
 
 

 

 

  

 

FORM 2 – REIMBURSEMENT OF MISSION/TRAVEL EXPENSES 

For non-employed personnel and individuals without an active position at the University 
(including members of supervisory bodies; excluding members of examination or competition committees) 

 
TO BE COMPLETED AND SIGNED BY THE DECLARANT AND SENT TO THE ORGANIZATIONAL UNIT 

THAT ASSIGNED THE MISSION/TRAVEL TASK 

 

Section 1 – End of mission declaration 
 

The undersigned 

Surname and first name 

Tax code 

Palce and date of birth 

Residential address 

Tax domicile (check the appropriate box)   same as residence  different from residence 

Tax domicile address 

Phone number 

Email           Certified email (PEC) 

Employment status (check the appropriate box) 

Public employee 

  permanent    fixed-term 

Employer  

Address 

Private employee 

Employer  

Address 

VAT holder 

Retired 

Other (specify) 

 

Aware of the civil and criminal liabilities and consequences in the event of false declarations and/or the 

creation or use of false documents, as well as the presentation of documents containing untruthful data 

 

DECLARES 

That the mission carried out at    

With the purpose of    

Authorized by protocol no.       date  

 

 



 
 

 

 

  

 

Started on    

Ended on   

 

Date          Signature of the declarant 

    

 

 

Date       
Signature of the Head of the 

assigning unit  

 

 

 

 

 

Section 2 – Expense reimbursement request 

 
AUTHORIZED TYPE OF REIMBURSEMENT (check the appropriate box) 

 Lump-sum reimbursement 

 Itemized reimbursement (complete the “Actually incurred and documented expenses” section)  

 

REQUESTED AND AUTHORIZED ADVANCE PAYMENT (check the appropriate box) 

 Yes  for the amount of € 

 No 

 

ACTUALLY INCURRED AND DOCUMENTED EXPENSES (valid for itemized reimbursement) 

 
Expense Description Expense Document 

Details 

Date of 

Document 

Amount (€) Tracked 

payment 

(Yes/No) 

     

     

     

     

     

     

     

     



 
 

 

 

  

 

Expense Description Expense Document 

Details 

Date of 

Document 

Amount (€) Tracked 

payment 

(Yes/No) 

     

     

     

     

     

     

     

     

     

 TOTAL €  

 

 

 

AUTHORIZED EXTRAORDINARY MEANS OF TRANSPORT (check the appropriate box) 

Description of Means 

Used 

Kilometers 

Travelled 
Highway 

Tolls (€) 
Parking (€) Cost € Tracked Payment 

(Yes/No) 

Own vehicle    N.A.  

Rental vehicle* N.A.     

Taxi  N.A. N.A. N.A.   

N.A. = Not Applicable 

* Indicate kilometers, tolls, and/or parking costs only if personally incurred.  

  

 

Section 3 – Payment details 
   

IBAN 

Account holder  

Bank         address 

SWIFT (BIC) code (mandatory for foreign accounts) 

 

date         Signature of the declarant 

 

 

 

 



 
 

 

 

  

 

Reserved for Administration 
 

THE AUTHORIZATION OF THE FUND MANAGER IS TO BE OBTAINED BY THE ORGANIZATIONAL 

UNIT THAT ASSIGNED THE MISSION/TRAVEL TASK. 

 

The Fund Manager  

AUTHORIZES 

 DOES NOT AUTHORIZEf or the following reasons: 

  

 

 

 

 

 

 

date            Signature of the Fund Manager 
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