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Travel guidelines 
For contractors (hereinafter referred to as “the Service Provider”) providing  
services to the Franco-German Forum for the Future (hereinafter referred to 
as the “Zukunftswerk”) based at the Institute for Advanced Sustainability 
Studies e.V. (IASS) (hereinafter referred to as “the Principal”) 
Since the Zukunftswerk is funded by the Federal Ministry of Education and 
Research (BMBF), travel expenses incurred during a Zukunftswerk 
assignment are covered analogously in accordance with the latest version 
of the Federal Travel Expenses Act (Bundesreisekostengesetz BRKG). 
These guidelines set out the specific regulations and are legally binding as 
part of the contract between the Contractor and the Principal (IASS). Any 
exception or deviating agreement must be agreed with the Principal and 
recorded in writing (e.g. by email). 

1 General rules 

• Travel expenses incurred for the implementation of provided services can be covered 
by the Principal. Travel details are to be agreed in advance (i.e. before booking 
or/and reservation) between the Service Provider and the Zukunftswerk. Any changes 
to the planned expenses must be immediately communicated to and be approved by 
the Zukunftswerk.  

• In principle, travels are organized and tickets are purchased by the Contractor and 
reimbursed by the Principle afterwards. In consultation with the principal, booking by 
the principal is possible, e.g. to enable a common stay with other service providers or 
the Zukunftswerk team or to benefit from negotiated rates.  

• Please note that only costs that have actually incurred can be substantiated with 
original receipts. If a business trip must be cancelled due to illness, a medical 
certificate must be presented. Cancellations or changes of the trip should be made as 
soon as possible to avoid unnecessary costs.  

• The travel expenses incurred must be listed separately on the submitted (partial) 
invoice and documented in an annex. They should be handed in no later than 6 
months after their occurrence. If the invoice is submitted digitally, the original 
receipts must first be scanned and attached, then submitted as soon as possible. The 
receiving and invoice address of the Zukunftswerk is:  

 
IASS e.V.  
Deutsch-Französisches Zukunftswerk 
Berliner Str. 130 
14467 Potsdam 
GERMANY 
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2 Travel regulations for contracting partners of the 

Zukunftswerk 

Travelling by train, bus or other public transportation is the preferred option when travelling 
for the Zukunftswerk. For environmental and budgetary reasons, travelling by air or car is 
always the least favorable means of travel and would require a comprehensible informal 
justification from the Service Provider.  

2.1 Travelling by train/bus 

The following can be reimbursed:  
• Train/bus tickets booked in economy class, 
• seat reservations,  

• flexible tickets („Flexpreis“ of Deutsche Bahn). 

2.2 Travelling by public transport 

• Public transport from the destination of origin to the train station or 
airport (and back) as well as on site can be reimbursed (costs for a single 
fare ticket each way).  

• Please note that for reimbursement the original tickets need to be 
handed in. Online tickets or tickets that were booked via an application 
(e.g. Deutsche Bahn App) need to be proven by a payment receipt (e.g. 
account statement).  

2.3 Travelling by plane 

No travelling by plane within a distance of 600 km from the point of origin is 
supported. This rule is specifically strict when the destination is well-connected 
by train or bus.  

• If travelling by plain cannot be avoided, the tickets will be booked by the 
principal in economy class including luggage options appropriate for the 
assignment (no premium economy, business, or first class). 

• No flights booked by the Service Providor can be reimbursed.  

2.4 Travelling by private car  

In case the destination cannot be reached by public transport or in case of a 
national train strike/pandemic circumstances, travelling by car can be considered.  

• Travelling by car can be reimbursed with 0,30€/km and up to 200€ in total 
for both directions.  

• A map printout showing the distance travelled incl. the total number of 
kilometres must be submitted for the accounting. 

• No insurance, petrol/gas/charging or other costs will be reimbursed.  
• The driver must ensure that his vehicle is properly insured.  

• No liabilities for damages or accidents are taken.  
• For parking, up to 10€ per day can be reimbursed. 
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2.5 Car rental 

• Costs for car rental shall not be reimbursed and will only be covered via 
the km-rate of 0,30€/km and up to 200€. The rules in section 2.4 apply 
accordingly.  

• Should there be a specific need for car rental (e.g. transport of heavy 
equipment necessary for the service), consultation with the Zukunftswerk 
is necessary.  

2.6 Taxi rides 

• Taxi rides can only be reimbursed if they are indispensable because no 
public transportation is available, especially between 10 pm and 6 am, or 
in consultation with the principal.  

• The taxi receipt needs to state the point of departure, the destination, the 
date and time as well as the name of the person using the taxi. In case 
the needed information is not stated, the costs can unfortunately not be 
reimbursed. 

2.7 Reimbursement of meals 

• Daily allowances for the Service Providers cannot be granted by the 
Zukunftswerk, private meals, with or without receipts, cannot be 
reimbursed. 

• Hotel breakfast at the destination can be included in the accommodation 
costs (see 2.8 Accommodation). 

• If meals be provided at the event, service providers are included. Any 
allergies or intolerances should be communicated to the Zukunftswerk in 
due time.  

2.8 Accommodation 

• Accommodation costs can be reimbursed up to a maximum amount per 
night, which depends on the destination.  

• Within Germany, accommodation costs of max. 70€ per night or 75€ 
including breakfast, can be reimbursed. Within France, the upper limits 
are not unified:  

Destination Accommodation incl. breakfast 

France general  115€ 

Paris 152€ 

Lyon 115€ 

Marseille 101€ 

Strasbourg 96€ 

For other destinations please address Zukunftswerk.  
• In exceptional cases, higher accommodation costs can be reimbursed in 

consultation with the principal.  
• NOT reimbursable are tips, room service, laundry service or any other 

extra costs.  
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3 Other costs 

The Zukunftswerk cannot reimburse the following extra costs: 
 

• City maps, newspapers; 
• Travel equipment such as suitcases or other luggage pieces; 
• Tips or any sort of gifts; 
• Travel insurance, visas; 
• Medicinal products, vaccination, Covid-Tests and medical masks; 
• Service costs such as reparation, dry cleaning or credit card fees; 
• Telephone costs. 

 

 

 

 

If there are any questions regarding these guidelines, please contact the 
Zukunftswerk: admin.zukunftswerk@iass-potsdam.de

Please hand in all documents concerning travel expenses no later than 6 months after 
the travel and include them separately when submitting the (partial) invoice.  
The receiving and invoice address of the DFZW is:  

 
IASS e.V.  
Deutsch-Französisches Zukunftswerk 
Berliner Str. 130 
14467 Potsdam 
GERMANY  


