, train only) or a passenger receipt (generally attached to airplane tickets);

· boarding passes (required for air trips only) – you only need to show evidence that you did a two-way journey.

If you claim for an amount in another currency than the one of the expense itself, you may provide the exchange rate applying at the date of the transaction or when you bought this specific currency (credit card statement, bank statement). If you don’t provide this exchange rate, it will be calculated for you.

Car journeys are supported by a printout of 2nd class train fares for an equivalent journey.

Filling the expense claim form

Documents supporting travel must be attached to this travel expense claim form. You should then fill it and write the amounts actually spent.

The expense claim form must also be dated and signed.

Travel

Journeys must be carried out by the most direct and economic route. Economy class fares will be used as the benchmark for analysing air travel costs. Air travel is acceptable only for distances above 400 km, i.e. return flight above 800 km. For other modes of transport, the benchmark is the second-class rail fare. Please bear in mind that receipts, boarding passes and used tickets must always be kept as supporting evidence of travel cost paid.

Daily Subsistence Allowance (DSA)

Daily subsistence Allowances (DSA's) are limited to a flat-rate amount and are considered to cover subsistence (breakfast + two main meals, local transport, cost of telecommunications and all other sundries). The maximum amounts (in Euro per calendar day) accepted for each country is set out in the table below.
ILGA-Europe covers subsistence costs in line with the approved budgets for its events. In the case where ILGA-Europe has agreed to cover the actual costs, please ensure that you collect and send all the supporting documents for these expenses (i.e. hotel bill, bills for meals, local travel etc). 

The European Commission rules for calculating the daily subsistence allowances are as follows:

􀂃 stays less or equal to 6 hours: reimbursement of actual costs (on production of supporting documents);

􀂃 over 6 hours up to 12 hours inclusive: 0.5 DSA;

􀂃 from 12 hours up to 24 hours inclusive: 1 DSA;

􀂃 from 24 hours up to 36 hours inclusive: 1.5 DSA;

􀂃 from 36 hours up to 48 hours inclusive: 2 DSA;

􀂃 from 48 hours up to 60 hours inclusive: 2.5 DSA, etc.

Accommodation

Accommodation must be documented and is subject to maximum amounts for each country.

Submitting expenses

When you have completed all the steps above you should submit your form to the Finance Administrative Officer, along with all supporting documents.

You must claim for your expenses and provide all necessary documentation at the latest one month after the activity ended.
If you fail to document your expenses properly, you will be notified of it. No payment will be made until we have received all the documents.

Refunds

Refunds are made in Euro by bank transfer in most cases.

You will be refunded on the bank account that you have provided above. If you fail to provide the bank details we request, we will be unable to refund you.

If you have submitted a valid expense claim form and bank details, you can expect us to process your refund within 20 working days.

Bank transfers will then take up to four working days to arrive on your account in European Economic Area (EEA) countries. All charges for finding a bank account or returning a transfer that incur because you provided inaccurate bank details will be deducted from your expenses. You may request to be refunded in cash provided that two weeks’ notice is given to ILGA-Europe staff. 

Subsistence and accommodation rates

	Country
	DSA
	Max. hotel
	Country
	DSA
	Max. hotel

	
	
	
	Lithuania
	€ 68.00
	€ 115.00

	Albania
	€ 82.00
	€ 114.21
	Liechtenstein
	€ 80.00
	€ 95.00

	Armenia
	€ 64.00
	€ 89.14
	Luxembourg
	€ 92.00
	€ 145.00

	Austria
	€ 95.00
	€ 130.00
	Macedonia
	€ 50.00
	€ 160.00

	Azerbaijan
	€ 46.00
	€ 64.07
	Malta
	€ 90.00
	€ 115.00

	Belarus
	€ 54.00
	€ 75.21
	Moldova, Rep. of
	€ 50.00
	€ 69.64

	Belgium
	€ 92.00
	€ 140.00
	Monaco
	€ 183.00
	€ 254.89

	Bosnia and H.
	€ 46.00
	€ 64.07
	Montenegro
	€ 54.00
	€ 75.21

	Bulgaria
	€ 58.00
	€ 169.00
	Netherlands
	€ 93.00
	€ 170.00

	Canada
	€ 111.00
	€ 154.60
	Norway
	€ 80.00
	€ 140.00

	Croatia
	€ 60.00
	€ 120.00
	Poland
	€ 72.00
	€ 145.00

	Cyprus
	€ 93.00
	€ 145.00
	Portugal
	€ 84.00
	€ 120.00

	Czech Republic
	€ 75.00
	€ 155.00
	Romania
	€ 52.00
	€ 170.00

	Denmark
	€ 120.00
	€ 150.00
	Russian F.
	€ 75.00
	€ 104.46

	Estonia
	€ 71.00
	€ 110.00
	Serbia
	€ 80.00
	€ 140

	Finland
	€ 104.00
	€ 140.00
	Slovakia
	€ 80.00
	€ 125.00

	France
	€ 95.00
	€ 150.00
	Slovenia
	€ 70.00
	€ 110.00

	Georgia
	€ 64.00
	€ 89.14
	Spain
	€ 87.00
	€ 125.00

	Germany
	€ 93.00
	€ 115.00
	Sweden
	€ 97.00
	€ 160.00

	Greece
	€ 82.00
	€ 140.00
	Switzerland
	€ 207.00
	€ 288.31

	Hungary
	€ 72.00
	€ 150.00
	Tajikistan
	€ 41.00
	€ 57.11

	Iceland
	€ 85.00
	€ 160.00
	Turkey
	€ 55.00
	€ 165.00

	Ireland
	€ 104.00
	€ 150.00
	Turkmenistan
	€ 92.00
	€ 128.14

	Italy
	€ 95.00
	€ 135.00
	Ukraine
	€ 69.00
	€ 96.10

	Kazakhstan
	€ 54.00
	€ 75.21
	United Kingdom
	€ 101.00
	€ 175.00

	Kyrgyzstan
	€ 47.00
	€ 65.46
	United States
	€ 148.00
	€ 206.14

	Latvia
	€ 66.00
	€ 145.00
	Uzbekistan
	€ 50.00
	€ 69.64


� Only the DSA rates for 27 EU countries, the EFTA countries, 3 accession countries and Serbia were updated as per EC regulations VS/2010/0586. 	





IE travel expense claim form v2012.doc2

Page 1 of 3

