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Information on Travel Expense Reimbursement for External Partners

(e.g. external examiners, external members of expert panels, external members of
appointment committees, and scholarship holders)

Please note the following:

® Please ensure that all information is complete. Incomplete submissions will result
in delayed payment.

® the submission deadline for the reimbursement claim (six months after
completion of the business trip)

® the original receipts; they must be attached to a separate sheet and labeled with
your name

® the recipient; the reimbursement claim and supporting documents must be
submitted to the University of Education Freiburg, Budget Department

Dear Sir or Madam,

we strive to reimburse your travel expenses as quickly as possible. In doing so, we are
bound by the provisions of the State Travel Expenses Act (LRKG) and therefore kindly ask
you to comply with the following formal requirements.

The LRKG requires the use of available discount fares for all means of transport and
accommodation options.

Travel expenses can only be reimbursed if the original tickets (train, bus, suburban railway
tickets, flight tickets) are attached. Copies or invoices without supporting receipts cannot
be accepted. Please attach or glue these receipts to a separate sheet of paper.

Travel expense claim: Please complete only the highlighted fields. Completing non-
highlighted fields usually requires follow-up inquiries and may therefore delay processing.
Please remember to sign the form.

Bank details: For reimbursement of travel expenses, please provide your bank details.
Required information includes the name of the bank, the IBAN, and the BIC (usually found
on bank statements).
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Train travel: In principle, reimbursement is limited to second-class rail travel.
BahnCard: The purchase costs of a BahnCard may be fully reimbursable. Please contact the
Budget and Finance Office for information on the applicable requirements.

Taxi costs: Taxi fares are reimbursed only in exceptional cases and only if a valid
justification is attached to the travel expense claim. If no valid reason is provided,
reimbursement may not exceed the amount payable for the use of public transportation (8§ 4
no. 3 LRKG).

Mileage allowance:
A private car may be used without stating specific reasons.
The reimbursement rate is €0.30 per kilometer (§ 5 para. 1 LRKG).

Journeys made by bicycle, e-bike, or pedelec are also eligible for reimbursement.
The reimbursement rate is €0.25 per kilometer (8 5 para. 3 LRKG).

Hotel accommodation:

Verified accommodation costs may be reimbursed in accordance with the State Travel
Expenses Act. For a single room, reimbursement within Germany is generally limited to
€95.00, regardless of location (excluding breakfast). If breakfast is included, the
corresponding amount will be deducted, or a breakfast allowance of €4.80 will be deducted
from the daily allowance. If necessary, please contact the Budget and Finance Office before
your trip.

Higher accommodation costs can only be reimbursed if they were demonstrably
unavoidable. In such cases, please document inquiries made to hotels within the usual price
range.

Please send the reimbursement claim to:
Padagogische Hochschule Freiburg, Sachgebiet Haushalt, Kunzenweg 21, 79117 Freiburg

If you have any questions, please contact:
Lectureship: Mr. Straub, E-Mail: dirk.straub@ph-freiburg.de, Tel.: 0761/692-264
Guest lecture: Mrs. Lebrun, E-Mail: angelique.lebrun@ph-freiburg.de, Tel.: 0761/692-628

Contract for services, Freelance contract and other: Mr. Freutel,
E-Mail: guillaume.freutel@ph-freiburg.de, Tel.: 0761/692-268
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