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Dnr C 2005/686
Divided  Responsibility for Travelling Expenses           

The traveller is responsible for following Chalmers’ policy, for example regarding meal deduction and interruptions of travel for Chalmers. The traveller is also responsible for sending the tickets and receipts to “Löne- och reseräkningsservice” (the salary and travel expense service) so that a reimbursement can be made. 

The person who makes the attestation is responsible for approving the cost, that the correct cost center and project number are used, and that the cost is justified according to Chalmers policy. The person making the attestation is not accountable for changes made by “Löne- och reseräkningsservice”.  If the person who makes the attestation wants to see the tickets and receipts, a routine for this has to be set up at the department concerned. The person who attests must then send the travel receipts and tickets to “Löne- och reseräkningsservice”. 

“Löne- och reseräkningsservice” must verify that all of the originals of the tickets and receipts are sent, and that everything is correctly registered. They will also see that the reimbursement is paid as soon as possible, after it has been attested and the tickets and receipts have arrived. If anything is missing or something is unclear, “Löne- och reseräkningsservice” will contact the traveller.

The decision was reached after consultation with the process team, 2005-06-01

Kristina Kvarnevi

Head of process team
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