


Guidelines for EDF members on expense claims reimbursement  

[bookmark: _Toc97028848]Timeframe for reimbursement claims
These guidelines have been developed to help you make your expense claims to EDF on time, so you can be reimbursed accurately and promptly. 
Claims and supporting documents should be submitted within SIX WEEKS of the event date. Claims sent after six weeks will not be reimbursed. 
EDF will make reimbursements only when all documentation is received by email, justifying every cost. These supporting documents are verified by EDF. The payment from EDF will be within 6 weeks of receiving the completed expense claim and all required supporting documentation. Reimbursements will be processed on a “first in, first out” basis. If a delegate needs an urgent reimbursement, a request with a full explanation of the reasons should be sent to Kateryna.Ostashkova@edf-feph.org. 
[bookmark: _Toc97028849]Filling in your claim form
All claims should be made on the EDF claim form. All necessary information should be filled in clearly and legibly.  All supporting documents should be included and sent with the claim form as one PDF file. 
Please note that no expenses can be reimbursed without a scan of the original receipt. 
Expense claims cannot be reimbursed:
1. If they are received later than six weeks after the event; 
2. When the participant did not attend the event in person (unless a medical certificate is provided);
3. When the supporting documents (proofs of payment) are not supplied. 
Travel	
[bookmark: _Toc97028850]A maximum of 400 € per return flight will be reimbursed per person. If the flight costs more than 400 €, it is necessary to request an exception in advance from EDF events coordinator una.brown@edf-feph.org.  

By air
Air fares will not be reimbursed unless the scans of the original used ticket and the boarding cards are submitted with the claim. Only economy class fares will be reimbursed.
[bookmark: _Toc97028851]By rail and bus
As a general rule, the shortest possible route should be taken. 
Where relevant, proof of the costs of reservations, fast train supplements and overnight berths, should be supplied.  Overnight berths may only be claimed if the journey lasts at least 6 hours and takes place between 22:00 and 07:00.
Costs for having an empty seat next to you on overnight or longer bus routes are allowed so long as they do not exceed € 40. 
Where suitable and accessible, rail and bus travel should be considered as the better option considering climate impact.
[bookmark: _Toc97028852]Use of own car
In general, use of one’s own car can only be authorised under the following circumstances:
· When public transport is not accessible for a person with disabilities;
· When there is no public transport at all, or when there is only public transport for part of the journey;
· When there is a large amount of equipment or documentation to be transported;
· When it is not possible to use another means of transport such as the combination of a train and taxi, that would be cheaper than the cost of using one’s own car.
Reimbursement will take the form of an allowance of 0,41 € per kilometer.  Costs relating to motorway charges, parking and ferry crossings may also be reimbursed on presentation of receipts.  
[bookmark: _Toc97028853]Taxis
The use of taxis by persons with disabilities is authorised when accessible public transport is not available.  In line with EDF’s equal opportunities policy, people with disabilities should indicate this on their claim form.  Please remember that your claim may be processed by a member of staff who does not know your circumstances but who needs to know whether your taxi claim is valid. 
Hotel
The hotel booking for Delegates who register for major EDF events is generally done by EDF. Telephone costs, rent of videos, mini-bar, extra hotel nights for members or their family members / personal assistants etc. are not eligible for reimbursement. You will be invoiced separately for your private costs. 
If a delegate needs an extra night due to flight reasons, prior approval should be requested from EDF events coordinator una.brown@edf-feph.org.   
If a hotel reservation is made by a delegate, prior approval must be obtained from the designated EDF staff member responsible for the trip to ensure the expense ceiling is not exceeded.
Meals/Subsistence 
Reimbursement of 20 € per lunch and 25 € per dinner based on receipts presented.  No claims will be accepted for meals provided by EDF as part of the programme.
Reimbursement for personal assistants (PAs)
EDF will reimburse travel and subsistence costs for personal assistants accompanying a person with a disability who is an official delegate to an EDF meeting.
Travel and subsistence costs related to PAs are subjected to the same rules as EDF members and delegates. PAs are requested to indicate clearly on the claim form the name of the person they have accompanied.
Foreign exchange
Exchange rates are based on the information on the European Commission’s currency converter site, InforEuro. The rate used is the monthly rate applicable on the day of purchase. EDF will convert all foreign exchange amounts and share the calculation with the participants in question.  
The exchange rate site can be found here.
[bookmark: __Annex_2_Expense][bookmark: _Toc198268619]Expense claim form
Important: Claims sent more than 6 weeks  later, will not be reimbursed. 
Please email your expense claim with scanned receipts, saved as ONE PDF file to Kateryna.Ostashkova@edf-feph.org. 
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