Extract from Explanatory Circular of the Policy Document on work travel reimbursement
Work travel modalities and corresponding reimbursement modalities
For work travels in Italy, the staff can choose between the following modalities:
· pie’ di lista reimbursement (based on receipted expenses);
· mixed reimbursement (consisting of a reimbursement of travel and accommodation expenses, together with a daily lump sum for meals).
For work travels abroad: 
· mixed reimbursement (consisting on a reimbursement of travel and accommodation expenses, together with a daily lump sum for meals);
· alternative reimbursement (consisting of a daily lump sum).
For any information, please contact Ufficio Missioni missioni@lnf.infn.it

Given the different modalities through which Italian and foreign hotel facilities account breakfast costs, please note that those expenses, even when indicated in detail on the receipt, shall be fully considered part of the accommodation cost and therefore not as a meal. 
While requesting the authorization for the work travel, the INFN staff can choose one of the reimbursement modalities (pie’ di lista, mixed, alternative). It is not possible to use more than one modality for the same work travel. However, it is possible to change the modality chosen in the work travel closing phase.
To activate the insurance coverage, if the staff is sent on a work travel whose costs are – totally or partially – borne by other Institutions, the work travel must be open in the Structure to which the staff belongs, indicating the relative distribution of costs.  
Please note that, in case of use of own vehicle, the activation of Kasko insurance coverage is reserved exclusively to employees (not associated personnel)
As a general rule, for work travels lasting less than 24 hours, advances are not allowed.

Reimbursement criteria
The reimbursement of board and lodging expenses in Italy shall be allowed only if those expenses are documented via invoice, fiscal invoice or detailed fiscal receipt. Only when permitted by law, the reimbursement is allowed also with “non-fiscal” receipts.
Not detailed receipts can be refunded with a daily maximum of 10,00 euros, upon self-certification of the detailed purchase. This amount is intirely subject to withholding tax.
Documented reimbursement of expenses at grocery stores are allowed, exclusively for purchase of food. 
For the calculation of work travel expences, the hours shall be counted from the departure time of the first day of work travel stated by the staff when requiring the reimbursement.
Health insurance is refundable (for the staff who does not have it) only for those projects whose Grant agreement explicitely forsees it as mandatory in order to be refunded by the financial institution. The relative costs shall be charged directly on the project budget. 
In case of use of “car sharing”, the relative costs for any lease and/or registration fee are not refundable. For expenses relative to hired vehicles or similar, including car sharing, the staff shall submit an invoice indicating the costs in detail. 
For work travels abroad, where conditions laid down in article 5, clause 4 (of the policy document) exist, the use of extraordinary means can be authorized to reach the location where the work activity will be performed. 
If the conditions for using an own vehicle are not met and the staff has obtained the authorization only to benefit from insurance coverage, it is possible to pay the staff who so requests only an overall compensation corresponding to the amount he/she would have spent using the ordinary public transport to reach the work travel location.
In case of use of a “low cost” airline, with significant savings on the travel ticket, the staff is entitled to purchase priority service and/or cabin baggage. 
Upon authorization by the Director of the Structure where the work travel is open, plane tickets of category higher than low-cost are allowed for journeys lasting more than 5 hours. Whereas, for train travels all categories are accepted, except for the executive one.
For work travels abroad with alternative modality, the reimbursement of ordinary and extraordinary means to reach and return from the work travel destination is allowed. With this modality during the work travel, except for rental car, the use of the own car foresees only insurance coverage. 
In case of work travels with the sole reimbursement of travel expenses, as set out in article 6 of the policy document, the employee is entitled to request a ticket restaurant for a work day lasting more than 6 hours, including the work travel duration and the break. 
If the work travel is not closed within a period of 6 months from the return, the following work travels will not include anticipation of expenditures or advance payments through partner travel agencies. 
With regard to fiscal discipline, please note:
1. For work travels out of the Comune of the workplace with pie’ di lista modality:
a. Reimbursement of board, accommodation, travel expenses, also as kilometric allowance, do not contribute to the income;
b. Reimbursement of expenses other than board, accommodation, travel and transport, even not documentable and stated in detail by the person concerned, contribuite to the income for the part exceeding 15,49 euros in Italy per day (24 hours) of work travel. 
2. For work travels in the Comune of the workplace with pie’ di lista modality:
a. Reimbursement of public urban transport tickets do not contribute to the income;
b. Reimbursement of any other expense fully contribute to the income, except for ticket restaurant for a work day lasting more than 6 hours, including the work travel duration and the break.
3. In both cases, any kind of reimbursement not stated in detail but only self-certificated (where set out in the policy document) fully contribute to the income.
4. The lump sum foreseen in alternative or mixed modalities contributes to the income as follows:
a. For work travels abroad, a tax-free share equal to 77,47 euros is forseen in case of alternative reimbursement, of 51,65 euros in case of mixed reimbursement;
b. For work travels over national territory, a tax-free share equal to 30,99 euros is foreseen for mixed reimbursement.
In mixed or alternative modality, the expenses partially taxed are added to the lump sums and the amount exceeding the daily tax-free share is fully taxed. Whereas, in the pie’ di lista modality, expenses, except for board, accommodation and transport, are contribute to the tax-free share.
The following table shows in detail the tax-free shares to be applied daily, in the different reimbursement modalities:

In case of work travel including authorization to use extraordinary means, parking expenses are refunded as follows:
· If the parking is functional for using a public means at the beginning and at the end of the work travel, the reimbursement does not contribute to the income, with the limits set out in article 6, clauses 5 and 7 of the policy document;
· Parking expenses incurred during the work travel contributes to the income.
Please note that all expenses, e.g. vaccinations, visas and Internet connection, registered to the Institute, are tax-free and fully refundable, and are not included in the calculation of expenses incurred. 
Fees for conferences, conventions, courses, seminars registered to the Institute are exempt from taxation and fully refundable.
Fees for conferences, conventions, courses, seminars registered to the staff and held in the Comune of the workplace are fully taxed. Whereas, if held out of the Comune of the workplace are partially taxed with a daily tax-free share equal to 15,49 euros for work travels in Italy with pie’ di lista modality.
If the fee includes a meal, regardless of the relative cost, the staff is entitled to the reimbursement of the second meal with an amount equal to half the one established on the basis of the duration and type of the work travel.
Once the work travel has begun, in pie’ di lista modality, in order to calculate board expenses, the work travel destination shall be considered instead of the workplace or usual residence. Therefore, during the outward journey, the reimbursement of the meal eaten also in the Comune of residence/usual residence/workplace is not subjected to taxation, provided that it was eaten after the start hour of the work travel and anyway in a time which is coherent with an ordinary meal. Whereas, the tax-free reimbursement of the meal eaten in the Comune of residence/usual residence/work place during the return journey is always excluded.





