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How to document your travel costs for EU-financed projects 

 

Please note that this information is also used when reporting 

costs to the Commission – financial reporting 

Medarbeider = Who 

Tidsrom = When 

From when you start your journey (from home/work) until you 

arrive back from your travel (at home/work), date and time. 

Reisemål = Where 

Here you first enter the country (“Land”), then the <City/Place>, 

e.g. Copenhagen or Skagen (“Mål”). 

Tilleggsinformasjon/Årsak = What 

1. Enter your project Acronym. 

2. Enter the type of activity 

(Examples: Project kick-off meeting, Project networking 

meeting, Work package no 3 meeting, Conference on …, 

Workshop on ..., Supervisory board meeting…, 

Management meeting for…, Meeting to discuss … related 

to WP or beneficiary) 

Tilleggsinformasjon/Kommentar = Why 

1. Enter more details on the relevance to the project. 

What was your contribution to the conference/meeting,  

 Discussing science related to one or more work packages? 

 Presenting a poster? 

 Giving a talk? 

 … 
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Kostnadstilordning = to where should the cost be assigned? 

Please enter the reference number of the department/centre who 

will bear the cost, and also the UiO project reference number (and 

“tiltak” if you have one). If in doubt, contact your project 

controller (prosjektøkonom). 

Split travel costs 

Here you may also split the travel costs between different account 

strings, by adding more than one post, and add percentage on how 

to divide the cost between them. 

If you have both a networking meeting and a management 

meeting during the same trip, you could make a split in percentage 

of time (=a cost split) between the two. This depends on the 

budget of the project. If you have one trip, but for different 

projects, you should also comment on this under “Kommentar” 

section of the travel invoice. 

Fradrag for kostgodtgjørelse = Deduction of meal compensation 

Here you should tick to withdraw all meals already provided for by 

the project meeting/conference, or by others paying your meal, 

i.e. meals already included elsewhere. 
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Attachment 
Travel receipts, such as flight, bus, train, taxi, hotel … 

You may here upload documents supporting the 

relevance of the travel. Select what is most appropriate 

for this purpose. It could be an invitation email or minutes 

of the meeting including your name, a conference 

programme, list of participants including your name. 

For conference/seminar participation, you must upload a 

copy of the conference programme, and a copy of the 

page of the list of participants including your name. 

Why is this important? 

Our experience from previous internal as well as external 
EU audit is that the auditor will ask for further 
documentation on the justification and relevance of the 
travel in relation to the project research/activity. UiO’s 
advice is thus to be prepared in advance, and collect 
documentation when the travel claim is made, as it may 
be more difficult to find this information later.  
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Tips on travel costs for EU-financed projects 
 

UiO Routines for travel claims 
In Norwegian and link to English version: https://www.uio.no/for-ansatte/ansettelsesforhold/reise/etter-reisen/index.html 

About the travel claim in the HR portal: https://www.uio.no/for-ansatte/ansettelsesforhold/reise/etter-reisen/hr-portalen.html 

Approval of the travel 
All persons claiming travel costs are responsible for having the travel agreed on/approved by the scientific project leader or admin. Head of Office (“kontorsjef”). 

Not employed by the project 
Persons not employed by the project, but claiming travel costs e.g. for participation in project meetings, field work etc., must pay particular attention to the “why” comment in the travel 

claim on page 1 under the section “Kommentar” – explain your specific role in the project/activity. 

Fieldwork 
You need to document the relevance to the EU-project: 

- if it is described in the project description (DOA), note this reference 

- if it is not in the DOA, indicate which work package(s) your travel is related to. 

Example: The fieldwork in Egypt was related to WP 3/Objective 2, analysing aDNA with our collaborators in Alexandria. 

Project meeting 
Our recommendation is to always have an invitation email – use INVITATION TO … in the heading of the email when you are yourself inviting someone to a meeting (be it with one or several 

people). 

Meals, representation 
If you have paid a restaurant bill for several people, you need a list of names for these people – they must be related to the project e.g. as invited guests. 

For coordinators 
One of the most common mistakes made is the lack of description and documentation explaining “why” the travel was made = the relevance to the project. This is particularly important if 1) 

the project description does not include the activity, 2) the travel is outside the EU/EEA, or 3) there is no direct input from the person attending the conference. 

Contact MNs EU-team if you are uncertain of the eligibility of a travel. 

https://www.uio.no/for-ansatte/ansettelsesforhold/reise/etter-reisen/index.html
https://www.uio.no/for-ansatte/ansettelsesforhold/reise/etter-reisen/hr-portalen.html

