Wohllebengasse 12-14

1040 Vienna m Austria

Tel: +43 1 3197949-0 m Fax -15
office@trialog.or.at

Skype: trialog.office

A I_ O ( ; www.trialog.or.at
: This project is funded
Development NGOs in the enlarged EU by the European Union

Travel Reimbursement Scheme

You can only get reimbursed if you obtained written agreement from TRIALOG to support
your participation in an event minimum three week before travel, using the ,Application
Form for participation in an event".

» Reimbursement can only be approved on presentation of:

= Original support documents for travel and accommadation. In the case of air
travel, these documents are; invoice from travel agent, receipt (last coupon of ticket)
and all boarding passes. Note that photocopies can no longer be accepted.

= Completed and signed TRIALOG Travel Expense Claim Form (including IBAN, BIC
and exact bank details).

= A short narrative report about the event for which you request reimbursement (we
will accept either page 2/'Activity Report’ of the Travel Expense Claim Form, or
another document in which we can find the same information.)

» Travel may be claimed as follows:

* You must obtain our written agreement before travel if you wish to use private
transport. We will normally agree to private car use only if this is cheaper than public
transportation. In this case we can reimburse up to EUR 0,2/km.

* You must obtain our written agreement before travel for travel costs above EUR 400,-

= We can only reimburse Economy Class flight or train tickets.

= Local public transport to and from the event can be reimbursed.

= Taxi bills will be reimbursed only in exceptional cases (such as flights in the early
morning or late evenings etc): in all other cases public transport should be used.

» Per diems may not be claimed.

» Please note also that:
= We reimburse by bank transfer in EUR using the IBAN system. We do not normally
reimburse your bank fees (please contact us if your bank charges high fees).
= We use the official exchange rates published monthly by the EC.
= We will only reimburse the agreed costs in case you participate in the whole event
from the beginning till the end.
» Requests for reimbursement should be send to TRIALOG within 2 weeks.

May 09



	Travel Reimbursement Scheme

