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1. Introduction
The purpose of this document is to provide a step-by-step guide on how to submit and sign electronically an
Online Travel Reimbursement Request (OTRR) by participants invited to COST Action events and deemed
eligible for the reimbursement of their expenses.
The Online Travel Reimbursement Request (OTRR) feature allows each participant to directly encode into eCOST the accommodation and travel expenses incurred when attending a COST Action event, as well as to
upload the supporting documents linked to their reimbursement request.
The eligible number of nights and the number of meals are based on a flat rate and calculated automatically
based on the travel information (dates and hours) entered by the participants. Any potential meals provided by
the Local Organiser are automatically deducted. It is the responsibility of the participant to deduct any additional
meal(s) covered by other parties.
After completing the claim online each participant must print the final version of their reimbursement request,
sign it by hand, and send it together with the legible copies of supporting documents by post to the Grant Holder
in charge of the Action.
For electronic tickets and other relevant documentation such as Google maps itineraries, it is sufficient to have
these documents simply uploaded and stored in e-COST.
For complete information on what expenses can be claimed on the OTRR, please refer to the COST
Vademecum, at www.cost.eu/Vademecum.
For frequently asked questions, please consult our FAQ section available on the COST website at
http://www.cost.eu/participate/networking/grant_holder_qa
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2. RULES FOR SUBMITTING TRAVEL REIMBURSEMENT REQUESTS
AND CLAIMING EXPENSES
EACH ELIGIBLE AND ENTITLED TO BE REIMBURSED PARTICIPANT MUST:





Create an e-COST profile by accessing the web link / URL: https://e-services.cost.eu ensuring that their bank details have been added to their eCOST profile.
Chose the most economical means of transportation by making their travel arrangements as early as possible following receipt of their official
invitation.
Submit a completed and signed Online Travel Reimbursement Request (OTRR) form within 30 calendar days from the end date of the approved
COST Activity. The completed and signed OTRR form must be submitted along with supporting documents relevant to the eligible expenses that
are being claimed. Each claimant must also upload readable copies of invoices / receipts of eligible expenses onto the e-COST platform. Original
invoices / receipts and other forms of supporting documentation must be kept and archived by each claimant up until April 30 th 2020, unless
original documentation is specifically requested by the Grant Holder Institution. By signing and submitting an OTRR form, each claimant is
declaring that they will not be reimbursed by a third party for any of the expenses that are being claimed.
ELIGIBLE EXPENSES
Accommodation allowance (which includes a provision for breakfast expenses) and meal allowance (covering up to 2 meals per day lunch and dinner only)







Accommodation expenses are paid in the form of an allowance against flat rates only. No invoices or receipts from the accommodation providers
are required. Flat rates can never exceed EUR 120 per person per eligible night. The flat rate for accommodation includes a provision for breakfast
expenses. The maximum number of nights that can be claimed by an eligible participant is calculated against the actual number of days the
participant attends the approved activity (as confirmed against their signature on the official attendance list for each day of the event that they
attend), plus 1 night, permitting, if applicable, the participant to arrive at the vicinity of the event on the evening before the activity commences.
Accommodation expenses must be paid directly by each participant. It is not permissible for a Local Organiser to pay for and / or claim for any
participants accommodation expenses.
When a participant shares their accommodation with another participant, only one participant can claim for the accommodation allowance.
Meals are paid against flat rates only. No invoices or receipts from the meal providers are required. Flat rates can never exceed EUR 20 per
eligible meal. A maximum of up to two meals per day are eligible (two meals strictly concern lunch and dinner - breakfast expenses are not eligible
expenses). Meals provided by other sources must be deducted from the number of meals that can be claimed by each participant.
LONG DISTANCE TRAVEL (CROSS-BORDER TRAVEL)










