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Work-Related Travel Application

Information on applicant

Information

You will find general information and prodecural tips about work-related travel on the  
KUS-Portal of the University of Hamburg.

Professors please use the form „Notification of work-related travel“.

Last name:

First name:

Work Address (Staff  
Code Unit): 

Staff number:

Residential address: 

Office email address: 

Office phone number: 

Please fill in the following information only if you are requesting an advanced payment on your expenses: 
(If you are requesting an advanced payment, no flight bookings with our partner BCD travel are allowed!)

BIC: 

IBAN: 

Work-related Travel Information1

Work-related travel

The travel is combined with a private trip (more than 5 working days).

The travel is combined with a private trip (max 5 working days).

Reason for travel

For conferences please enclose the program, for invitations please enclose a copy of the invitation letter!

Training or educational travel

Official business cannot be properly conducted via other means (e. g. video conferencing).

Travel with Senator or State Secretary

https://www.kus.uni-hamburg.de/themen/dienstreisen.html
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Travel Dates (if already known / planned)

Travel Destination:  
(City and Country) 

Date: Start of work at destination:

Time:

Date: Expected end of work at destination:

Time:

From home

From accommodation serving as a temporary residence / address2:

From office

Commencement 
of Travel

Date: 

Time:

To home

To accommodation serving as a temporary residence / address2:

To office

End of Journey / 
Return

Expected date: 

Expected time:

Transportation Expenses

Private vehicle Reimbursement is only possible when vehicle use is unavoidable.

Means of transportation

I use sustainable means of travel3 (please enclose proof).

The destination cannot be reached by regular means of transportation or cannot be reached in time 
(proof of rail connection). 

Special safety aspects must be observed (e. g. official documents),
Reasons are:

The travel requires business luggage weighing 20 kg or more / bulky luggage and several transfers 
are required during the journey.

Important reasons why vehicle use is unavoidable (if no service vehicle or low-cost sharing offers are 
available):

Other justification (give reasons):

There are health restrictions or a recognized disability that restricts mobility (please provide  
documentation.

Lack of time is only a justification for the carrying out work that cannot be postponed.



Page 3 of 7Form “Work-Related Travel Application” (last updated: 10 / 2025)

Train travel6 Estimated costs in EUR7: 

I have a Bahncard.

I have a Deutschlandticket.

Bahncard (Business) Bahncard 25, 1st class

Bahncard (Private)

I have the following Bahncard:

Bahncard 25, 2nd class Bahncard 50, 2nd class

Bahncard 50, 1st class

Bahncard 100

An exemption from this restriction4 (max € 90) is being requested referring to the following  
justification: 

If none of these reasons apply, no mileage allowance is applicable!

If already known: distance in kilometers (one way)5: 
€ 0,30 per km mileage allowance
A maximum amount of € 90 considers the mileage allowance for the entire trip4 (§ 7 section 1 of the 
Hamburg Travel Expenses Act).

Rental vehicle 

The destination cannot be reached by regular means of transportation or cannot be reached in time 
(proof of rail connection). 

Special safety aspects must be observed (e. g. official documents),
reasons are:

Several neighboring work-related locations must be visited and the use of regular means of  
transportation would require a work-related travel lasting several days or several trips.

Justification for renting a vehicle:

Other justification (give reasons):

There are health restrictions or a recognized disability that restricts mobility (please provide  
documentation).

Lack of time is only a justification for the carrying out work that cannot be postponed.

The travel requires business luggage weighing 20 kg or more / bulky luggage and several transfers 
are required during the journey.

Estimated rental costs in EUR: 
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There are scheduling and work-related reasons beyond my control.9 

Due to the use of an aircraft one overnight stay is saved. 

Total costs are lower than the costs for rail use. (Please provide a cost comparision calculation 
in the next step and send a proof with your travel expense reimbursement request.)

Other flights (Europe more than 750 km, worldwide)

Cost Comparision Calculation Rail vs European short-haul flights (referring to § 5 section 2 of the Hamburg Travel 
Expenses Act (HmbRKG))11

Only required if flight costs are lower than the costs for rail use.

I have a Bahncard.

Rail transportation costs (flexible ticket) in EUR: (Bahncard discount is taken into account)

Overnight Stays12

Maximum domestic rate: € 90 without breakfast, € 100 with breakfast per night. 

The maximum rates for overnight stays in hotels abroad can be found in the  
letter on the amendment of foreign daily and overnight allowances 2025 (ARVVwV) (only in German). Please note that the 
linked file may not be fully accessible to all users.

Number of overnight stays: 

Estimated total costs in EUR:

Accommodation is environmentally certified13 (please enclose proof).

