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Travel expenses reimbursement form 
 

 

I hereby request the reimbursement of my travel expenses within the European Project 

“Teaching Sustainability: Content, Competences & Approaches for Europe’s pre- and in-

service teachers (TAP-TS)” 

 

Title of the event: 

Date of the event: 

Address of the event:   

 

Information about the person travelling: 

 

Name and address of the person:  

Bank account holder: 

Bank account number: 

BIC/SWIFT: 

 

 

Travel expenses  

 

Transportation fee 

 

 

€ 

Accommodation fee 

 

€ 

Meal fee 

 

€ 

Others (e.g. Taxi)  

 

€ 

Total amount  

 

Amount in capital  

 

€ 

 

I confirm that no reimbursement for travel expenses will be requested or claimed from any 

other source. 

 

Reimbursement date:       Signature:  
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Guidelines regarding the reimbursement of travel costs 

 

Please always provide the original invoices/receipts. No copies, scans or pictures will be 

accepted. 

 

If you have any question, please contact Eszter Csepe-Bannert (info@coredu.de).  

 

If your travel documents are in another language than English or German, please provide a 

short translation of them.  

 

Travel  

 

CorEdu only reimburses travels in economy or second class. No taxi/Uber(or any private 

taxi) will be reimbursed (except in some specific situations: very early/late departure or 

arrival, disability, etc.).  

 

Travel costs will be reimbursed upon presentation of the following original documents:  

 

• Train or plane tickets (economy class / 2nd class)  

• In case of flights, please provide the boarding passes. If you use electronic boarding 

passes, please try to make a screenshot.  

• Tickets for public transports and, if available, the associated receipt/invoice.  

 

Please be aware that  

 

• a booking confirmation is not an invoice. Please ask your travel platform/flight company 

directly for an invoice (preferably with VAT). If for a reason or another, you are not able to 

provide an invoice, you have to provide the boarding passes.  

• a credit card receipt is not a ticket. We won’t reimburse any fare based solely on a credit 

card receipt.  

 

Accommodation 

 

CorEdu can reimburse all sorts of accommodation: hotel, B&B, Airbnb and other service 

providers on the condition that the host is able to provide an invoice/confirmation of 

payment. CorEdu reimburses up to (per night):  

91 EUR without breakfast for single room 

101 EUR without breakfast for double room for single use 
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Any fees for drinks, telephone or other items appearing on the invoice of the hotel (except 

for your breakfast and the stay tax) will not be covered by CorEdu. Please note that CorEdu 

will not cover any travel or accommodation costs of accompanying persons (for example a 

second breakfast). 

 

Please be aware that 

• a booking confirmation is not an invoice. Especially if you booked your accommodation 

on a platform like booking.com, always ask the hotel for an invoice when you check out. 

• The invoice of your accommodation should be addressed directly to you. So please use 

your personal address not CorEdus. 

 

Meals  

Meals (lunch and dinner) are covered by per diem allowance up to 97 €. If the lunch and/or 

dinner is provided by the event, you can’t claim a per diem for those meals. Please keep 

and send us the receipt of your lunch/dinner as the costs are reimbursed based on the 

actual costs.  

 

 

Reimbursement procedure  

 

After your travel, please fill up the travel claim form (Page 1 in this document), sign it, and 

send it with all your traveling documents (including an invitation/program if available) to 

the following address:  

 

CorEdu 

Ruststraße 1 

D-04229 Leipzig 

Germany  
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