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Submitting an expense claim after your trip 
 
Start by creating a new travel request in the ‘Travel request’ tab. 
 

Enter a short title and the departure date. Click  
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After creating the request, change its status from ‘Online booking’ to ‘Post-trip expense claim’ (Declaratie achteraf). After all, you are not booking a trip. 
Complete the blue fields and click ‘Save’: 
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Then scroll down a little, complete your itinerary details and click the checkbox to save them: 
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Next, click ‘Save’ one last time and then click ‘Submit’. 
 
 

 
 
 

Following the overnight update, there will now be a folder under the  tab in TEM in which you can submit your expense claim. 
 
You cannot submit the expense claim until the next day. 
 
 
 
Follow the instructions below the day after you have submitted your expense claim. 
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Processing a post-trip expense claim 
 
Go to the ‘Expenses’ tab. 
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Under category 2, your draft folder is ready for the expense claim: 

 
 
To open the expense claim, click its name. 
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In this expense claim folder, you will find a transaction list containing the daily allowance details compiled from your itinerary. 

 
 
Click the ‘Other - Daily allowance’ line to open it and edit it if necessary. 
If the icons are blue, it means that you paid for the items yourself. If they are grey, it means that an item was provided by the host free of charge or 
included in another invoice.  
If a hotel booking included breakfast, the breakfast icon must be grey. 
See the example below: 
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After changing the daily allowance, click ‘Recalculate Allowance’. 

To save the recalculation, click the blue ‘Save’ button. After a few seconds, you can click 

. 
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For stays of more than one day, it is MANDATORY to specify a hotel, regardless of whether it was booked via TEM or not. 
Click the ‘New expenses’ tab:  
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In the case of a hotel expense claim, select the check out date under <Date>: 

 
 
 
Then, under ‘Expense Category’, click <Click to open> . A drop-down menu will appear listing all the categories. 
For instance, select the ‘Hotel incl taxes (cost for department)’ category. Here ‘department’ means ‘ministry.:  
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Complete all the blue fields.  
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Please note: under ‘Country/City’, select the city from the drop-down menu. If the city is not listed in the drop-down menu, select the country. 
To save this expense claim, click the blue ‘Save’ button: 
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Return to ‘Expenses’ via the menu on the left. 
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Open the ‘Expenses’ folder again under category 2. 
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Check whether all the expenses have been entered, and then submit the expense claim via the blue ‘Send in for approval/payment’ button. 
 

 
 
The expense claim will be paid within 14 days of approval. 
 


