TRAVEL & ACCOMMODATION 
REIMBURSEMENT FORM


	

	1. YOUR DETAILS 

	Full name
	
	Organisation
	

	Telephone
	
	E-mail
	

	Name of 
account holder
	
	Bank name
	

	Address of account holder
	

	Bank account number (IBAN)
	_ _ _ _ - _ _ _ _ -_ _ _ _ -_ _ _ _ -_ _ _ _ -_ _ _ _ -_ _ _ _- _ _ _ _ 

	Bank SWIFT / BIC code
	
	Bank account currency 
(if other than €)
	

	
	

	2. YOUR CHECK LIST

	[bookmark: _Hlk156468481] Attach an invoice or receipt for each expense clearly mentioning the date, beneficiary, amount spent and currency
 In case you are not travelling by the most direct route or on exact activity dates, attach prior approval given by ILGA-
     Europe and a valid cost comparison
 Attach a copy of the ticket or boarding pass for each leg of your journey
 Explain any unusual item (reason for missing support documents, use of taxi, etc.)
 Date and sign (section 3)

	

	3. YOUR DECLARATION

	I declare that:
· All expenses I claim for on this form are accurate, legitimate and comply with ILGA-Europe’s rules set out on page 3
· I took reasonable steps to ensure the cost-effectiveness of all expenses
· I am not claiming on this form reimbursement for any expense which will be paid for by a third party 

	Event name
	
	Event date 
& location
	

	Signature
	
	Date
	

	
	
	
	

	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 ILGA-Europe activities
· I have checked all the items and support documents included in this form in accordance with ILGA-Europe’s policies and approve the reimbursement

	

	Signature
	
	Name
	
	Date
	

	Amount (in €)
	ILGA-Europe code
	Activity code
	Funder code
	Unit cost/number 
(for EC only)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	Total (in €)



[image: IE logo with motto GIF format white background cmsa] 
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	4. YOUR TRAVEL EXPENSES (Enter each leg of your journey separately, incl. travel related to visa application. Do not include local transport under 10€ per trip)

	Date
	Place of departure
	Place of arrival
	Means of transport
	Time of departure 
	Time of arrival
	Price
	Original currency[footnoteRef:1] [1:  You may attach a bank statement showing the exchange rate applied to the transaction otherwise the InforEuro exchange rate on the month of purchase will be applied.] 

	Additional comments[footnoteRef:2] [2:  Explain any unusual item (reason for missing support documents, use of taxi, etc.).] 

	Total travel[footnoteRef:3] [3:  Fill in the amounts actually spent and to be reimbursed.
] 

(in €)

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	

	5. YOUR VISA EXPENSES (Fill in this section only if you had to get a visa and/or insurance in order to attend the event)

	Date
	Type of expense
(visa, insurance)
	Price
	Original currency1
	Additional comments2
	Total visa3
(in €)

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	

	6. YOUR ACCOMMODATION (Fill in this section only if accommodation has not been organised and paid by ILGA-Europe or a third party)

	Date
	Country
	Number of nights
	Price
	Original currency1
	Additional comments2
	Total accommodation3 (in €)

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	

	
	
	
	DO NOT FILL IN THIS SECTION

	
	 
	
	GRAND TOTAL (in €)
	 






