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SUMMARY





Purpose 

1. The National Institute for Nuclear Physics (hereafter INFN) carries out a significant part of its institutional research activity in the framework of important international collaborations, both of theoretical nature and in large research facilities hosting one-of-a-kind accelerators and/or detection systems of high complexity. The Institute staff - employees, collaborators or associated - with its specific skills and expertise, is actively engaged in the operation of those facilities, as well as in experimental data taking and analysis. Furthermore, it gives presentations of the results of its theoretical or experimental research in both national and international events. 

2. As a Public Research Entity, one of the INFN peculiarities is to send its staff to work in its Structures and in European and extra-European Laboratories and Research Centres, with organizational and logistic features different from one site to another, also in locations extremely isolated from urban areas or in laboratories covering territories belonging to more than one country.

3. This policy document aims at rationalising expenditures, in accordance with the principle of affordability and bureaucratic simplification, relating work travels on both national territory and abroad (Table A), ensuring effectiveness and efficiency to the INFN international research activity. 


Scope and application

1. This policy document regulates the reimbursement procedure for expenses incurred by the staff sent on a work travel to carry out work activity outside the workplace. 

2. This policy document shall apply to the INFN employees, associated staff, members of the Institute statutory bodies, and to self-employees pursuant to article 7 of the D. Lgs. 165/2001, to post-doctoral fellows or scholarship holders. 



Travel assignment and authorization

1. The assignment and authorization to carry out a work travel are given by the Director of the Structure to which the staff belongs. 

2. For associated staff the place of departure is the one where the associated carries out his/her work, established by formal act by his/her employer.

3. The authorization to carry out the work travel must be requested via the INFN web portal (Portale missioni).



Length of the travel

1. Work travels carried out in the same location must last for a maximum of 240 calendar days.

2. The start and end day/time of the work travel must be declared in the liquidation form.

3. The travel starts and ends at the workplace. For reasons of economic efficiency, the workplace can be replaced with another one.

4. Concerning employees, the round-travel time from the workplace to the place where the activity is carried out shall be considered in all respects working time.

5. It is possible to authorize an advance or a postponement, with regard to the accomplishment of the work travel activity, proven it does not impose any additional burden, for any reason, charged to INFN.



Travel expenses 

The staff is entitled to the reimbursement of travel expenses both for the use of ordinary and extraordinary means. 

In compliance with the existing CCNL rules and with the principle of increased economic efficiency, the staff can choose among the overall most convenient rates, documented in detail, considering also the advantages of rates providing refunds or ticket changes.

They shall be considered ordinary means:

a. trains, subways, buses, airplanes, ships, collective transport services from and to airports, and other means in regular scheduled service;
b. the INFN means.

They shall be considered extraordinary means:

a. taxes;
b. rental vehicles or similar, including car sharing;
c. own vehicles.

The use of extraordinary means can be authorized in any one of the following situations:

a. it is more cost-effective compared to ordinary means; economic convenience must be assessed by comparing the overall expenditure in case of ordinary means with the one resulting from the use of extraordinary means, also taking into account the number of subjects using the means; to this end, the person concerned must indicate in the form any element useful for the assessment;
b. it is necessary to reach the travel location or return to the workplace on grounds of urgency, dictated from specific service requirement or other necessity expressly declared;
c. the travel location is not served by ordinary means of transport or the timetable is inadequate for the travel, or the departure for/return from the travel location is scheduled when ordinary public transport service is not available;
d. the travel involves multiple locations which are not easily reachable by ordinary means, or it requires frequent journeys around the travel location in absence of an adequate public transport system;
e. it is imperative for transporting sensitive and/or bulky materials and instruments;
f. in case of public transport strike.



3. The staff is entitled to the reimbursement of travel ticket costs for the following means of transport:

a. rail transportation;
b. extra-urban buses;
c. urban public transport;
d. airplanes;
e. marine means.


4. In case of departure from a different Comune from the one of the workplace (or the place where the associated works), the reimbursement of travel expenses is calculated from the place nearest to the work travel location, between the workplace (or the place where the associated works) and the departure place.

5. In case of rented means, normally those provided by any possible agreed service, with preliminary determination of the circumstances set out in article 5, clause 4, the reimbursement of incurred and documented expenses is accepted for:  

a. highway tolls (receipts or telepass account statement);
b. fuel;
c. ferry service;
d. urban parking fees, exclusively in the Comune where the travel is carried out, with a ceiling of 40,00 euros per day;
e. airport parking fees with a ceiling of 70,00 euros.


