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stamp of the institute

SAP invoice number (to be filled in by the accountant)Employees need to
fill in everything in
red font

Refund for KIT employees
(IMPORTANT: legal
information on the intranet)

Number of
department in
charge of the
budget)

Person dealing
with the refund

Original invoice or
bill with KIT as
payer (please glue
bills smaller than
DIN A5 onto a DIN
A4 paper)

Proof of the
payment (bank
account statement
or statement of
credit card)

Please
provide:

Person getting the refund

Amount of
money (if
applicable
split into
several parts
for payment)

grey boxes: only to
be filled in by the
accountant
(details from which
bank account and
with which reference
the money has to be
payed)

"The employee confirmed the correctness of the refund
application including the amount of money. The amount of
money has to be payed as stated."

Date & Signature of Person in charge of the budget

grey boxes: only to be filled in by the
accountant
(details on the person in charge, when
the money has been payed and a stamp
showing when the form has reached the
person in charge)


