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ANNEX X   

REIMBURSEMENT OF TRAVEL  
AND ACCOMMODATION EXPENSES 

 

For the performance of the services, the contractor or invited speakers/participants may be allowed 
to travel to the place where the events will take place but after explicit approval by the Institution. In 
these cases the following reimbursement rules apply. 

1. Travel by train 

Travel expenses are reimbursed for second class travel by the shortest and most cost-
effective route. 

Expenses are reimbursed after submission of the original supporting documents, including 
boarding passes. 

2. Travel by air 

Air travel may be booked in economy class or equivalent, at the lowest available fares.  

Expenses are reimbursed on submission of the original supporting documents. 

3. Travel by car 

Where the Contractor/participants  use their own vehicle, reimbursement is based on the non-
revisable amount of € 0,22/Km. In this case, a signed declaration on honour, specifying the 
place of departure will be submitted as a request for reimbursement. 

4. Taxis 

Taxi fares shall not be reimbursed save in certain exceptional circumstances and with prior 
approval from the Institution: 

 Train leaves before 7.00 am or arrives after 9.30 pm 

 Plane leaves before 9.00 am or arrives after 9.00 pm 

 When large amounts of luggage with event materials are involved  

 In case of unforeseen circumstances which do not allowed for prior approval. In this 
case a reasonable justification should be added to the relevant invoice. 

5. Accommodation costs 

The limit on hotel expenses is €115 a night. Any excess costs due to exceptional 
circumstances must be duly justified. Expenses are reimbursed on production of the 
original supporting documents. 
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6. Daily subsistence allowance 

The daily allowance is a fixed, non-revisable amount of €90 and is paid on an individual 
basis. It covers breakfast, two main meals and any other minor personal expenditure. 
Travel between a location and the Contractor's place of origin totalling less than 50 km 
(return trip based on public transport) will not be eligible for any allowance. 

The allowance will be calculated according to the following rules: 

Time Daily allowance (DA) 
Between 6 and 12 hours inclusive 0.5
Between 12 and 24 hours 1 
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