Tickets / receipts / invoices related to air travel must in every instance detail the name of the passenger, the booking class, the full travel itinerary
and the full price of the airfare. It is understood that in certain instances, tickets / receipts / invoices for train / bus / metro / tram and ferry journeys
will not contain the name of passenger, nor will it detail the full travel itinerary. In such cases, supporting documents submitted by each eligible
participant must clearly establish the mode of transport taken, the date of travel and the full price of the journey (s) in question.
An eligible participant can claim for permissible long distance travel expenses incurred whilst travelling across national borders from the country
where he / she is residing (as registered on their e-COST profile) to where the approved COST event is being held and back to the country where
they reside irrespective of the dates of travel.
Economy class Air travel (strictly no business class air fares) for up to a maximum total amount of EUR 1 200 is eligible to be reimbursed. Travel
reservation fees and charges resulting from checking in luggage are also eligible expenses. Air travel irrespective of the nature of the journey is
always to be claimed under the category - long distance travel.
For Train or Bus travel across national borders - first, second class (or economy) and business class tickets are eligible to be reimbursed.
Supplements for fast trains and sleeper trains are also eligible to be reimbursed.
Long distance Car travel concerning cross-border journeys is limited to a maximum distance of 2 000 km in total and can be reimbursed at EUR
0.20 per km when an eligible participant is travelling alone. When more than one eligible participants are travelling in the same car, the driver can
claim EUR 0.30 per km. In this instance, the names of the additional passenger(s) must be specified on the remarks section of the TRR submitted
by the claimant. Proof of distance showing the distance in KM of the traveled route has to be submitted along with the TRR by means of a printout from Google Maps or another reputable route planner.
An eligible participant travelling by Ferry from the country where he / she is residing to the country where the approved COST event is being held
and back again can be reimbursed.
LOCAL TRANSPORT EXPENSES
Public transport expenses are bus, train, metro and tram expenses incurred when travelling within one country – specifically not travelling across
national borders. If the amount claimed for public transport is less than EUR 25, then no tickets, receipts or invoices are required to be submitted.
In any case, the journey must be detailed on the TRR (for both the outbound and inbound journeys). If the amount claimed for public transport
exceeds EUR 25, tickets / receipts justifying the total amount claimed must be submitted by the claimant. All submitted invoices / receipts must
establish the name of the service provider, the full price of the ticket and the date of travel.
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Taxi expenses - eligible participants are permitted to claim taxi expenses up to a maximum of EUR 80 in total for the entire journey only when
public transport is not available and / or if taxis are taken before 7 am for an early travel departure and / or are taken after 10 pm due to a late
arrival. Taxi expenses can only be paid against the amounts detailed on taxi receipts. Taxi receipts must clearly detail the name of the service
provider, the full price of the journey and the date of travel.
Local transport Car travel can be reimbursed in line with the conditions detailed above - see section: Long distance travel: Long distance Car
travel. However, Local transport Car travel covers car journeys within one country - specifically journeys not travelling across national borders.
Parking expenses are eligible to be reimbursed against the submission of receipts / invoices. An eligible participant can only claim for parking
expenses incurred for the timeframe that coincides with the approved activity.
An eligible participant travelling by ferry for travel starting and finishing within one country’s territorial waters can claim for local ferry expenses.
The submitted invoice / receipt must clearly detail the name of the service provider, the full price of the ticket and the date of travel.
OTHER TRAVEL EXPENSES



Visa fees relevant to attending approved COST Meetings and Training Schools are eligible to be reimbursed. All eligible claimants must justify the
incurred amounts by producing supporting documents such as a receipt / stamp / invoice from the embassy / consulate issuing the visa which
clearly shows the amount paid and the conditions of the acquired visa.
NON-ELIGIBLE EXPENSES



Registration fees / lecture fees or honoraria - Accommodation, transportation and postage expenses associated with obtaining visas - Health
related expenses - life, travel and medical insurance – Fees linked to a participant changing or having to rebook travel tickets - Fuel expenses,
toll charges and car rental expenses linked to car travel - Wi-Fi, telephone, internet and minibar consumption expenses - Printing and postage
expenses - Regional and /or national taxation fees and stamp duty expenses.


RULE DEROGATIONS



The COST Association considers expenses that do not comply with the above mentioned rules to be rule derogations. Claimants must attain
written approval from the COST Association prior to incurring expenses that do not comply with the reimbursement rules specified above. Requests
for COST Association approvals with respect to rule derogations are considered on a case by case basis. The COST Association reserves the
right to reject any such request.
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3. How to submit your Travel Reimbursement Request in e-COST
The scenario used as an example in this guide concerns a COST Action Meeting, taking place on 14 April 2016,
in Brussels, with 1 meal provided by the Local Organiser.

