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Interview: Reimbursement travel expenses

Dear applicant,

For the reimbursement of your travel expenses for your interview please fill in the form clearly legible in block letters and attach all your original receipts. 
A refund without original receipts is not possible for journeys by bus, train, taxi or plane or your stay at a hotel. 
Please send the filled in document completely with all needed receipts to your interviewer.

Thank you very much.

Date:

Vendor account: 7803



In case of any questions please contact your interviewer.
[image: image1.emf]
To be filled in by applicant:



Interview:  1

2
  3
Name: ................................................................................................................................................................
Street: ................................................... Zip Code/city: ...................................................................................
Tel.: ....................................................    E-Mail: ...............................................................................................
Bank: .......................................................................... City: .............................................................................
Account No. (plus IBAN):................................................................................................................
Swift (BIC): ...................................................................................................................................... 
Date of the interview:.......................................................................................................................

Name of interviewer:..................................................Department:……………………………………
- Travel by car (round trip): driven km x 0,30€
EUR:.....................................................
(information according to actual-driven km)
- Travel by train or plane = Original ticket
EUR:.....................................................
- Taxi / public transport = Original ticket
EUR:.....................................................
- Accommodation at a hotel (without breakfast) 
EUR:
.....................................................
Total costs
EUR:.....................................................

..............................................................

....................

...........................................

Signature
 



Date


City
To be filled in by Henkel: department or HR:
To charge cost center (10 numbers!): ........................................................................
Confirmation of the amount in EUR: ..........................................................................

.........................


............................... 

..............................


Name(1) in block letters

Signature


Telephone


(Authorized signatory according to Henkel guideline)
.................................

...................................

.................................

Name(2) in block letters

Signature


Department



Forwarded to: Karin Berghahn/ VSF/ Z05 

at:..........................




Please notice the following rules about the reimbursement of the travel expenses:


Please attach all original receipts (tickets etc.) to the travel expenses reimbursement form.  If the tickets are needed for the return journey, the receipts should be sent to Henkel by post after returning home.


When travelling by train or bus Henkel will reimburse the cost of a two-way ticket, 2nd class for the fastest connection.


Plane ticket reimbursement is possible as long as the cost does not exceed the costs of train tickets.


The cost of a car travel will be reimbursed in the amount of 0,30 € / km. 


Henkel does not reimburse any additional costs, such as park-tickets, food or drinks.


























The cost of a car travel will be reimbursed in the amount of 0,30 € / 1 km. 


Henkel does not reimburse any additional costs, such as park-tickets, food or drinks.











