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        EXPENSE REIMBURSEMENT

TRAVEL EXPENSES

·        Flight ticket with a low cost airline, or in economy class with a lower rate fix date ticket

·        Train 2nd Class

·        Users of the ½ price train pass in Switzerland will also be reimbursed for costs of pass, if it is expected to save money for the UIAA

·        Car at local club rates or maximum CHF -.50 km, ONLY if transporting goods or when access with public transportation cannot be expected. 

·        If car is taken instead of possible train, he / she will only receive cost of a train ticket or flight ticket, as above, will be reimbursed.

ACCOMODATION EXPENSES

                  The UIAA or meeting organiser will arrange and pay for accommodations:

·       1 night before the meeting begins, and the night(s) that the meeting is in progress

·       Other accommodation arrangements and costs for guests are the member’s responsibility

·  	     Overnights between 2 events must have the written approval of Treasurer (& 1 rep of Non-EB MC) before claiming with bookkeeper

FOOD EXPENSES

·        The UIAA will arrange and pay for food during official meeting program. All other food arrangements and costs are not its responsibility.

COMMUNICATION COSTS

·        Matters by phone, skype or other VoIP tools, fax, e-mail or mail will be reimbursed

·        Any expenses for computer equipment will only be paid for by prior agreement with the Treasurer.

PAYMENT

·       Expenses may be claimed within 2 months of the event for which the expenses were made.

·       Latest by 28th January for expenses to be charged to the preceding calendar year. 

·      All claims must use UIAA Expenses form and be accompanied by the relevant receipts (copies first and originals as soon as possible .) 

        ITEMIZED EXPENSES

NAME:

POSITION:

EVENT:

DATE KM COST CURRENCY (£,$,€) #ACCOUNTANT 

SUBTOTAL

TOTAL REIMBURSEMENT

Don't forget to attach receipts!

Date

Date

Bank: name and address:

Bank account:

Bank IBAN:

Bank SWIFT:

Please send the form with copies of receipts within 2 weeks of event to: Agnes Semelet book-keeper – agnes.semelet@theuiaa.org  

Your Full  Name and 

Address:

BANKING DETAILS (IF NEW) 

Signature

Approval Signature

DESCRIPTION / LOCATION


