Your company name

Your company registration number

BUSINESS TRIP REPORT
Pursuant to Company Board Order No. ............. of [date of order], the seconded employee [employee's name] was on a business trip from [start date of business trip] to [end date of business trip] at [place of business trip] for the purpose of [describe tasks of business trip].

Travel costs:


1. Transportation costs
	 Invoice/cheque number
	Amount
	Currency
	Paid by the company?
	Exchange rate

	Amount in EUR

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	1. Total
	



2. Accommodation costs 
	 Invoice/cheque number
	Amount
	Currency
	Paid by the company?
	Exchange rate

	Amount in EUR

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	2. Total
	



3. Other costs
	 Invoice/cheque number
	Amount
	Currency
	Paid by the company?
	Exchange rate

	Amount in EUR

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	3. Total
	


4. Subsistence allowance 
	Number of days
	
	Daily subsistence allowance rate
	
	4. Total
	


Total to be paid to the employee: [amount of all expenses not yet paid by the firm + subsistence allowance] EUR
Date of the report: ____________                               

Signature of traveller: ______________

Report verified:

Board member [Name and surname, date]

Signature ______________________
