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FAHRTEN-FERNE-ABENTEUER 
ABENTEUERZENTRUM
Eichhörnchensteig 3
14193 Berlin
GERMANY
PLEASE SUBMIT THIS FORM NO LATER THAN ONE MONTH AFTER THE MEETING

	name of the project:
	

	Date of arrival :

	
	Date of departure:

	

	Name of participant: 
	
	Telephone


	

	Private address:
	
	e-mail :

	
	
	

	ORGANISATION :
	

	Address:

	

	Please attach all the original receipts!

	No.
	Mean of transport:
	From:
	To:
	Date:
	Price:

(currency of issue)
	Currency:
	Euro:

(To be filled by the Secretariat)

	1.
	
	
	
	
	
	
	

	2.
	
	
	
	
	
	
	

	3.
	
	
	
	
	
	
	

	4.
	
	
	
	
	
	
	

	5.
	
	
	
	
	
	
	

	6.
	
	
	
	
	
	
	

	7.
	
	
	
	
	
	
	

	8. 
	
	
	
	
	
	
	


I certify that the above statement is true, and that these costs are not being reimbursed from any other source. 

Signature: _________________________________________________    

Date:          _________________________________________________
	TO BE COMPLETED BY THE SECRETARIAT.
	NUMBER
	

	TOTAL IN EURO
	
	EURO
	DATE
	

	DEDUCTION OF FEES
	
	EURO


	SIGNATURE
	

	TOTAL REIMBURSEMENT


	
	EURO
	
	


	instructions for reimbursement

	PLEASE CHECK THE FOLLOWING INSTRUCTIONS BEFORE SENDING YOUR REIMBURSEMENT FORM TO OUR OFFICE!!!

YOU WILL ONLY BE REIMBURSED IF:

· YOU SEND YOUR reimbursement form to FAHRTEN-FERNE-ABENTEUER  within one month after the meeting.

· YOU ATTEND AT LEAST 80% OF THE MEETING.
· you fill in all the required FIELDS with a pen and IN CAPITAL LETTERS.
· you personally DATE AND SIGN THE REIMBURSEMENT FORM. 

· YOU ATTACH all YOUR BOARDING PASSes.

· YOU ATTACH   ALL original and readable TICKETS and receipts/ invoiceS (no SCAN! NO copies!)

· the expenseS’ receipt clearly mentions YOUR NAME, date and price.

· your SENDING ORGANISATION is clearly mentioned IN THE FORM.
Can only be claimed AS AN EXPENSE:

· Travel costs from your permanent residence to the meeting venue.

· Travel costs WITHIN THE TRAVEL REIMBURSED LIMIT MENTIONED IN THE INFOPACK.

· Plane tickets (ECONOMY CLASS), Train tickets (2nd class) or BUS TICKETS.
· Local public transport (tram, bus, train). Taxis are not counted as local public transport AND WILL NOT BE REIMBURSED.

· car costs only for the distance up to 500 km, callculated according to OFFICIAL NATIONAL LUMP SUM FOR USEAGE OF PRIVAT CAR (o,22EUR/1km) 

REIMBURSEMENT RULES:

· YOU have ONE MONTH after the meeting to submit YOUR reimbursement form. Once the deadline has passed, no reimbursement will be done. 

· FAHRTEN-FERNE-ABENTEUER will process your reimbursement form in 14 days after the deadline for sending travel documents.
· We always reimburse TO the ACCOUNT OF SENDING Organisation, NOT DIRECTLY TO PARTICIPANTS. 
· FAHRTEN-FERNE-ABENTEUER does NOT reimburse in cash at the venue of the meeting.
· If the price of the travel is higher than the TRAVEL REIMBURSEMENT LIMIT, only the amount WITHIN THE LIMIT  will be reimbursed.

· Metro/tram tickets have to be purchased separately (one trip at a time). Do not buy a 4 trips ticket if you are not going to use them all. We need the original ticketS.

· staple all original receipts on a4 paper SEPARATELY and attach them to the reimbursement form.

· number all the receipts according to the reimbursement form.

· do not calculate the exchange rate yourself the secretariat will use the rate on the day of processing the reimbursement.
· When notified that the reimbursement form cannot be accepted as presented, one week is given to forward the necessary justification



