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Reimbursement on e‐COST

COST FP1402 Grant Holder 

Mao Ono 

Email : costfp1402gh@tum.de or ono@tum.de

Click on the link 

Participants eligible and entitled to reimbursement
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Log in here

by clicking on the link …

Please accept or
decline

Step 1: accept / decline the invitation
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Step 2: Reimbursement –After The meeting! 

Are you eligible for
reimbursement ?

Date/Time of when
you left home / 
arrived home

Click on the attended
days

(=no. of signatures on 
attendance list

Step 3‐5: Travel Information and Expenses 
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Amount of meals
(2 meals/full day)

Accommodation and Meals

Number of nights

• Flat rate for meal : EUR20 /per lunch, dinner 

• A participant can claim 2 meals (lunch/dinner) / per day. If meals are 
provided by the local organizer or by a meeting sponsor, then the 
participants meal entitlement must be adjusted downwards accordingly. 

• The timing when travelling to / from the meeting venue is : 

When a participants travels (leaves
from home/institute)

When a participants travel ends (back 
home)

Before 12.00 = 2 meals  Before 12.00 = No meals provided 

After 12.00 = 1 meal  Before 19.00 = 1 meal

After 19.00 = No meals provided After 19:00 = 2 meals 

Meal expenses
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• Accommodation expenses are based on flat rates only at a maximum
of EUR120 per person/per night, including breakfast (as confirmed by
the signatures on the meeting attendance list) plus 1 night, assuming
the arrival takes place one day before the meeting and departure one
day after the meeting

• No additional nights will be reimbursed without a justification and
prior approval of the COST Office

• To be paid directly by the participants

• If sharing the accommodation with another participant, only one
participant can claim the reimbursement

Accommodation expenses

Means of transportation

Travel expenses

From departure country * to
destination country

In case you are not travelling from
home country *, a MC or COST 
Office approval is required

Price of the tickets (EUR 1200 not 
to be exceeded!) 
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Flight

• Economy class

• Max. Fare: EUR1200

• Seat, luggage and
booking fees are
eligible

Train / Bus 

• First, second and
business class are
eligible

• Supplement for fast 
trains, sleepers also  
eligible

Car 

• max. 2000km for the
entire trip

• EUR 0.20/per km for
one, EUR 0.30/per 
km with additional

• Parking expenses

• Fuel, Tolls, Car rental
>>> NOT eligible

What to be claimed?

Select the local
transportation

Local transportation

From where to
where
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• Home  Airport or train station

• Airport or train stationmeeting venue or hotel

• Hotel  meeting venue

• Meeting venue or hotel Airport or Train Station

If the entire trip is equal or less than EUR25 >>> No justification, no receipts
If the entire trip is more than EUR25 >>> All receipts needed

Local transport expenses

• Eligible participants are limited to use taxis only when no other
means of public transport is available or for early departures
(departure before 7 am) or late arrivals (arrival after 10 pm) 

• Maximum of EUR80 for the entire journey, only with receipt

Taxi expenses
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You are able to edit, 
delete and add

Using the example provided

You are able to edit, 
delete and add

Uploading supporting documents
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Input information

Step 4‐5 Bank account

After Step 4‐5 >>> Preview TRR

You may preview and edit the TRR if anything is still missing
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Step 5 Submission 

After submitting the claim, you will not be able to modify anymore! 

Download TRR 

Print your TRR
Sign your TRR 

Send it the Grant Holder by post 



COST Action FP 1402
„Basis of structural timber design – from research to standards“

Kick-off Workshop Karlsruhe
Presentation on COST reimbursement
Mrs. Mao Ono 11

• Registration, lecture fees, honoraria

• Transportation expenses, postage associated with obtaining Visa 

• Health related expenses; life and medical insurance

• Travel cancellationand luggage insurance

• Additional accommodation expenses, fuel costs, toll charges, rental
car

• Wi‐Fi, telephone, internet and mini‐bar consumption expenses

• Printing and postage expenses

• Regional and / or national taxation fees

Non‐Eligible Expenses

• http://www.cost.eu/service/faq

>>> In addition, on 10 April 2014, the COST Office updated the Travel 
Reimbursement Instructions Memo, a step‐by‐step guide for COST 
Action members. You can download the document to get acquainted 
with the system

• https://e‐services.cost.eu/common/faq

• COST H2020 Vademecum

For more information:  


