
Guide – How to claim your travel reimbursement 

 

1. Log in to your personal e-COST account. The opening page will immediately display the event 
that you attended. You need to click on the option ’Claim your expenses’ 
 

2. Please observe the reimbursement rules before submitting your claim. Do not claim 
reimbursements for e.g. hotel/taxi/meal costs as these are meant to be covered from the daily 
allowance which you are automatically eligible for provided that you attended in person and 
signed the attendance sheet. 

 

 
3. Be sure to CLICK ALL DATES THAT YOU ATTENDED, otherwise the daily allowance will be 

calculated incorrectly and you may receive less than you are eligible for. By adding the exact hour 
of your departure from/arrival to home, e-COST will be able to determine the % of daily 
allowance you are entitled to for a given day. 

 
 



4. Are you a local participant (this means you live less than 100 kilometers from the venue where 
the meeting took place)? If so, you may choose to be reimbursed only for your travel costs to get 
to the venue. 

 
 

5. Check whether the ’total allowance’ displays a correct amount of daily allowance 
reimbursement. If not, go back to step 3. 

 
 
 
 
 
 
 
 
 
 



6. Type in the amount you paid for your ticket IN THE SAME CURRENCY AS ON THE INVOICE. E-
COST will calculate the exchange rate, you needn’t do it.  

 
 
 

7. Make sure all supporting documents listed below are uploaded, otherwise your claim will have 
to be rejected. If your supporting documents include relevant parts that are written in a non-
Latin alphabet (e.g. Cyrillic, Hebrew), provide a translation along with them!  

 

 

 

 

 

 

 

 

 

 

 

 

 

 



8. Finally, submit your reimbursement claim and wait for a 6-digit code to arrive in your email 
inbox (the email address you are registered with in e-COST!). Type in the 6-digit code to the 
bracket ’Authorisation code’ in e-COST. This will qualify as an e-signature, after which your claim 
is complete! 

 