Motor vehicles classified as A or "mini cars", and B or "small cars" for urban use, and up to D or "large cars" for extra-urban use shall be accepted. This is without prejudice to the possibility of renting particular motor vehicles for specific requirements.

The reimbursement of supplementary insurance costs is admitted, as well as the one of winter equipment costs, where necessary.

Liability and related sanctions for a breach of traffic regulations cannot in any case be taken over by INFN.

6. Own vehicle reimbursement is estimated based on the per kilometre cost shown in the national tables elaborated by ACI, in relation to the kilometric distance between the respective locations, except for the provisions stated in clause 5, with a ceiling of 0,5 euros per kilometre.

7. In case of use of own vehicle, with preliminary determination that circumstances set out in article 5, clause 4 exist, the reimbursement of incurred and documented expenses is accepted for:   

a. airport parking fees with a ceiling of 70,00 euros;
b. urban parking fees with a ceiling of 40,00 euros per day;
c. highway tolls (receipts or telepass account statement);
d. ferry service.

The reimbursement of fuel or other procurements, maintenance or fixing works on the transport means is not accepted. Liability and related for a breach of traffic regulations cannot in any case be taken over by INFN.

If the conditions are not met, the staff intending to use his/her own vehicle (to make the journey easier) can obtain the authorization from the Administration, with the limited effect of benefitting from insurance coverage. Furthermore, it is possible to pay the staff who so requests an overall compensation corresponding to the amount he/she would have spent using the ordinary public transport to reach the work travel location ("economic class" railway means or auto services of line). The staff must indicate the transport costs using the price lists provided by public transport operators. 

8. The reimbursement of travel expenses is only possible upon submission of the original travel ticket, in paper or electronic form, together with, for air travels, the boarding pass. If the travel ticket does not indicate the price, the latter is attested by specific declaration by the travel agency which issued it or by the payment receipt, together with a copy of the credit card statement or other forms of electronic payment, from which the Administration could unequivocally infer the purpose of the payment for the travel concerned. Only for urban transport the price, if not indicated on the ticket, can be self-certified. Reservation fees and issuing costs are accepted as long as duly documented and substantiated. 

9. For travels made by means provided by INFN, the kilometric calculation, as provided for in clause 6, is replaced by the only reimbursement of fuel expenses actually incurred.






Board and lodging expenses

1. The staff sent on a work travel is entitled to the reimbursement of incurred and documented expenses for the accommodation in hotel, tourist and residential facilities. Accommodation expenses are referred to a single room or a double for single use. It is possible to rent apartments or residences instead of a hotel, only in case of accommodation facilities which can issue receipts permitted by law. Having regard to the different kinds of hotel of the countries where the work travels are carried out and to the principle of cost-effectiveness, accommodation expenses are accepted generally with a ceiling of 220,00 euros per day over national territory and 250,00 euros for abroad travels. 

Any payment via voucher must be documented with fiscal receipt relating the expenses incurred. 

2. For each 24 hours, the staff is entitled to the reimbursement of incurred and documented board expenses upon presentation of appropriate documentation with a maximum of two receipts. For work travels lasting more than 4 hours and less than 12 hours only a documented meal is accepted, with a ceiling of 30,55 euros; for work travels lasting more than 12 hours only two meals, individually documented, are accepted, with a ceiling of 61,10 euros. The terms “appropriate documentation” refer to the original receipt, tax invoice or detailed fiscal receipt. Not detailed fiscal receipts up to 10 euros can be refunded following a self-certification of the kind of meal. Employees can choose to use the meal voucher in substitution of the reimbursement of the corresponding meal receipt. 

Alternatively, travellers can request a lump sum for board expenses for travels in Italy equal to 50,00 euros for each 24 hours of travel; for travels lasting more than 4 hours and less than 12 hours the reimbursement quota is reduced by half. The lump sum is not allowed for travels to INFN Sections equipped with a canteen service.

3. For abroad travels the staff, for each 24 hours of travel, is only entitled to a lump sum for board expenses equal to 60,00 euros. This reimbursement quota is raised to 70,00 euros for travels to Germany, and to the following cities: Amsterdam, Bern, New York, Tokyo, Wien, Zurich and Washington. For travels lasting less than 4 hours there is no reimbursement; for travels lasting more than 4 hours and less than 12 hours the reimbursement quota is reduced by half. 

