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Department of Evolutionary Biology and Environmental Studies 

University of Zurich
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Phone +41 44 635 61 24
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	Please enter here your private address
	

	
	University of Zurich
Department of Evolutionary Biology and Environmental Studies 
Maja Weilenmann
Y38M16
Winterthurerstrasse 190
CH-8057 Zurich



Date: …………

Invoice

Reimbursement of my expenses for my Workshop at Rigi hosted by the Department of Evolutionary Biology and Environmental Studies at the University of Zurich.

	   Itemnumber
	   Amount
	   Currency (use only one)
	   Item

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	Total amount (Currency)
============

Please transmit the above mentioned amount to the following bank account: 

Name of the bank: 
Address of the bank / branch: 
BIC/Swift code:
IBAN:
Bank sort code: 
Account number:  
Account holder:  

Yours sincerely,

Signature: 

Travel and Subsistence Regulations




I. TRAVEL EXPENSES:

Travel is permissible at the following rates: 

Rail: 
1. If the destination is within the Zurich Transport Network (ZVV), second-class tickets are reimbursed; otherwise, first-class. 
2. When using a personally financed Half-Fare Card (Halbtax), actual ticket costs are reimbursed. If reimbursements reach 50% of the Halbtax price within 12 months, the card is reimbursed retroactively. 
3. When using privately financed travel passes (zone, route, GA), reimbursement equals the Halbtax ticket cost. 
Air: tourist or economy class fare using the most direct route or the most economical fare available. All transportation tickets (subway, bus etc.) should be attached to the Travel Claim Form.


II. HOTEL EXPENSES:

All extra charges (Drinks, phone calls etc.) will not be reimbursed by the Institute of Evolutionary Biology and Environmental Studies.

III. REFUND:

The University Zurich can reimburse you in Swiss Franks (CHF, SFr.-), US Dollars (USD, US$), Pounds (GBP, £) and Euros (EUR, €)
No refund will be possible without original receipts attached.




Guidelines Reimbursement:
1. Please keep all your original receipts and attach them to the invoice (with paperclip).
2. Please write down your private address (or the address, which corresponds to your bank account address).
3. Use for every item a new line.
4. Use only one currency. The University Zurich can reimburse you in Swiss Franks (CHF, SFr.-), US Dollars (USD, US$), Pounds (GBP, £) and Euros (EUR, €)


Guidelines Reimbursement:
5. Please keep all your original receipts and attach them to the invoice (with paperclip).
6. Please write down your private address (or the address, which corresponds to your bank account address).
7. Use for every item a new line.
8. Use only one currency. The University Zurich can reimburse you in Swiss Franks (CHF, SFr.-), US Dollars (USD, US$), Pounds (GBP, £) and Euros (EUR, €)
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