
ATTACHMENT 1  

Attachment 1: HYBN-0302-Travel expense reimbursement process-差旅费报销流程 

流程填写示例 / Sample on How to Complete the Flow 

   

 

 

Complete in English, to include name of Requestor 

Same as above 

Fill in actual number of days of business trip / home leave  

Select currency of expenses incurred 

       
Check this box if Requestor does not have a Brunei bank account (payroll account)        

Click to SUBMIT the flow upon 

completion of all information 
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       Check this box for reimbursement to be credited to Brunei bank account (payroll account)    

Not applicable for travel claims            

               Name of Requestor (to ensure name matches the data in bank records for payment via Payroll) 

               
Payment via Payroll – Fill in bank name and bank account number 

Payment via Cash – Fill in “CASH” for both fields 

               Click here to link “C0702-出差审批/Application of Business Trip” for business trip application or “PMB-1021-

文莱（萧山）回国申请” for home leave application 

                    

Click here to upload supporting documents (scanned copy or pictures of invoices, bills, receipts, itinerary, etc.) 

                    

Select actual travel date 

or actual document date 

                    

Fill in based on actual 

information 

                    

Fill in according to 

actual amount incurred 

               

To add or delete rows 


