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REQUEST FOR TRAVEL REIMBURSEMENT






EXTRA EXPENSES INCURRED: Trip to –  


	
	RECEIPTS DETAILS
	DATE
	OTHER CURRENCY
	EUROS
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____________________________			                 
          name | Date					             						  
Please note: 
· Where it states: ‘EXTRA EXPENSES INCURRED’ : Please include details of meeting/s and date/s when occurred.
· Where it states: ‘OTHER CURRENCY’ :  If the case, leave it empty and it will be calculated from Finance Unit prior being approved by your director.
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