
Forms for (business) travel: Which box should I choose? 

 

Disclaimer: This guide was made regarding travel administrated through Geschäftsstelle für Verbundprojekte.  
 
 
It’s meant as an unofficial guide: Final decisions and rules are made by the travel department 
(Reisekostenstelle) only. 

 

 
I am employed by Freie 
Universität Berlin (FU). 

I receive a scholarship 
from FU, or work for a 
different institution. 

add your  
Personal details 

ad all 
Travel details 

Please do not include daily 
allowances (Tagegeld) in your 
estimate,  

       

Please sign by 
yourself. 

Please ask your manager 
for signature. 


