
1) Local trip to/from main station/ airport/ bus-stop etc.: 
Covering the distance in place of residence, business or accommodation to and from the 
Main station/ airport/ bus-stop of the chosen means of transport. Extra travel costs for persons and luggage for the
local trip to and from the main station/ airport/ bus-stop etc by means other than the available public transport
will only be reimbursed if it can be attested that they were necessary.

2) Arrival, begin, end
If the external business begins or ends in a neighbouring town or village please enter the time in which the
Departure and arrival from the place occured.

3) For foreign travel please enter the exact time of the border crossing for the outward and return journey; also the
times of the border crossing from one country to another (column 2/3) 

4) Extra costs
- Dispatch of personal luggage which was not taken on the official trip 
- Transportation of files, equipment, tickets etc necessary for carrying out the official business
- Hotel costs, luggage depot
- If necessary for official business use of transport means other than public transport at place of business
- Admission charge/ conference fees, if necessary for official business
- Passport charges, post, telegram, telephone and internet charges resulting from official business

Foreign currency costs must be converted to Euro using the
TU-accepted currency converter website
"www.oanda.com/currency/converter".
You must attach a printout of the conversion to the original
receipt.




