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Internal Regulation on Reimbursements of Travel costs

Adopted by the GA of OBESSU, 31st of May - 1st of June 2010 - Strasbourg
Modified by the Council of Members, 26t -27! of November 2016 - Dublin
Modified by the GA of OBESSU, 5% - 6! of August 2017 - Berlin
Modified by the GA of OBESSU, 215t - 22" July 2018 - Bucharest
Modified by the GA of OBESSU, 22" -23" June 2019 - Madrid

The following regulations are necessary for OBESSU to complete its projects in a timely manner: for
most events, OBESSU receives only a fraction of the grant before the event, the rest of the funding being
sent after completion and report of the project. Therefore, the faster OBESSU receives the
reimbursement claims, the faster it receives the rest of the grant, the faster it can reimburse
participants’ travel costs.

Unless stated otherwise in written (info for participants, invitation to events etc.):
- OBESSU cannot book tickets for participants.

- Should OBESSU, under exceptional circumstances, purchase the tickets on behalf of some participant,
the latter has the obligation to sign a specific cancellation policy. The cancellation policy will state that,
in case of unjustified cancellation, the participant or its nominating organisation shall refund. The
request for reimbursement could be addressed by OBESSU either to the individual or to the organisation
they belong.

- As far as accommodation and food is concerned, since OBESSU is indeed responsible to arrange hotel
and meals reservation for most of the events in case of no-show and in absence of a 10 day notice
notification, the full reimbursement of accommodation/meal costs will be claimed by OBESSU to the
individual or his/her organisation. In case of so called ‘force majeure’ cancellation, a case-by-case
consideration will apply.

- When OBESSU provides a reference price list, it cannot guarantee to reimburse over the reference
prices. If the event's budget permits it, higher reimbursements will be made. OBESSU shall not
reimburse travel costs incurred by the participants in case of cancellation.

- Only the cheapest method of transportation will be reimbursed. Only public transport will be
reimbursed. Taxis are not eligible unless the time of travel is outside of the public transportation
timetable and can be claimed only with the permission of the relevant Secretariat member.

- Reimbursement forms will be sent to participants by email within a week after an event.

- Reimbursement forms must be sent complete, typewritten and signed, by post, before 21 calendar
days after the closing of the event they are concerning. If participants are unable to meet the deadline,
they must get in touch with the secretariat before the deadline.
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- When costs for several participants to an event are to be reimbursed on the same account (ie.
Organization’s account), only one reimbursement form will be presented stating clearly the names of all
participants concerned.

- Boarding passes, train/bus tickets as well as receipts and e-tickets must be attached with the
reimbursement forms. Travels without documentation cannot be reimbursed by OBESSU.

- Travel costs of participants failing to attend at least 80% of an event or skipping sessions without a
reasonable explanation will not be reimbursed. In the case OBESSU bought the ticket, the participant or
its organisation shall reimburse OBESSU.

- Reimbursements will be made within 3 months of the receiving of timely reimbursement forms. If the
Secretariat is unable to meet the deadline, the Secretary General will explain the reasons and give an
alternative timeframe, in written, to participants.

- Members of OBESSU prep-teams (both PoT and member nominated), as well as OBESSU Working
Groups, are entitled to a per-diem to cover basic costs (i.e. food, drinks) they need to cover on the day
of their travel to the event where they volunteer for OBESSU, in case costs are not directly covered by
OBESSU. The scale of per-diem is:

- Full per-diem of 30EUR, if travel time exceeds 8 hours during which OBESSU does not cover the
costs,

- Half per diem of 15 EUR, if travel time exceeds 4 hours during which OBESSU does not cover the
costs.

The per-diem will be claimed on a specific form, provided by the secretariat, and filed together with the
reimbursement claim, within 3 weeks after the event. The per-diem claim does not need to be
accompanied by bills / invoices, justifying the costs, as it is ruled by the flat-rate principle.

Per-diems are not covered in case of meals offered by OBESSU or the relevant event organiser. Local
transport or any other subsistence (food) cost shall not be claimed in case a per-diem is claimed.
Lodging and airport transfers are not included in the per diem and shall be reimbursed separately.

- Experts working for OBESSU in specific days, even outside of OBESSU events, and mandated by the
Board or Secretary General (e.g. project evaluators, visiting alumni) are entitled to a per-diem of 50 EUR
per day to cover basic costs incurred while volunteering for OBESSU. This shall be approved by the
Secretary General beforehand and shall not substitute remuneration in case of working contract.

These regulations can be disregarded if there is a written agreement with the Secretary General and the
Board (present in Board Meeting Minutes).