Reasons if these maxium rates are exceeded: 

Other Costs14

Other costs include e. g.: Participation / Conference fee or any additional travel costs (e.g. visa costs, taxi costs)

Explanation: 

Dinner during a conference is deemed reimbursable, as it is directly related to the performance of official duties and this is 
hereby confirmed by the supervisor / person in charge / professor.

Air travel8 Estimated flight costs in EUR: 

Domestic flights (please give reasons)

European short-haul flights (up to 750 km)10 (please give reasons)

Scheduling and work-related reasons beyond my control.9 

Due to the use of an aircraft two overnight stays are saved. 

European short-haul flights include:
	▪ All airports in: BeNeLux, Denmark and Czech Republic
	▪ France: Basel / Mulhouse, Lille, Paris, Strasbourg
	▪ Austria: Innsbruck, Linz, Salzburg, Vienna
	▪ Norway: Oslo, Stavanger
	▪ Poland: Wroclaw, Gdansk, Poznan, Szczecin, Warsaw
	▪ Switzerland: Basel, Zurich

https://www.fid.uni-hamburg.de/beschaeftigte/arvvwv.pdf
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The travel expenses shall be paid in the amount specified by current and valid legal provisions.

The travel expenses shall be paid according to the terms set forth by the sponsor (a copy has to be enclosed to the 
expense claim form!).

The travel expenses shall be not paid at all.

The travel expenses shall be paid up to the amount of (in EUR):

For any travel within the scope of a project financed with external funds please comply with the additional terms set forth by 
the external funding sponsor. Please consult the external funding management prior to this travel request.

Financial funds are available. Sourcing will be charged to (Cost Center or WBS element):

Name: Date: Signature:

Signature Resource Manager

Submission to the Travel Management Team

Information about the financing to be applied for

Date: Signature: 

Signature Employee Signature Superior

I acknowledge that an expense claim form for a  
reimbursement of travel expenses incurred must be submitted 
within six months.

Date: Signature: 

The travel is necessitated for work-related reasons and is 
approved hereby.

Approval by the Resource Manager

Estimated travel expenses will amount to approx. (in EUR):

I request approval and full funding for work-related travel. 

A third party will provide financial assistance with the following amount (in EUR): 

I request approval and partial funding for work-related travel in the amount of (in EUR): 

The amount will be paid directly to me. 

The amount will be paid directly to the University of Hamburg. 

I request an advanced payment of 80 % (estimated expenses will amount to more than € 200). 

I request approval for work-related travel and waive the reimbursement of travel expenses by the University of Hamburg.

Information:
	▪ Adcanced payment is not possible if the travel is combined with a private trip more than 5 working days.
	▪ If requested, no flight bookings with our partner BCD travel (payment through the University of Hamburg) are  

	 allowed. 

Name: 

Please send a digital copy of your work-related travel notification via email or use the button below. 
If the button is not working, please safe the document on your computer and send it via email to reisen.uhh@uni-hamburg.de. 

mailto:reisen.uhh%40uni-hamburg.de?subject=
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1.	 Work-related travel information:  
The start and end of any work-related travel should be planned to avoid additional travel days. Travelers may be expected to 
commence work-related travel from 6 a.m. from their home or other temporary accommodation if costs were saved, e. g. by 
avoiding travel on the previous day or making it possible to return on the same day. Likewise travelers may be expected to 
arrange any travel that the place of work is reached by 10 p.m.. Return by midnight is generally considered reasonable, later 
arrivals result in authorization of an additional overnight stay.

2.	 Accommodation as a temporary stay: 
Accommodation must be an actual place to stay overnight. These are for example:

	▪ a family residence that differs from the place of residence or a separate vacation home,
	▪ holiday accommodation for temporary stays and
	▪ an external place of work.

3.	 Use of sustainable means of travel: 
If travelers use environmentally friendly and sustainable means of transportation (e. g. by traveling by train, renting electric 
vehicles, staying in environmentally certified hotels), the resulting costs are reimbursable in accordance with this administrative 
regulation. In the case of additional expenses for sustainable means of transportation, 125 percent of the expenses for conven-
tional means of transportation are considered reasonable.

4.	 Exemption from the cap of € 90:  
An exemption from this restriction is only permissible under strict conditions (e. g. in case of disability requiring special car 
modifications) and must be determined before starting the work-related travel in consultation with the responsible manager or 
person.

5.	 Mileage allowance: 
If there are valid reasons for using a private vehicle, a mileage allowance of € 0,30 per km may be granted. The written justi-
fication must be submitted at the latest when requesting the reimbursement of travel expenses. The costs for transporting 
additional travelers or carrying work-related or personal luggage are covered hereby. The calculation of mileage allowance is 
based upon the shortest possible road connection in accordance with normal traffic conditions. The maximum amount of € 90 
considers the mileage allowance for the entire trip.

