
 
 

TRAVEL EXPENSES REIMBURSEMENT FORM 
 

All tickets, as originals, shall be enclosed to the Reimbursement Form. If any ticket is 
missing it is your responsibility to write your own signed receipt, describing your travel 
expenses and the reason why there is no ticket. Reimbursement will only be given for 
enclosed tickets and justified own receipts.( Please use separate Reimbursement Form for 
each travel.) 
 
Name and Family Name………………………………………………………………………... 
Organization/Country…………………………………………………………………………… 
Reason for Travel(incl date & place) …………………………………………………………... 
 
 
 
Receipt 

                                                       
From → To    1/ 

Price 
local currency 

Exchange  
Rate  2/ 

Price in  
USD/Euro1  

3/ 

Price in 
SEK 

1. 

2. 

3. 

4. 

5. 

6. 

Give information on where money shall be sent. 
 
Name:......................................................................................................................................... 
Adress: ...................................................................................................................................... 
 
Bank: ......................................................................................................................................... 
Bank adress: ............................................................................................................................... 
 
Accountnumber/IBAN: ............................................................................................................... 
 
Swiftcode/Bank ID: .................................................................................................................... 
 
 
…………………………………………………………………………………………………. 
Date & place                                               Signature 

                                                 
1 / Indicate also if the transport is train, bus, plane etc; 2/ Write relevant exchange rates (value of local currency, 
USD, EUR); 3/ If needed give also price in USD/Euro  

7. 

8. 

 

     

Total      
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