
Travel Reimbursement 

To be  filled and returned with the boarding pass/tickets and invoices 
within ONE MONTH to: office@dare-network.eu

_____________________________________________________ _________________________________
Name, First name Member organisation

____ . _____ 20 _____ __________________________________________________________________
Date Purpose of travel 

Transport costs

# Arrival/departure 
date

Destination Means of transport Amount in local 
currency

Exchange rate Amount in EUR

1) Travel costs:     EUR

Environmental consciousness: We are taking accountability of every km traveled:
bus: _____________ km train ______________ km plane _____________ km

Lodging (if not provided by the organiser)

# Date of expense Explanation Amount in local 
currency

Exchange rate Costs in EUR

* If more space is required, please attach a list in the same style.

To be filled out by DARE: 2) Lodging costs:      EUR
Cost covered by budget:    EUR
Participant’s resources:    EUR 3) Total costs:                            ,               EUR

I confirm I have not double claimed 
this travel costs to a third party.      Signature:____________________________________________________
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Bank information (Annex)

Name of account 
holder

Name of bank

IBAN

Address of bank
(if necessary)

BIC/SWIFT

How to

1) Stick all receipts on white A4 paper, ideally order them by cost type or chronologically. Leave at the 
left side some space (2 cm). Use only one side of the paper. 

2) Add a number to each receipt. And add the referring number in the first column (#).

3) If you want to get payments reimbursed  paid in other currencies than Euro:

OPTION A: Check the exchange rate by using the European Central Bank rates or 
OANDA currency converter or an exchange rate receipt. Use the rate from the first day. 
Add a print out to the reimbursement form.

OPTION B: Prove payment in EUR (in example on a bank receipt) and put this “real” costs in EUR
into the form. Add this prove to the original receipt (issued in other currency) in the annex.

4) If you have thermal print receipts, please make a copy. 

5) Don’t forget to add your bank account information on page 2 and sign the document.

6) Scan the document or make a sharp picture and send it by email.

7) Send the original by mail to DARE: 
DARE network
c/o Arbeitskreis deutscher Bildungsstätten
Mühlendamm 3
10178 Berlin
Germany

General Rules

A) Cost-efficiency: We reimburse cost-efficient travel. Book in advance. Economy and second class only. 
The reimbursed amount of often depends on project or event budgets. Please inform before booking.

B) Car travel: In exceptional situations and after consultation we can reimburse car travel. You need to 
prove the direct distance by a print out. You could use: https://routing.openstreetmap.de or Google 
Maps. We reimburse 0,20 EUR/kilometer. 

C) All claims for other costs require consultation with the responsible person in DARE.
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