	TRAVEL EXPENSE STATEMENT


	DEPARTURE
	ARRIVAL
	Means of transport
	Travel expenses

	Location
	Date
	godz.
	Location
	Date
	Time
	
	PLN
	Gr

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Statement verified substantively
	Local transport allowances
	
	

	Data
	Signature
	
	
	

	……………………………………
	……………………………………
	Total travel and local transport
	
	

	Statement verified formally
	Daily allowances
	
	

	Data
	Signature
	
	
	

	……………………………………
	……………………………………
	Accommodation according to receipts
	
	

	Statement verified for accounting
	Accommodation allowance
	
	

	Data
	Signature
	
	
	

	……………………………………
	……………………………………
	Other expenses according to attachments
	
	

	Approved for the amount of  PLN  ………………………………………… 
in words: 
…………………………………………………………………………………...
to be paid from funds …………………………………………………………………
	Part
	Division
	Chapter
	§
	Item

	
	
	
	
	


		
	………………………..	………………………..
	Date	signature
	In words:
	Total:
	
	

	
	……………………………………………………………
……………………………………………………………

	
	Attached

……………..
documents
	Advance payment (PLN/gr)
	
	

	Receipt acknowledged  PLN  ………………………………………… 
in words:
…………………………………………………………………………………...
………………………………………………………………………………….......
		
	………………………..	………………………..
	Date	signature 
	
	Amount do be paid out / refunded (PLN/gr)
	
	

	
	I hereby submit this statement

	
			
	………………………..	………………………..
	Date	signature


	

	Advance payment ………………….… PLN/gr	in words PLN/gr  ……………..………………………
……………………………………………………………………………………………………………….
I have received and undertake to settle this advance within 14 days after completion of the trip, authorizing my employer to deduct any unaccounted amount 
from my next salary payment.
	………………………….………………………….	………………………….	……………………………….
	Name and surname of traveler	Date	signature of the delegate