REIMBURSEMENT RULES & PROCEDURES


1) Eligible expenses
Basic rule: all expenses related to a trip made in the framework of an ILGA-Europe event are refunded provided ILGA-Europe agreed to paid for them, they are properly documented and comply with eligibility rules. 
Subsistence expenses (meals, local transport expenses, telecommunications and all other sundries for private use) are covered by a daily subsistence allowance paid in cash at the event.
Exceptions
The following costs are not eligible for refund: 
· Travel expense under 10€ per trip (e.g. metro ticket)
· Any travel by taxi (unless no public transportation is available, heavy material was carried or prior authorisation was given by ILGA-Europe and for security reasons between 23:00 and 6:00)
· Any travel made in first / business class or any class other than the cheapest 
· Any options booked on top of your trip (extra leg space, priority boarding, non-mandatory travel insurance)
· All expenses related to car journeys (unless prior authorisation was given by ILGA-Europe)
2) Reimbursement procedure
Basic rule: keep all documents and emails related to your expenses.
Each expense must be supported by:
· an invoice, a used ticket, an electronic ticket or a receipt showing the date, the beneficiary, the amount spent and the currency
· for air travel – a boarding pass (paper or electronic)
If you claim expenses paid in another currency than Euro, you may attach a credit card statement or bank statement showing the exchange rate applied to the transaction or purchase of this specific currency. Otherwise the InforEuro exchange rate on the month of purchase will be applied.
The expense claim form must be dated and signed. 
You must claim for your expenses and provide all necessary support documentation at the latest one month after the event ended.
3) Travel
Journeys must be carried out by the most direct and economic route. Economy class fares will be used as the benchmark for air travel costs. Air travel is acceptable only for distances above 400 km (i.e. return flight above 800 km). For other means of transport, the benchmark is the second-class rail fare. 
In case you are not travelling by the most direct route or on exact activity dates, you must get prior approval by ILGA-Europe. You must provide a valid cost comparison demonstrating that the alternative trip is not more expensive than the trip you would have realistically booked otherwise. The cost comparison must clearly mention the date, the itinerary and the price of each option.  If the alternative trip is more expensive, we will reimburse you up to the price of the trip by the most direct route or on exact activity dates.
4) Accommodation
In case ILGA-Europe is not providing it, you must arrange cost-effective accommodation provided it ensures safety and accessibility – 3-star or 4-star hotels are recommended. 
Accommodation must be documented and is subject to maximum amounts for each country set out in the table below. In case it is impossible to find accommodation within these rates at a reasonable distance from the event location, you must get prior approval by ILGA-Europe before booking a more expensive option.
5) Payment
Reimbursements are made in Euro by bank transfer within 20 working days after you have submitted a valid and complete reimbursement form. You will be reimbursed on the bank account that you have provided under section 1. You may request to be reimbursed in cash during the event in case a bank transfer is not possible. 
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.



	Country
	Max. hotel

	Albania
	€ 100.00

	Armenia
	€ 115.00

	Austria
	€ 120.00

	Azerbaijan
	€ 120.00

	Belarus
	€ 110.00

	Belgium
	€ 135.00

	Bosnia and Herzegovina
	€ 90.00

	Bulgaria
	€ 110.00

	Canada
	€ 140.00

	Croatia
	€ 105.00

	Cyprus
	€ 120.00

	Czech Republic
	€ 110.00

	Denmark
	€ 160.00

	Estonia
	€ 110.00

	Finland
	€ 140.00

	France
	€ 140.00

	Georgia
	€ 120.00

	Germany
	€ 120.00

	Greece
	€ 110.00

	Hungary
	€ 105.00

	Iceland
	€ 180.00

	Ireland
	€ 140.00

	Italy
	€ 115.00

	Kazakhstan
	€ 95.00

	Kosovo
	€ 90.00

	Kyrgyzstan
	€ 90.00

	Latvia
	€ 95.00

	Liechtenstein
	€ 135.00

	Lithuania
	€ 95.00

	Luxembourg
	€ 160.00

	Malta
	€ 140.00

	Moldova
	€ 115.00

	Monaco
	€ 140.00

	Montenegro
	€ 95.00

	Country
	Max. hotel

	Netherlands
	€ 135.00

	North Macedonia
	€ 95.00

	Norway
	€ 150.00

	Poland
	€ 105.00

	Portugal
	€ 110.00

	Romania
	€ 110.00

	Russian Federation
	€ 100.00

	Russian Federation 
(Moscow & St Petersburg)
	€ 130.00

	Serbia
	€ 100.00

	Slovakia
	€ 100.00

	Slovenia
	€ 115.00

	Spain
	€ 120.00

	Sweden
	€ 160.00

	Switzerland
	€ 180.00

	Tajikistan
	€ 90.00

	Turkey
	€ 100.00

	Turkey 
(Ankara & Istanbul)
	€ 130.00

	Turkmenistan
	€ 90.00

	Ukraine
	€ 120.00

	United Kingdom
	€ 150.00

	United States*
	€ 120.00

	United States
(Washington DC, 
New York & California)**
	€ 180.00

	Uzbekistan
	€ 90.00

	
	

	* Unless it is duly justified that a specific location bears a higher cost of living.

	
	

	** Due to the nature of travel in these locations and potential need to move between meetings with taxi rather than public transport, such costs should be treated as separate and not 
[bookmark: _GoBack]as local transportation costs. Use of taxis can be reimbursed separately upon prior approval.
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