
 
 

 
 

Instructions for the Payment of Travel Grants 
 

 

 

 

 

 

 

 

 

Travel Grant approved by the Head 

of Section 

Travel completed, 

receipts collected 

I am employed by Uni Vienna 

(PraeDoc, Assistant, Project) 
I am not employed by Uni Vienna 

Write an e-mail to  

‚ds.philkult@univie.ac.at‘ with: 

1. Approval of travel grant by Head of 

Section 

2. Name, e-mail address, private address 

3. Details of your bank account (name on 

account, name of bank, IBAN number) 

4. Scans of the travel receipts (travel, hotel 

etc.) NB please send the actual invoice, 

not the booking or reservation 

Coordinator sends the 

application electronically to 

the Finance Dept 

Formal comptrolling of the 

application by Executive Team and 

Coordinator (€150/300/600) 

Payment 

Log in to ‚hrfi.univie.ac.at‘  

Fill in ‚Reiseabrechnung‘  

‘Ansprechperson’: Name of Head of Section 

‘Einrichtung‘: 450 Dekanat der Philologisch-

Kulturwissenschaftlichen Fakultät 

‘Kostenstelle’: 845000 DocSchool 

In the ‘Commentary’ section, please add the following text: 

“As the University of Vienna limits the amount paid for a 

travel grant, I apply only for 

- €150 for travel within Austria 
- €300 for travel within the EU 
- €600 for travel outside the EU” 

The Coordinator will, as comptroller, only approve 

applications with the €150/300/600 limits 

Submit the application electronically 

Payment 
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