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EXPLANATORY NOTE TO FILL IN THE FORMS
(The forms must be filled in for any meeting)

This note represents a guide to fill in correctly
the forms in view of getting reimbursed for the
claimed expenses.

» Model N. 1: “Travel authorization form’..............ececeeseecenee 11
» Model N. 2: “Travel claim fOrm’.........cueeeeieseceeeoscsnsecsscnnnes 111
» Model N. 3: “LiSt Of €XPENSES” vuccuueresrreressasesssasessasossassosnsens 4
» Model N. 4: “List Of DATTICIPDANLS” ......cuueeeeevrercseosensesssnsossasees Vi
» To send your doCUMERLS. .. .......uuueeeeeseneeiencnsiesscnsecsssnssesssnnseens VII

For information please contact us:
EuropeanProjectsService(@ego-gw.it
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» Model N. 1: “Travel authorization form”

b A The “Travel authorization" form must be
' — " filled in by the traveller and sent for
- approval as soon as possible and before
N making any reservation.
Eif;f,m““” : ‘ The Model N.1 must contain:
b .
T iz | - the activity : WP1, WP2, WP3, WP4, WPS,
——— General Meeting, Science Team,
i ‘“‘ - the purpose of the travel,
- v m—— - information about the travel and its estimated
— cost.
ppmelby T G o ot et - information about the board and lodging and
Aaproreb e Prjc Comintr s Jogus ol their estimated cost.

Dte, S
sigratire

- The use of a private car/rented car or of a taxi is accepted when justified.

- The date of travel should match the date of the meeting, unless justified and approved by
EGO:; in any case, this should not increase the cost of the mission for ET.

- In case of needs (i.e. job needs) the coming back to a different place from the place of
departure is possible if justified and previously approved by EGO; this should not
increase the cost of the mission for ET.

- The cost of Internet or telephone connection is not eligible for reimbursement, except
when directly connected to the project and demonstrated through a documented proof.

- The hotel cost should remain within the medium accommodation rate in use at the place
of the meeting (normally below 150 Euro per night).

- Normally it will be reimbursed up to 30 € per meal and a maximum of 60 € per day.

The “Travel authorization" form must be sent, for approval, by e-mail to the Working
Package Coordinator or to the Scientific Coordinator (for WP5, General Meeting and Science
Team) and in copy to EuropeanProjectsService@ego-gw.it. The Working Package
Coordinator/Scientific Coordinator should give approval/disapproval quickly with a copy to
EuropeanProjectsService@ego-gw.it.
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> Model N. 2: “Travel claim form”
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L FITLIT S TR ST P T . The “Travel claim form” must be filled in and signed

Datrmdoeonde

Aty BPIO WRO WRO MO BRSO GH O STO by the traveller, specifying the date and the kind of the

O activity attended (WP1, WP2, WP3, WP4, WPS5,

. - General Meeting, and Science Team).

sis o b isbused b tle cxpes - Tod Bur T i aer

T e e 1 O e e e M L The Model n. 2 must contain: the name of the

ot ol ek he g o b st traveller, the total cost of the incurred expenses (in
Bak Euro and in other currencies), the date of the related
S “Travel authorization form”, the bank references (with

The boasting cal, wed fiche, scips and invoies elich hoe o e Ieaded t the first request for reimbursement and in case of

EGO/Project ET and 1o indicaie the traveller's name) are enclosed in original to the
odel n. 3 List of expenses.

St changes).

- All receipts/invoices/tickets/boarding cards in original connected to the claimed
expenses are needed to be reimbursed.

- The hotel and restaurant receipts/invoices_have to_be headed to EGO/Project ET and

indicate the traveller’s name.
- A self-certification regarding the claimed expenses is not admitted.
- In case of unique restaurant receipt, please indicate behind the number of meals, the

names and signatures of the participants.

The “Travel claim form”, in original, must be sent by the traveller by ordinary mail to EGO
(see address on page VII) together with the other models and all
receipts/invoices/tickets/boarding cards in original, so EGO may proceed with the
reimbursement of the traveller’s expenses.

I
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> Model N. 3: “List of expenses”

The “List of expenses” must be filled in and signed by the traveller, specifying the date of
request, the name of the traveller and the kind of activity (WP1, WP2, WP3, WP4, WP5,
General Meeting or Science Team).

The Model n. 3 must indicate for each expense: the number of the related
receipt / invoice / used ticket / boarding card enclosed in original. The Model n. 3 must also
indicate the total cost of all the incurred expenses (in Euro and in other currencies).

If the traveller uses his/her own car, please indicate the car and travel information (car type
and registration number, destination, date of travel) and the related fuel cost (EGO would like
to point out that 0,35 Euro per kilometre will be reimbursed).

See following scheme

EGO manages the financial control over the claimed expenses. After the control activity,
EGO communicates by mail, to the traveller and to the WP Coordinator who approved the
travel, the total amount reimbursed (specifying the date of the payment), or if not accepted
EGO shall mention the reasons.

The “List of expenses” in original, must be sent by the traveller by ordinary mail to EGO (see
address page VII), for the approval by the Scientific Coordinator, together with the other
models and all receipts/invoices/tickets/boarding cards in original, so EGO may proceed with
the reimbursement of the traveller’s expenses.

v

Explanatory note to fill in the forms



First, give your
original document an
attachment number

/

Then, fill the date and

destination fields

refer to the “Typology of expense”

table, and insert the code

\ 4
= . iz g Dhstanece in Km . Crhey
P - Digte gf travel d Tesfinations of travel ‘Wl; ., (MEA" ondy) Cost in Eure Carvency Cast Typology of expense
B |Bus CA|Car-own
/ \ / \ FB |Femry Boat  |RC |Rented Car
(1) S0 I -y \ Al / TR [Train TA|Tai
109/06..|..........pAMS..... TR T T[T
TO|[Tell HB |Hotel+board included
OT |Cther RE |F.estaurant
F you used your ownocar [CA]
. pleasefill in
Indicate the cost
Car pe
\ Regictration I
\ Awthorized cosiflam
\ £0,35
Endosel n Tomnhered in e order, all there e, used Tidkoals and fu:
TOTAL Eure
TOTAL Cther Currency
Sigpanme of e trameDer Late ....... b NG Sipeamre
Spproredtette Soientdic Coordvatar........eeee JREmeE). ... Late ....... b !

Iodelr 3

Sipeamre

In case the traveller used his own car (typology code “CA”),
please fill in the Distance field and

the information table
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» Model N. 4: “List of participants”
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[ MODELN.J_LIST OF PARTICIPANTS ]

The “List of participants” must be filled in by the WP/Scientific Coordinator specifying the
date, the place of the meeting, and the kind of activity (WP1, WP2, WP3, WP4, WP5, General
Meeting or Science Team).

The Model n. 4 must contain: the topic of the meeting, the names and the signatures of all
participants and any attachments.

The “List of participants” must be sent in original by ordinary mail to EGO (see address page
VII).

VI
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All documents for reimbursement must be sent to

EUROPEAN PROJECTS SERVICE

EGO EUROPEAN GRAVITATIONAL OBSERVATORY
VIA E.AMALDI
56021 S. STEFANO A MACERATA — CASCINA (PISA)
ITALY
Fiscal code 90029060507
VAT n. IT01589510500

-
4

/

R Y

Fax : + 39 050 752410

E-Mail : EuropeanProjectService@ego-gw.it

Contact persons : Veronica Colautti + 39 050.3623
Virginie Bornes + 39 050.752420

VI
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