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REIMBURSEMENT INFORMATION SHEET FOR EXPERTS ATTENDING MEETINGS AT THE INVITATION OF THE EMSA

The procedures for the reimbursement of travel and subsistence expenses incurred by experts invited to participate in meetings, are set out below.

1. Claiming Reimbursement - The reimbursement form must be completed in full at the meeting and given to the secretary. All necessary documents have to be submitted within two weeks after the meeting.

Special attention should be given to the following sections:

· Transport used - Sign declaration 

· Personal details of expert - Complete in full 

2. Financial identification form
Special attention should be given to the following sections:

· Bank details for reimbursement - Name of account holder - must be completed 

· Bank name and address - Complete in full 

· Bank account number - Complete in full 

· Bank Account information – Sign to confirm correct details
Please note that the financial form should be completed and returned upon expert’s arrival.  Only one document per expert will be accepted.

On their return from the meeting, participants must send the EMSA the following:

· invoice from the travel agency or airline company 

· original flight ticket or train ticket (if applicable) 

· original boarding passes 

These are essential documents to complete reimbursement. Reimbursement of travel and subsistence expenses will be made as quickly as possible, once all the requested information and supporting documentation have been provided. 

2. Travel Expenses - The following methods of travel are reimbursable: 

· The shortest and most cost-effective route.

· Journeys covering a total distance greater than 800 km, shall be reimbursed based on the price of an economy-class return flight ticket. Return journeys covering distances of less than 800 km shall be reimbursed based on the price of a first-class return rail ticket. 

· PEX and APEX tickets should be used whenever possible. The extra costs entailed in staying over a Saturday shall be reimbursed if the meeting takes place on a Monday or a Friday. Daily allowance is only paid for the minimum time necessary to qualify for the reduced fare.

· Travel by private car shall be reimbursed based on the price of a first-class rail ticket. 

3.
Hotel accommodation - Arrangement of hotel accommodation must be made and paid directly by the participant, unless in the event of a conference organised by the EMSA,  the EMSA decides to arrange and pay hotel accommodation directly. 

4.
Extra luggage - Transport costs for bringing extra luggage for the purpose of the meeting shall be subject to the prior authorisation of the Agency.

5.
Daily allowance (in EUR) - A daily flat-rate allowance of €149,63 (Belgium) will be paid, in accordance with the Allowance Scale. This amount covers hotel accommodation, meals, local transport (and taxis) and sundries.  The allowance will be reduced if any meals or accommodation are offered by the EMSA. 

The daily allowance is only applicable when accommodation is paid directly by the participant. If hotel accommodation and meals are paid in advance by the EMSA, only travel and a reduced daily allowance is reimbursed.