3.1 The invited participant who is deemed eligible for reimbursement receives the following
automatic e-COST invitation:

3.2 The participant clicks on the link provided in the invitation and logs into e-cost:

John Smith

j.s.@cost.eu

University ***
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3.3 The participant confirms or decline his/her participantion before the event:

3.4 The participant confirms whether or not (s)he wishes to claim the reimbursement of the
expenses.

3.5 The participant can start completing online the request for reimbursement:
3.5.1 Travel Dates and Meeting Attendance
Travel start date and travel end date are automatically populated with the meeting dates and are editable. The
drop-down menu allows the participant to select the departure time (from home/ starting location) and the arrival
time (back home/arrival location).
The participant needs to complete the attendance to the meeting by selecting the date(s) for which the
attendance list has been signed.
Travel and attendance information are necessary to automatically calculate the maximum number of nights and
the maximum number of meals eligible to be reimbursed to the participant.
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3.5.2 Accommodation and Meals expenses
The applicable flat rate is specified by the Grant Holder while creating the meeting. Using the available dropdown menu, the participant selects the number of nights and meals to be reimbursed.
Meals provided by the Local Organiser are automatically deducted from the reimbursement to individual
participants. It is the responsibility of the participant to deduct any additional meal(s) covered by other parties.

8

3.5.3 Long distance travel expenses
The following items are considered means of long distance transportation: plane, train, bus, car, and ferry.
The participant may encode asmany long distance travel and/or local transport expenses as necessary to attend
the meeting. All tickets, receipts, invoices related to these expenses must contain the itinerary, price paid, eticket number, and name of the passenger, and must be uploaded in e-COST.

The participant can modify, delete, or add another leg of travel by clicking on one of the buttons shown below:

3.5.4 Local transport expenses
The following items are considered means of local transportation expenses: public transport, taxis, car, parking,
and ferries.
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3.5.5 Other Expenses
The following items can be claimed as other expenses: entry visa processing cost, extra night(s) of
accommodation, extra meal(s), and conference fees.
An approval must be obtained by the participants from the COST Association and the confirmation uploaded as
supporting document in the relevant section further below. An extra night and extra meal will be automatically
based on the flat rate encoded by the Grant Holder while creating the meeting.
Conference fees are reimbursable only if the participant attended a Dissemination meeting. Conference fees for
any other types of meetings are not reimbursable and will be deleted from e-COST.
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3.6 Upload Supporting Documents
Each participant must upload all the supporting documents (airplane ticket, transport receipt etc.) as well as any
justification linked to the expenses claimed, by first clicking on the ‘Browse’ button at the bottom of the page and
then on the ‘Upload’ button.

3.7 Select/Add the bank account on which to receive the reimbursement
Once all the expenses had been entered and the supporting documents have been uploaded, the participant
must select the bank account to which the payment should be transferred.
Any already encoded bank account would be available in the drop-down menu. Otherwise, or if wanted, the
participant has the possibility to add a new bank account.

After completion of this step, the participant can save and preview the OTRR. This allows the participant to
review the request before submitting it.

3.8 Submission
The participant confirms that the claimed expenses are not being reimbursed by any other sources by clicking
on the box next to this declaration. As soon as the box is ticked, the button “Submit Claim” will be available to
allow participants to submit the Travel Reimbursement Request.
Once submitted, the participant cannot modify the request anymore. The Grant Holder is notified that the claim
is ready to be reviewed. When the Grant Holder confirms the payment the participant receives an automatic email mentioning the amount paid as well as the payment details.
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3.9 Dowloading, signing, and posting the TRR
The participant must download the submitted TRR, sign it by hand, and send it by post to the Grant Holder.
Without the original TRR, the Grant Holder cannot perform the reimbursement of the incurred expenses cannot.

For any questions concerning problems with the new Online Travel Reimbursement Request, please contact
the Grant Holder, or the COST Association helpdesk at ecost@cost.eu .
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