A82/917
THE UNIVERSITY OF HONG KONG

FINANCE AND ENTERPRISES OFFICE

REIMBURSEMENT CLAIM FORM

(For Louis Cha Postgraduate Research Fellowship)

To:
Finance and Enterprises Office (Unit 1)
	Name of Claimant:
	

	Department:
	

	Student No:
	

	Contact Person:
	

	(other than claimant)
	

	Telephone No.:
	

	Date of Award:
	




	FOR FEO USE

	FILE NO.:
	

	P.A. NO.:
	

	Checked


	Approved


	Additional Information for Students

	Payment Method:
	Cheque/Autopay

	Bank Account No.:
	

	Address:
	

	
	


	Description

(Please submit supporting documents such as relevant receipt, invoice, copy of e-ticket, boarding pass, etc.)
	
Voucher Ref.
	Amount

(foreign currency) 

(Note 1)
	Amount

(HK$)

	1.
Airfare (including HK Airport Tax) (Note 2)
	
	
	

	2.
Domestic Travelling Expenses (Note 3)
	
	
	

	3.
Hotel Accommodation (room cost only) 
	
	
	

	4.
Others (please itemize):
	
	
	

	
	
	
	

	
	
	TOTAL:
	


Notes

1. Please submit proof (e.g. money exchange vouchers) for foreign currency translation; or else the market rate prevailing on the first day of travel as published by the Hong Kong Association of Banks will be applied for reimbursement purpose.

2. Confined to the cheapest return economy class airfare at the most direct route to the place of research activity.

3. i) The most economical public means of transport (e.g. public bus) from the nearest international airport to the place of research activity and return;

ii) Public means of transport between home/University to the Hong Kong international airport.

	Date:
	
	
	Signature:
	


September 2017
