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Reimbursement of travel expenses for visiting academics by the Special 

Account of Research Funds of the International Hellenic University – 

Regulations 

 

Travel expenses 

A maximum amount of reimbursement is paid to cover travel expenses irrespective of the 

means of transport (car, train, ship or airplane) according to the table that follows (in 

agreement with and in line with ERASMUS+ - Programme Guide) from the place the 

academic is based to and from the IHU (Thessaloniki). 

 

Amount Rule of allocation  

For distances between 10 and 99 KM: 

Up to 20 EUR  

Based on the travel distance per 

participant. Travel distances must be 

calculated using the distance 

calculator supported by the 

European Commission1. The 

academic must indicate the distance 

of one-way travel to calculate the 

amount of reimbursement that will 

support the round trip2.  

For distances between 100 and 499 KM: 

Up to 180 EUR  

For distances between 500 and 1999 KM: 

Up to 275 EUR  

For distances between 2000 and 2999 KM: 

Up to 360 EUR  

For distances between 3000 and 3999 KM: 

Up to 530 EUR  

For distances between 4000 and 7999 KM: 

Up to 820 EUR  

 

 

                                                           

 
1 http://ec.europa.eu/programmes/erasmus-plus/resources/distance-calculator_en 
2 For example, if a person from London (UK) travels to Thessaloniki, the claimant will a) calculate the distance from London to 

Thessaloniki (2.133,55 KM), b) select the applicable travel distance band (i.e. between 2000 and 2.999 KM) and c) calculate the 

amount of reimbursement for the round trip from London to Thessaloniki (360€). 

http://ec.europa.eu/programmes/erasmus-plus/resources/distance-calculator_en
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More specifically the following documents must be submitted: 

Air travel  
i. Original ticket receipt accompanied by booking confirmation stating the ticket 

value and travel details. 

- Note: If the tickets were purchased through a travel agency, the price of the 

tickets and travel details must be displayed and also separately the travel 

agency commission. In this case the receipt shall be accompanied by an 

airline voucher which must display the ticket prices for the trip. 

ii. Proof of payment of the invoice of the tickets. If the payment is done by card, 

the number of the card shall be displayed on the invoice. 

iii. Boarding cards for the round trip. 

 

Travel by train or bus  
i. Original train or bus tickets. 

ii. Proof of payment of the invoice of the tickets. If the payment is done by card, 

the number of the card shall be displayed on the invoice.  

 

Travel by public transport  
i. The original public transport tickets, showing the value as well as any other 

proof of travel. 

 

Travel by passenger car 
i. Original toll payment receipts for the entire journey. Toll payment receipts are 

necessary to prove that the travel was made in order to cover the cost of travel 

by passenger car. 

ii. Photocopy of the car license (belonging to the claimant or to a member of 

his/her family). 

iii. A photocopy of the driving license of the claimant. 

 

Reimbursement for travel by passenger car, includes the cost of tolls plus 0,15€ per 

kilometer. The distance is determined according to the distance calculation tool of the 

Ministry of Infrastructure and Transport which can be found at https://kmd.ggde.gr/ 

 

Accommodation costs  
The maximum amount of reimbursement per night is 50,00€. Accommodation costs are 

reimbursed for the overnight stay before the tuition as well as the remainder until the 

earliest possible departure from Thessaloniki upon completion of teaching. 

https://kmd.ggde.gr/
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The following categories can be distinguished: 

1. In case the accommodation proof of payment does not exceed 50,00€ per night, it 

shall be issued to the Special Account of Research Funds of the IHU (14th km 

Thessaloniki-Moudanion Natl Rd., 57001, Thermi, VAT identification number 

997015012, 7th Tax Office of Thessaloniki) if the total amount does not exceed 

150,00€. The proof of payment must contain the name of the visiting academic. 

 

i. If the proof of payment is issued on credit to the Special Account of the IHU, 

the original accommodation payment slip must be submitted and the 

Special Account undertakes to pay it. 

 

ii. If the proof of payment is to be paid in cash (only if the total amount does 

not exceed 150,00€) the original accommodation payment slip issued to the 

Special Account of the IHU and accompanied by the receipt of payment 

must be submitted. If the payment is done by card, the number of the card 

shall be displayed on the proof of payment.   In this case the Special Account 

of Research Funds of the IHU reimburses the claimant for the amount paid. 

 

2. If the hotel bill exceeds 50,00€ per night, the proof of payment is issued to the 

visiting academic who provides the original document accompanied by the receipt 

of payment and receives reimbursement by the Special Account only for the amount 

of 50,00€  per night. 

 

Supporting documents required 
Travel expenses are reimbursed following submission to the Special Account Management 

Committee of the IHU of the above documents within 15 days of completion of travel 

accompanied by completed forms (ΕΟ06) and (ΕΟ14) under the responsibility of the 

scientific leader of the project to be reimbursed. 

The above forms are available at http://rc.ihu.edu.gr/documents.php 

http://rc.ihu.edu.gr/documents.php

