Business trip final expense report
Submit the expense report in print and containing your signature (including all paper, travel and accounting documents) to the Finance Office of CU Arts through the Mail Room within 10 days of returning from the business trip.
The grey text serves as instructions and/or examples; you may delete it before finalizing the expense report. 

General information

	first and last name, including all titles
	

	address
	

	department/institute name
	

	visited city or state 
	

	visited institution, eventually the name of the conference
		

	date of visit
	

	type of funding source
	such as inter-university or inter-faculty agreements, inter-governmental agreements, Erasmus+, 4EU+, Cooperatio, project or grant, departmental/institutional funds

	business trip funding source
	number of order(s), limitations (if needed) 

	chosen vehicle
	




Purpose and details of the visit; benefits of the business trip 
Describe the course of the business trip, the objectives set, and how they were achieved. For trips funded through grant schemes, also explain how the trip contributed to the achievement of the research project's objectives, a specific task (T), deliverable (D), milestone (M), or project indicator.

Additional information
Joint receipt for multiple travellers
If a joint receipt was issued during a business trip (for example, for transportation, accommodation, etc.), please list the names of the individuals, the amounts involved, and who paid for what or what was reimbursed to whom.
Example: You (first and last name) will state: I have paid the amount of 1,500 CZK for Mr. XY’s accommodation and the amount of 1,500 CZK for Mr. ZX’s accommodation. Mr. XY and Mr. ZX will note that have you paid the amount of 1,500 CZK for their accommodation in their expense reports.
This section of the report does not apply to the reimbursement of expenses incurred on behalf of students. If any expense was incurred on behalf of a student, it will not be reimbursed in full.
Suspension of the business trip
Please provide the date, time, and reason for the suspension of your business trip. Additionally, please provide the date and time when you resumed your business trip. 
Business trips abroad: crossing borders for the purpose of calculating subsistence allowance
If travelling in the air, provide the departure and arrival times. If travelling on the ground, provide the times of all border crossings as listed in the schedule (this information can also be looked up retroactively). If travelling by private car, you are obligated to provide the real times of border crossings.
	 date and time of departure / crossing of the Czech borders
	amount of hours outside the Czech Republic
	

	
	
	

	 remaining days of the visit (excluding the first and last days)
	amount of days 
	

	 days of business trip suspension (do not fill out unless suspension took place)
	amount of days 
	

	

	 date and time of arrival / crossing of the Czech borders
	amount of hours outside the Czech Republic
	



Expenses overview
If necessary, add additional rows or delete any you don’t need. (If you are unable to edit the table, you may also write the required information in the rows.)
Attach all paper documents and small accounting documents (e.g., public transportation tickets) to a separate sheet using a stapler.
Submit all documents together with the travel order and this final expense report in a single folder.
[bookmark: _Hlk215584994]
	
	amount
	currency

	amount of daily subsistence allowance
	
	

	amount of advance payment
	
	

	amount of approved allowance
	
	

	free subsistence allowance provided: If not provided, cross this field out; if provided, specify the dates and which ones (B = breakfast; L = lunch; D = dinner)




	
	receipt number
	amount
	currency specify the currency in which the amount was paid for each expense
	paid for by: specify for each item: 
1) employee / the faculty in advance / fellow passenger
2) cash / card / bank transfer

	ticket
	
	
	
	

	ticket
	
	
	
	

	plane ticket
	
	
	
	

	plane ticket
	
	
	
	

	local transportation tram, taxi, etc.
	
	
	
	for taxi rides, please also specify the reason for taking a taxi (e.g., taking a taxi was cheaper for multiple passengers than public transportation, no other means of transportation were available, etc.)

	personal vehicle
	kilometres travelled: state the number of kilometres travelled in each country
receipt for purchasing fuel provided: yes / no

	accommodation
	
	
	
	

	conference fee
	
	
	
	

	insurance
	
	
	
	

	other expenses specify the type of expense, e.g., photocopying, library admission; eligible expenses are only those that were paid during the business trip 
	
	
	
	

	total amount to be reimbursed:
	
	
	



Declaration of Honour
If you are unable to provide some of the accounting documents, please attach a Declaration of Honour here.
Example: I hereby declare that I have paid [this specific amount for this specific item], for which I cannot provide accounting documentation due to [its loss / the inability to obtain accounting documentation / a payment from a joint marital account on which the payer’s name is not indicated / other reasons], in the aforementioned amount.
If a payment obligation arises, I request that the amount be paid: in cash / by bank transfer
	Name of account holder
	Account number

	
	




on:										passenger’s signature:


1

