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Reimbursement of Travel & Subsistence costs
Rules and procedures

For full details on Reimbursement of costs made for attending AQUA-TNET meetings, please check the Project Handbook of the Lifelong Learning Programme: http://eacea.ec.europa.eu/llp/projects/2008/documents/llp_2008/project_handbook_2008_en.pdf or contact the AQUA-TNET secretariat.  

Travel Costs

· Reimbursement of Travel is based on real costs, independent of the means of travel chosen BUT you are required to use the cheapest means of travel. So, it’s best to use Apex tickets for air travel and take advantage of reduced fares. In case the Commission questions whether you have taken the cheapest means, you will be asked to provide a full explanation. So it would be wise to keep for example different flight prices in your files. Or write down explanations in case you think you could expect questions.

· The travel cost for a journey should include all costs and all means for travel from the point of origin to the point of destination (and vice versa) and may include visa fees, travel insurance and cancellation costs.

· Regarding taxis: the actual cost will be reimbursed where this is not excessive compared with other means of travel (also taking account of any influencing factors i.e. time, excessive luggage).
· Expenses for private car travel (personal or company cars), where substantiated and where the price is not excessive, will be reimbursed as follows (whichever is the cheapest):

· Either a rate per km in accordance with the internal rules of the organisation concerned up to a max of EUR 0.22.

· Or price of a rail, bus or plane ticket. Only one ticket shall be reimbursed, independently of the number of people travelling in the same vehicle.
Subsistence costs 

Subsistence costs are applied based on an actual cost (reimbursement of receipts) basis only (internal AQUA-TNET management decision). This means that

– per diem rates (of any kind); 

– ex‐pat rates (of any kind); 

– man hours 
are considered as non eligible costs, unless otherwise agreed upon from beforehand. 

Subsistence costs must not exceed ceilings, available on: http://eacea.ec.europa.eu/llp/projects/2008/reporting_lifelong_learning_2008.htm. If no overnight stay, the ceilings are reduced by 50%. A pro rata reduction will be applied if accommodation, meals and local travel costs are provided for by a third party. You will have to send in all evidence (receipts), together with your Expense Claim Form, see below.
Submission of your expenses

There are 2 possibilities how to get your costs reimbursed, of which the first one is the easiest and fastest:
1. Invoice issued by your institute (reimbursement to institutes)
If your Institute already has paid part of your costs, the best and fastest way of proceeding is as follows: claim all your eligible T&S costs to your institute and let them submit an invoice. Invoices need to be detailed and documented with all the original proofs / receipts. The Ghent University VAT‐number is BE 248.015.142 which needs to be mentioned on the invoice, otherwise it will be considered ineligible. Also, please note that on the invoice itself the addressee should be mentioned:

To: Ghent University
Laboratory of Aquaculture & Artemia Reference Center
2. Reclamation of costs of externals (reimbursement to individuals)
Complete the “AQUA-TNET2 Reclamation of costs of externals Form” and provide us with all the original receipts. Please make sure the bank data provided is correct and complete (SWIFT and IBAN numbers are required, which makes sure the actual payment will go much faster than via a normal bank transfer). Use this method only for the expenses you made personally and provide your personal bank account data. If part of the expenses are made by your institute, then we advise you to use the fist method, or to combine both methods.
Send your documentation (for both options 1 & 2) to:

AQUA-TNET

Ghent University
Laboratory of Aquaculture & Artemia Reference Center 

Rozier 44 

B-9000 Gent 

Belgium 

Notes:

· Please submit your Invoice or “AQUA-TNET2 Reclamation of costs of externals Form” within 45 days after an event, accompanied with original evidence of costs. Whenever originals are processed in a local budgeting system, clear copies are acceptable.

· If evidence is unavailable, the requester has to provide a written and undersigned ‘Declaration of Honour’, stating the proofs of the specific costs made are due to this and that reason unavailable for submitting and that the requester will not claim these costs for reimbursement from any other budget.

· Only the lowest fares are eligible for reimbursement

· A new invoice can be requested after disapproval of certain claims

· Exchange rates non-EURO ( EURO. According to the European Commission, non-EURO costs should be taken up in the financial report (and thus reimbursed) using the average monthly exchange rate of the month prior to the financial report the costs are presented in. In order to avoid possible problems caused by (heavily) fluctuating exchange rates, solutions could be the following:

1. Reimbursement is postponed until the exchange rate is known. 

2. The new rule applies only to documents which have no indication whatsoever of their corresponding EURO value. A solution is to present invoices/expenses from non-EURO countries in EURO, wherever possible. There are several ways to do this. Often the agent issuing an invoice (travel agency, hotel...) in non-EURO zone countries can make EURO invoices. If he cannot make EURO invoices (e.g. for accountancy reasons), it will be sufficient to add the note: ‘equivalent in EURO = xxx’ on the invoice, following the amount in non-EURO currency. To calculate the EURO rate in this case, you could use the Currency Converter on the www.oanda.com website, using the present exchange rate (e.g. invoicing date). You will be reimbursed in EURO according to the amount mentioned. 

3. Another possibility is to group all invoices/expenses (some or all of them being in non-EURO) in one single EURO invoice, issued e.g. by your university. Again you could use the current exchange rate (calculated using the exchange rate on www.oanda.com), and EU will accept this as such (please note that you should append the individual expense forms and sheets of course, as justification of the invoice).

4. For all costs submitted to the coordinator where none of the above applies, you will be reimbursed for non-euro expenses at the rate used at www.oanda.com 
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