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Finance, Control & Administration
Accounting Services 

Instructions to full-in the expense sheet for those who are NOT employed by Utrecht University  C3
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Note: safe this ASC-web form first as .xls file. Open the Excel file from your own pc to send to ASC.
	Definition
	Instruction on what you have to fill-in on the aforementioned form C3

	To be filled in by claimant. 










	Details account holder:

	Name:
	For example: A. de Groot.

	Address:
	For example: Padualaan 14

	Zip code & City:
	For example: 3500 AB, Utrecht

	Country:
	For example: Netherlands

	Social security number:
	For example: 112345678

	Reference letter:
	Date of this declaration.

	Details bank:

	Full bank name:
	Fill-in the name of your bank.

	Address of the Bank:
	Fill-in the address of your bank.

	Country:
	For example: Netherlands

	ABA Routing (bank code)
	American Bankers Association for America and Canada 

	IBAN number:
	Fill-in IBAN = obligatory

	SWIFT / BIC code:
	Fill-in SWIFT / BIC code = obligatory

	Expenses concerns:
	Provide a short description of the expenses made.

	Expenses:

	Date

	Please fill-in the date of expenses.

	Currency obligatory
	Please fill-in the currency of expenses.  Please notice: All expenses must be reported in the same currency.

	Specification costs
	Please fill-in the sort of costs. 
For example: costs by airplane, train, boat, bus or taxi, accommodation or registration fees.

	Number

	Please fill-in the number of costs.

	Price

	Please fill-in the price of costs.

	Sum


	It will be automatically calculated. 

	Financial support: (a) by other organisations / (b) your own contribution:
	If applicable, choose either a or b and fill-in a sum.

	Total to expense


	It will be automatically calculated.

	Received advance


	If applicable fill-in a sum.

	To receive or to pay back.


	It will be automatically calculated.

	N.B. Receipts should be around attached to A4 paper using adhesive tape for scanning reasons. Staples must be removed. 

	Date (on the left side of the form):


	Date on which you fill-in this form.

	Signature expensed by:


	Sign this form with your signature.

	Date (on the right side of the form):
	Date of check by the budget holder.

	To be filled in by the financial dept of own faculty or service

	After approval by the budget holder, please hand in this form at the Financial dept. faculty/ or University Service Centre.

	Grootboeknummers 
	This field must be filled in by Budget holder.

	Valuta verplicht
	This field must be filled in by Budget holder.

	D/C
	This field must be filled in by Budget holder.

	Bedrag
	This field must be filled in by Budget holder.

	WBS / Ordernummer
	This field must be filled in by Budget holder; please provide the correct corresponding WBS or order number.

	Totaal
	It will be automatically calculated.

	Name Budget holder
	Name of the Budget holder should be filled in.

	Handtekening budgethouder
	Signature of budget holder. 

	Naam verificateur
	Name of controller.

	Handtekening verificateur
	Signature of controller.

	Na bovenstaande ingevuld te hebben, doorsturen naar: Administratief Service Centrum, Postbus 80011, 3508 TA Utrecht.
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