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How to get reimbursed?

· Fill out the Reimbursement for Travel Expenses form: 

· Participant: name, e-mail, phone, name and address organisation

· Type of costs: amount in Euro, date of purchase and number of tickets/receipts.

· For non Euro countries: add the amount in local currency and the exchange rate used. Use the website http://ec.europa.eu/budget/inforeuro/ to find the official exchange rate for the month in which you bought your tickets. 

· Bank-details: without the correct bank details (see below) we cannot transfer the money. 

· Glue all original invoices, receipts, tickets and boarding passes on an empty sheet of paper (A4) and write the corresponding row-number (1-9) next to it.

· Sign the reimbursement form.

· Send the original form and all attachments to FoE Europe (for details, see above).

· After control and approval of your reimbursement claim, you will receive the amount owed by bank transfer.

FoEE rules for reimbursement of travel expenses:

· Approval: Travel costs and daily subsistence allowances (DSA’s) can be reimbursed by FoEE when budget approval has been obtained beforehand from the relevant Campaign Coordinator at FoE Europe. Ask the organizers if the price of your ticket is OK before buying it. 


· Add originals: For all expenses you must submit the original invoices, receipts, tickets and all boarding passes together with the reimbursement form. They should be properly glued on a separate and empty sheet of paper (A4). Make sure every ticket is entirely visible and the sheet can easily be photocopied.  

· Bank Details: To correctly expedite the money transfer we need:

· For Belgium: only your name and bank account.

· For Europe: The name of the bank and ALWAYS the correct IBAN and BIC/SWIFT code
· Outside Europe: All necessary information for international payments

· Costs in Non Euro Countries: Reimbursement of travel costs will only be approved by applying the official exchange rate on the date of purchase of the ticket. Use the website http://ec.europa.eu/budget/inforeuro/ to find the official exchange rate. 

· Car & Taxi: Reimbursement of use of private car and taxi costs will only be considered under exceptional circumstances. Ask the organizers for approval beforehand.

· Other costs: Costs of telephone/internet, local public transport in the country of origin, drinks etc. will not be reimbursed.

· One month: The claim form should be submitted to FoE Europe (for address see above) within 30 days after the meeting or event. 

· Incomplete forms and missing documents may lead to disapproval of your claim. 
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For assistance:


Jelle van Leeuwen
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