Travel expenses must be claimed in written form (preferably digitally) within a limitation period of six months after the end of 
the work-related travel (§ 3 section 5 Hamburg Travel Expenses Act (HmbRKG)), otherwise no reimbursement will be give.

Please note the information on work-related travel in our KUS-Portal. Any failure to comply with these information may affect 
the amount of reimbursement.

Please note the information on current travel warnings and safety advice of the Federal Foreign Office.

Please ensure that this application form is completely filled out. Incomplete information will lead to unnecessary delays and 
possible deductions if necessary documents are not provided.

Cancellation of travel services
If a work-related travel cannot be undertaken, all travel arrangements must be cancelled immediately. Any receipts for cancel-
lation fees incurred must be submitted for reimbursement as part of a work-related travel expense report (not later than six 
months after becoming aware that this work-related travel will not take place).

Error when booking travel arrangements / missing flights or trains
If a booked travel service will be missed / not used / rebooked without a valid work-related reason any additional costs incurred 
as a result are not refundable.

Further information

General information for all travelers

https://www.kus.uni-hamburg.de/en/themen/dienstreisen.html
https://www.auswaertiges-amt.de/de/reiseundsicherheit/reise-und-sicherheitshinweise
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6.	 Train Travel: 
When travelling with train, saver fare tickets (“Sparpreis”) or fixed fare tickets with a train-specific connection are preferred for 
booking. If necessary, the cost of a flexible ticket or a comparable ticket without a specific train connection may also be recog-
nized as necessary for both the outward and return journey. If a private discount or a private travel pass can be used on work-re-
lated trips or errands, the reimbursement is limited to necessary additional expenses incurred as a result of the work-related 
travel (e. g. supplementary ticket). If the use of temporary travel passes for work-related travel or errands during the period of 
validity is more economical than purchasing single tickets (full amortization), the costs of a travel pass that meets the respec-
tive work-related requirements will be reimbursed instead of individual reimbursement.  
The amortization calculation for a privately purchased “Bahncard” will be made retroactively. The base for any amortization 
calculation is the fare that would have been incurred within one year without the Bahncard discount. The cost savings must be 
proven by the person travelling.

7.	 Rail costs:  
Basically, only 2nd class travel expenses will be reimbursed. For journeys of at least 4 hours the costs of traveling in the next 
higher class may be reimbursed. This does not apply to training or educational travel. 
The calculation of travel time is generally based on the scheduled departure from / arrival at the station closest to the start or 
end of the work-related travel. If the travel time is at least four hours and traveler are entitled to reimbursement of the costs for 
the next higher class, this applies to the entire journey. Travel times for connecting segments by car or public transport are not 
taken into account. If there are several train connections available between the departure and the destination stations for the 
corresponding travel times, the fastest connection has to be choosen.

8.	 Air Travel / Flight costs:  
Travel costs for flights in the lowest class of travel can only be reimbursed in exceptional cases for domestic or intra-European 
travel to neighboring countries (within a radius of 750 kms from Hamburg) and a corresponding justification must be provided. 
For intercontinental flights with a flight time of four hours or more Premium Economy or Business Class are eligible for reim-
bursement. Non-stop flights are to be used in preference.

9.	 Scheduled or work-related reasons that cannot be influenced:  
These circumstances apply if, for example, further work-related appointments must be attended to or if a work-related travel 
has been planned at very short notice and cannot be reached on time using other means of transport.

10.	 European short-haul flights (up to 750 kms from Hamburg):  
For any destination within a radius of 750 kms around Hamburg, traveling by rail must be planned.

11.	 Cost comparison calculation rail / short-haul flights within Europe:  
This proof is not required if the flight is necessary for reasons related to the schedule of appointment(s) or if using the aircraft 
saves at least one overnight stay.

12.	 Accommodation costs:  
Hotel costs that exceed the maximum permissible limit per night and destination must be justified at the latest when request-
ing the reimbursement of travel expenses, otherwise only the statutory standard rate per necessary overnight stay can be 
reimbursed.

13.	 Accommodation is environmentally certified: 
For recognized environmentally certified accommodations the standard hotel rate of € 125 including breakfast (€ 112 without 
breakfast) is considered reasonable. 
Recognized Ecolabels are: Green Sign Level 5, Green Key, Green Globe Certification, EcoLabel Lux, Nordic Swan, HRS Green Stay, 
Certified green hotel, Tour Cert, Earth Check, Sustainable Hotels by Biohotels, Travelife.

14.	 Other costs:  
Travel expenses, including taxi costs, incurred between midnight and 6 a.m. for work-related purposes are reimbursable, limited 
to the overnight rate cap applicable in the respective country.
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