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CHECK LIST FOR PREPARATION  
OF THE REIMBURSEMENT 

 
Please make sure you read the CONDITIONS OF REIMBURSEMENT carefully and 
follow the procedures strickly. Otherwise, we can not guarantee that your travel costs 
will be reimbursed succesfully.  
 
Please prepare and provide the following documents at the meeting: 
 
 

1. Completed reimbursement forms. 
2. Copy of the invoice of showing the cost of 

the tickets. 
3. 2x (originals) boarding passes for arrival 

and return. 
4. A copy of passport with photograph. 
5. Completed and signed legal entity form. 
6. Completed, signed and stamped financial 

identification form. 
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