4. For travels carried out in locations far less than 10 km from the workplace, or in the Comune of the staff’s usual residence, or lasting less than 4 hours, travellers are only entitled to the reimbursement of travel expenses as provided for in article 6.


Documentation of expenses 

1. The costs incurred are certified upon appropriate original documentation proving the details of the expenditure effected. In case the travel is processed by a different structure from the one to which the staff belongs, the latter can digitize the receipts and send them via computerised procedure to the competent office, attaching a declaration of conformity to the original documentation and indicating the structure where the original documents have been filed. 

2. Taxi receipts must include the date, the taxi identification number, the route, the amount paid, and they must be signed by the taxi driver.

3. Concerning the use of car sharing (alternative to using a taxi), the receipt must include, in addition to the amount paid, the route taken.

4. In case of theft or loss of the original documentation, the authoritative version is the complaint with the competent authority. If the original documentation of expenditure must be lodged at another subject in charge for the partial reimbursement of the costs, the documentation can be presented as a copy of the original, signed by the staff and indicating the subject at which the original one is available, and the amount refunded by this subject. 

5. Receipts in foreign languages other than English, French, Spanish and Germany shall be refunded on the basis of the statements made by the staff. The Administration can randomly check the correctness of what was indicated by the staff with the collaboration of an expert. 



Alternative reimbursement modality for work travels abroad

1. For abroad work travels lasting more than a day, journey included, on request of the staff concerned and with prior authorization, a reimbursement is admitted in form of a lump sum for board and lodging expenses; the amount is calculated in accordance with the attached Table B. It shall be calculated for each 24 hours of travel. If the work travel continues for periods of not less than 12 consecutive hours, an additional sum is paid equal to half of the amount laid down for 24 hours. 

2. The reimbursement for work travels to CERN (please note: the location to be indicated in the form is “CERN”) is 140,00 euros for each 24 hours, given the particularity of the international Laboratory extending between France and Switzerland. If the work travel continues for periods of not less than 12 consecutive hours, an additional sum is paid equal to 70,00 euros.

3. These reimbursement arrangements do not entitle the staff to the refund of urban transport or taxi for local journeys during the work travel.


Fees for conferences, conventions, courses, seminars

1. The participation in conferences, conventions, courses, seminars forms an integral part of the activity of researchers and technologists. Researchers and technologists plan with full autonomy their participation in those events after verification of economic coverage. The Director can authorize the participation of the remaining staff. 
Fees for conferences, conventions, courses, seminars are refundable. Before making the payment, please, read carefully the vademecum or contact Ufficio Missioni.


Other expenses for additional services

1. Reimbursement is admitted, exclusively for work reasons, for the following expenditures:
a. mandatory vaccinations;
b. entry-visas and mandatory insurances (passport-issuing costs will not be refunded);
c. use of Internet connection, with a ceiling of 10,00 euros for each 24 hours of travel;

2. exchange costs: once per travel, with a ceiling of 10,00 euros. Expenditures in a currency other than Euro are refunded applying the exchange rate indicated on the receipt issued following the exchange transaction, or applying the exchange rate of the Banca d'Italia or the European Central Bank by reference to the first day of the work travel. In case of use of credit card, the reimbursement is equal to the amount indicated on the account statement, including the cost of exchange bank charges. 


Advance payment

1. The staff can ask for an advance equal to 75% of the expected expenditures for travel, board, accommodation, conventions, conferences or seminars fees, also in case of alternative reimbursement. 

2. If the staff, for work, health or serious personal reasons, duly documented or justified by declaration by the person concerned, cannot carry out the work travel, any expenditure already incurred for travel, hotel reservation, fees for conferences, conventions, courses, seminars which cannot be refunded, or any penalty shall be borne by INFN. 



Table A - Classification of foreign countries by geographical area

See the Decreto 23/3/2011 of the Ministry of Foreign Affairs (G.U. n.132 del 9/6/2011)

Table B – Alternative reimbursement modality  

AREA daily amounts in euro
AREA A 120,00
AREA B 120,00
AREA C 120,00
AREA D 125,00
AREA E 130,00
AREA F 140,00
AREA G 155,00
CERN 140,00



