TRAVEL PROCEDURE - PART 1

e Prepare travel plan

¢ Write on the form:

1. Approx. budget (including daily fee - IMPGRAL-001)

2. Why it’s important for you to attend the congress, workshop etc.

Fill in form IMPGRAL-
003/B

Once we have everyone’s OK, ask NV
to request (travel agents’) payment for
GL approves & the registration if needed. Provide link

signs & organisers’ data (and transfer
instructions if credit card payment
isn’t accepted)

Direction & HR approve & sign
form

Are you travelling on the dates that the event
starts/ends or 1 day before (because event starts
very early)/after (because the event ends very
late)?

No, I'm taking some
extra days

You need to prove that your flights cost the same or
less than if you were flying on the days that the
event start/finishes. We have to ask the travel
agents’ for prices. If diff. in Price or spending extra
nights -> you pay for the difference in Price and the
hotel extra nights! No expeses covered on those
days (buses, meals etc)

Look for flights that suit you, ask
NV to buy them + book hotel
(through travel agents’)



TRAVEL PROCEDURE - PART 2

Email NV with the congress website, and ful
address of the venue TWO or more weeks
before the trip

Fill in form IMPGRAL-019/A for Human
Resouces, it has to be signed by you and your
supervisor
(This is uploaded to the intranet by NV)

All forms are available in 3 languages in our “Shared Forder” (subfolder “ICIQ FORMS”)
and on our WiKi (ex. http://aliga.icig.es/wiki/index.php/Image:Individual training record.pdf )



http://aliga.iciq.es/wiki/index.php/Image:Individual_training_record.pdf

TRAVEL PROCEDURE - PART 3

REIMBURSEMENT OF EXPENSES REQUEST (“DIETA”)

Documents needed:

- Attendance/participation certificate

- Congress programme

- Boarding passes, stamped train tickets

- Transport tickets:

» if you are entitled to a fixed daily rate™> > 10€
tickets only

 if youaren’t, then your tickets will be reimbursed

- Google Maps itinerary if you have travelled by car

- Meals:

* if you are entitled to a fixed daily rate . no

tickets!

 if you aren’t, then your tickets will be reimbursed

(credit card tickets tickets with the total paid but
not list of items aren’t valid)



