Invoice No. 1:  Reimbursement of 70% of total field work costs (1st instalment)
 
From:










Date:
	Name:
	

	Institution:
	

	Street:
	

	Postal code:
	

	City:
	

	Country:
	


To:    Museum für Naturkunde 

- Verwaltung EDIT WP7 -

Invalidenstr. 43

D-10115 Berlin, Germany

Subject: EDIT WP7, sub-activity 7.4 [travel]; reimbursement for ATBI+M field work in "ATBI – Gemer" Slovakia


Dear Madam/Sir,

For my participation in the EDIT WP7 ATBI+M field work in the Gemer area
from DD-MM-YYYY to DD-MM-YYYY, I would like to ask for reimbursement of 70% of the following total costs by transfer to the bank account specified below:

	Total travel costs *
	
	               = € XX

	Daily allowances **
	XX days spent in the field (€ 20 per day)
	                = € XX

	Sum:
	
	= € XXX


*     Calculation of travel costs: see next page; please state the entire costs 
**   includes accommodation, receipts not required
Bank account details for transfer:
	
	

	Account holder’s name:
	

	Bank institution:
	

	Account number:
	

	IBAN-code:
	

	BIC-code:
	

	Bank address:
	


My original invoices & receipts for the travel costs are included and listed on the second page. With this invoice, I also submit a list of localities and collection/observation events for the field trip. I agree that 70% of the amount will be transferred now, the remaining 30% after the delivery of the entire data, for which I shall submit a second invoice at the time of delivery. 
[Please note: If you deliver the entire data at once, it is sufficient to send one invoice only!]
Sincerely yours
	
Your name,
date & signature


EDIT WP7 ATBI+ M field work - Calculation of travel costs
Name of Participant:
Date(s) of travel:
	
	ATBI+M individual participation "Gemer area"
	

	
	
	

	
	Transportation:
	Amounts
	

	1)
	Use of private car, from   xxxxxxxxxxxxx    to   xxxxxxxxxxxxx,

= XXXX  km driven  (x 0.25 Euro):
	Euro
	

	2)
	Use of private car, further costs [itemised costs by numbered receipts] a:
2a) 

2b) 

2c) 


	Euro



[sum of 2a – 2n] 
	

	
	Indirect taxes (VAT, sales tax, etc.) contained in 2a – 2n b:
	Euro
	

	3)
	Public transport and other means [itemised costs by numbered receipts] c:

3a) 

3b) 

3c) 

3d) 


	Euro




[sum of 3a – 3n]
	

	
	Indirect taxes (VAT, sales tax, etc.) contained in 3a – 3n b:
	Euro
	

	
	
	
	

	4)
	Sum of travel costs [1 + 2 + 3]: d
	Euro
	

	
	Explanations:
a  Additional documented costs when travelling by car, e.g., highway toll, bridge & tunnel charges, ferry tickets, etc. Please note: original receipts must be submitted for each item. 
b  Indicate the total amount of indirect taxes (VAT, sales tax, etc.) contained in the charged amounts if specified on the relevant tickets and receipts. The VAT amount will also be reimbursed but has to be accounted for differently.
c  Itemise transportation costs as documented by separate tickets and receipts (e.g., for use of airline, train, bus, etc.). Original receipts and used ticket(s) must be submitted for each item, preferably glued to separate sheets of paper. In case of electronic (plane) tickets, boarding passes must also be included.

d  Please note: a maximum of 300,- Euro total travel costs will be reimbursed per person per trip.
	

	
	
	
	


Invoice No. 2:  Reimbursement of remaining 30% of field work costs (2nd instalment):
From:










Date:
	Name:
	

	Institution:
	

	Street:
	

	Postal code:
	

	City:
	

	Country:
	


To:    Museum für Naturkunde 

- Verwaltung EDIT WP7 -

Invalidenstr. 43

D-10115 Berlin, Germany

Subject: EDIT WP7, sub-activity 7.4 [travel]; reimbursement for ATBI+M field work in "ATBI – Gemer" Slovakia

Dear Madam/Sir,

For my participation in the EDIT WP7 ATBI+M field work in the Gemer area
from DD-MM-YYYY to DD-MM-YYYY, I would like to ask for reimbursement of  30% of the following costs by transfer to the bank account specified below:

	Travel costs *
	
	                = € XX

	Daily allowances **
	XX days spent in the field (€ 20 per day)
	                = € XX

	Sum:
	
	= € XXX


*     Calculation of travel costs: see Invoice No. 1 

**   includes accommodation 
Bank account details for transfer:

	Account holder’s name:
	

	Bank institution:
	

	Account number:
	

	IBAN-code:
	

	BIC-code:
	

	Bank address:
	


I have delivered my entire data set from the field trip (a complete data list of localities, collection/observation events AND the taxonomic data). I herewith ask for the reimbursement of the remaining 30% of the total costs, and submit for this purpose this second, originally signed invoice. 
Sincerely yours
	
Your name,
date & signature


