
Hübner & Hübner - Payro ll made easy

| Tel: +43 ( 1)  811 75 -  0

Updated on: January 2026 * The latest versio n can be fo und at       o r by scanning the QR-co de.

Traveller

Co mpany: Perso nnel number:

Family name: First name:

E-Mail: Telepho ne number:

Trip destinatio n: Purpo se o f trip:

Date: Time: Date: Time:

Bo rder Cro ssing ( fo r fo reign trips)

Date: Time* : Date: Time* :

*  Fo r abro ad travels with an airplane,  the time o f cro ssing  the bo rder is co nsidered as the departure resp.  the arrival at the do mestic airpo rt.

     If travelling by car,  train,  etc.  it is the actual time o f cro ssing the bo rder.

Meals paid fo r by the emplo yer ( please include number)

Lunch: Dinner:

Receipts

Ho tel* : Eur Ho tel Abro ad* : Eur Flight ticket: Eur

Taxi: Eur Taxi Abro ad: Eur Parking fees: Eur

Business Entertainment: Eur Fuel: Eur Extras: Eur

*  If there is no  ho tel receipt,  it is po ssible to  claim a standard amo unt (do mestic:  15  Eur /  night) .

Kilo metre allo wance ( if the car is maintained by the emplo yee, the car‘s log boo k sho uld be seen)

Business distance: km Kilo metre allowance: Eur/ km

km Kilo metre allowance: Eur/ km

Date:                           Signature:

Date: Signature:

( Start o f the trip) ( End o f the trip)

( Arrival) ( Return)

( Do mestic) ( Abro ad) ( Do mestic) ( Abro ad)

Form
Travel expense

( usually tax free up to  0 ,42 Eur/ km,  plus up to 0,05 Eur/ km fo r each passenger)

( o f appro val) ( appro val)

( Co mpany car)


