[ Note: Empollex National
Correspondents, in coordination with
the CTG MPPR member of their country
will be asked to inform EMSA each year |
of the country’s interest at national level

to participate in the Empollex

| programme the following year;

Applications will be accepted on the |
| basis of this expression of interest at
national level |

Expert considers possible hosting
centres, objectives and dates for
an exchange

Expert fills in Application Form and
> sends to their National

Correspondent

ANNEX 5 — EMPOLLEX FLOWCHART:

EMSA contacts other suitable

Centres for this exchange

[At least 10 weeks before exchange]

PROCEDURE TO BE FOLLOWED FOR AN
EXCHANGE

National Correspondent evaluates
Application of Expert exchange
candidate and sends Application

Form to EMSA
[At least 8 weeks before exchange]

Note: All orange boxes imply that

a form is being filled in and all yellow
boxes are other relevant instructions

EMSA to acknowledge receipt of
application. If exchange is accepted
in principle, EMSA contacts

Centre(s) of Expertise based on the
Application Form to evaluate their
possibilities of hosting the Expert

v

Centre informs EMSA that they are not
able to host the exchange

YES
y

Centre fills in Part A of the Exchange Schedule
Sheet, proposing a programme for the
exchange, signs and sends back to EMSA

EMSA informs Expert of proposed
exchange programme and forwards

them the Exchange Schedule Sheet

Exchange
is cancelled

!

No Agreement reached
with Centre
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———— confirms dates and details

A

If Expert agrees
with Centre’s terms

[At least 5 weeks before exchange]

in Part B of Exchange Schedule

»| Sheet, signs and returns to
EMSA

[At least 4 weeks before exchange]

A

Expert fills in remaining details J

Expert fills in Provisional Financial Sheet &
sends to EMSA for review
[At least 3 weeks before exchange]

v_l

Once costs are reviewed by EMSA and EMSA formally
confirmed the exchange, Expert receives the signed
Exchange Confirmation letter.

[At least 2 weeks before exchange]

Expert submits the Financial Sheet and mission request
to his/her Institution, both to be approved by the

indicated in Part A of
Exchange Schedule Sheet

NO
\

Expert discusses &

Expert initiates
reimbursement procedure
within his/her institution

for reimbursement of 25% |
of exchange costs

Institution

A

If possible L+

Expert books travel and hotel

Agreement reached

with Centre of Expertise

with Centre

Expert goes on Exchange

Within 60 calendar days from the end of the exchange

EMSA will reimburse 75% of
exchange costs based on its
Rules for Reimbursement of

Empollex experts

Within 30 calendar days of receipt of
expert reimbursement request

Expert fills in Exchange Reimbursement Form
(incl. all required supporting documents) and

Evaluation Sheet & sends to EMSA which
triggers reimbursement




