
INTERNATIONALIZATION
SUPPORT

This overview provides a quick guide to preparing the necessary documents for applying for

internationalization funding.

Generally, funding is only available after attending the TUM-GS Kick-off Seminar and following the initial

feedback meeting.

The documents you need to submit depend on your funding status: internal employees (TUM, MRI, DHM),

scholarship recipients, and self-funded students.

Important note: Coverage of expenses cannot be guaranteed if you don’t meet the requirements and/or

don’t provide the necessary documents. The TUM Graduate School will make its decision only after your

return. We therefore strongly recommend that you contact us early and, without fail, before you depart.

Please also note that the most up-to-date and binding regulations, information, and required documents

are published on the TUM Graduate School wiki.



Internal
Employee

BEFORE THE TRIP

Self-funded
Scholarship

Holder

Application

“Dienstreiseantrag”

Submit application on DocGS (MLST
students separate form on the website) 

Submit the signed application with your
“Dienstreiseantrag” at your travel expense

office (Reisekostenstelle)

DocGS-Application

Contact GCMH to get a new application
unlocked on DocGS

Advance Payment

Submit all documents to us at least 2 months
before your trip begins

Private Stay?

If the stay is extended with a personal trip,
comparative quotes must be submitted

Application for an Advance
Payment
Application for Internationalization
Support (DocGS / MLST = website)
Invitation / Confirmation of
Acceptance
Invoices / Payment Receipts / ...
If applicable: Price comparison
when combined with a private stay

FOR INTERNAL EMPLOYEES

FOR STIPEND HOLDERS AND
SELF-FUNDED STUDENTS

GENERAL

The form “Application
for the

internationalization
support” on the

website is only for
MLST students!



Internal
Employee

AFTER THE TRIP

Self-funded
Scholarship

Holder

Travel Expense
Office

GCMH

Submit all invoices and receipts to the travel
expense office

Deadline: 6 months after your return

Submit the original, processed documents
from the travel expense department to the

GCMH

GCMH

Submit all required documents to the GCMH
Deadline: 5 months after your return

TUM GS

Once all the documents are complete, we
will forward them to the TUM GS.

Further processing may take 1–2 months.

All applications must include:

“Application for Internationalization
Funding” (website OR DocGS)

“Application for Travel Expense
Reimbursement” (website)

Confirmation of ACTIVE
Participation

Use the checklist to
make sure you have

everything!

Send documents via
email only in Excel, Word,

or PDF format.
No image files!

FOR INTERNAL EMPLOYEES

FOR STIPEND HOLDERS AND
SELF-FUNDED STUDENTS

GENERAL



CHECKLIST

Are all receipts originals?
Except for online receipts

Are receipts smaller than DIN A4?
Staple them separately to individual blank DIN A4 sheets
Do not staple any other documents

Does the document say “this is not an invoice”?
Obtain a valid invoice
Except for booking.com (include a bank statement)

Can all invoices and payment receipts be clearly matched?
Make sure, for example, that your name is listed

Payments in a different currency?
Include proof of currency conversion, e.g., a bank statement

Receipts not in English or German?
Include a short translation; your own translation is sufficient

ACTIVE participation confirmed?
Explicitly confirms active participation in the conference
Photos of your presentation, etc., will not be accepted
Staying for more than 4 weeks?

Provide proof of your research stay, including the duration
and confirmation of a local workplace

All expenses must be supported by an official invoice. Payment receipts
alone are generally not sufficient; they serve only as supplementary

evidence, for example, regarding the payer, exchange rate, or similar details.

Are additional explanations required?
Include a separate letter if:

Taxi/Uber,
personal vehicle/carpool,
exceptionally high hotel costs,
other special cases

Combined with a personal trip?
Include price comparisons

Costs covered by others?
Fellow students / parents / etc.? → Provide proof of
reimbursement
Department? → Attach a rebooking request using Form 65 (TUM
GS Wiki)

Did you cover costs for others?
Clearly mark/note your share

Rental agreement?
Submit along with payment receipts
Clear breakdown of costs (total)

Do you need the originals back?
Clearly note this on the application



CONCLUDING REMARKS

We will conduct an initial review of your documents. However, the final processing is handled by the TUM

GS, which also decides on the approval of applications, the amount of reimbursement, and any special

provisions. For our part, we will simply confirm your eligibility for funding.

Very important: Be sure to contact us before your trip. If you do not do so, we are usually unable to find a

solution in certain situations.

Once we have forwarded your documents to TUM GS, we no longer have access to the rest of the

processing procedure and therefore cannot provide any information on the current status.
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