EGI Champions Travel Reimbursement Claim Form
To be returned to the EGI Champions Coordinator within two weeks of the event

For the payment of the agreed lump sum, please fill in this form completely with your details and send it with the original documents, within two weeks of the event.  It is strongly recommended that you keep a copy of your complete submission.  Also please note that early provision of an electronic copy of the submission will enable advance processing of your claim.
Please send your claim with supporting documents to:

EGI.eu

Richard McLennan
Science Park 140

1098 XG Amsterdam

The Netherlands

e-mail to travel@egi.eu
1. Details of the participant
	Reason for meeting (contract reference, etc) 
	Attending as EGI Champion

	Project related
	EGI-InSPIRE - 224

	Name and date of the meeting
	

	Dates attended
	

	Name of participant/claimant
	

	Name of institute
	

	Institute address
	

	City, postal code
	

	Country
	

	E-mail address (claimant)
	


2. Supporting Documents
Please make sure you attach the following documents:

	Boarding passes
	Yes/No attached

	Certificate of attendance(1)
	Yes/No attached

	EGI Champions - Event Feedback Report (2)
	Yes/No attached


3. Bank details

	Name of the account holder
	

	Account number
	

	Name and location of your bank (town and country)
	

	IBAN/BIC code
	


	Date:


	Signature and name of claimant:



	Payment approval (to be completed by EGI.eu)

	Date:


	Project/Deputy Director  name and signature:




Notes:

1.
Certificate of Attendance:  This is strictly required by EGI’s external auditors as evidence of attendance.  In many cases you will find that the conference entrance pass or name badge will adequately demonstrate your explicit attendance at the event and will thus be acceptable evidence for the claim.  

2.
The EGI Champions Event Feedback Report template should be used – it is available via the EGI Champions Wiki pages:  https://wiki.egi.eu/wiki/Champions
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