
TRATTAMENTO DI MISSIONE DEL PERSONALE DELLA FONDAZIONE


OFFICIAL TRAVEL REIMBURSEMENT FOR FOUNDATION PERSONNEL 

(researchers, technologists, administrative staff, farm personnel, scholarship holders and project workers)
LEGISLATIVE BASIS: 

· Provincial Collective Labour Contract (C.C.P.L.) for Foundation personnel referred to in Provincial Law no.14 dated 02.08.2005, 

· Ruling no. 3 dated 21.01.2008 by the Fondazione E. Mach Executive Committee,
· Provincial Collective Labour Contract (C.C.P.L.) 2002-2005 for personnel in the autonomous local authorities sector dated 20.10.2003,

· Provincial agreement 2006-2007 for personnel in the autonomous local authorities sector,
· Provincial Council Ruling no. 945/2007.

OFFICIAL TRAVEL:

The employee is considered to be on “official travel” if the trip has a minimum duration of 4 continuous hours.

OFFICIAL TRAVEL IN TERRITORY OF RESIDENCE:

In the case of travel within the territory of residence meals are reimbursed.

For travel within the territory of residence expenses incurred by the employee are not subject to taxation.

OFFICIAL TRAVEL WITHIN THE TERRITORY OF THE WORK STATION MUNICIPALITY:
Pursuant to the provisions of Article 48 para 5 of the T.U.I.R. (Consolidated Income Tax Law), allowances and reimbursements of expenses for travel within the territory of the municipality where the work station is located are an integral part of the employee’s income. However, reimbursement of properly documented transport expenses (e.g. taxi receipts, bus tickets) is exempt from tax.

TRAVEL BY RAIL:

Rail classes permitted:
all classes for all personnel
For travel by night:
individual sleeping car accommodation for all personnel
AIR TICKETS:
Class permitted: the most economical
Life insurance for air travel: limit of liability equal to 10 times gross annual pensionable remuneration
Those using Low Cost air lines with on-line reservation are entitled to reimbursement upon submission of :
· Copy of e-mail confirming reservation;
· Boarding card bearing traveller’s name.
TAXI

Taxi fares are reimbursable in the case of travel abroad for transfer from airport to hotel and vice-versa.

Also in exceptional cases, both in Italy and abroad, provided they are properly authorized and an explanation is attached to the  travel claim form.

PARKING:

Parking charges are reimbursable both for the employee’s vehicle and for administration vehicles.
The amount reimbursed is the amount actually paid, provided it is properly documented and relevant to the mission. If parking took place within the work station municipality, the reimbursement is taxable.

FULLY COMPREHENSIVE (“KASKO”) INSURANCE POLICY
As is well known, the employee may use his or her own car for official travel. Should a person opt to do so, it is essential that he/she request that the General Affairs Office enter the vehicle in advance in the list of vehicles covered by the Administration’s “Kasko” (Fully Comprehensive) insurance policy. This is also for his/her own protection.

OVERNIGHT ACCOMMODATION
In order to obtain reimbursement of single occupancy accommodation in a double room/suite/apartment, a declaration must be signed by the employee stating that the solution chosen was more economical than the cost of a single room, or that there was no single room available. The cost must in any case not exceed the expenditure ceilings set for overnight accommodation under the terms of the contract. 

N.B.: if the hotel receipt makes it clear that the room was used by one person only, this is considered as a valid express declaration by the hotel management. 

Categories admitted:
up to 3 stars or 2nd category, with the following ceilings:


€
120.00 in locations on Italian territory which are not regional capitals

€
160.00 in regional capitals and abroad

€
200.00 in foreign capitals.

In the case of accommodation abroad the category rule does not apply
A higher category is reimbursed if:

1)
the hotel has an arrangement with organizers of conferences or training courses which the employee is attending, thus avoiding possible costs of transfer from the hotel to the conference/course venue;

2)
it is demonstrated that the solution is economical for the administration;

3)
the cost is within the price ceilings of 3-star hotels in the mission location or immediate surroundings.

The cost of a higher category hotel can be reimbursed only if the cost does not in any case exceed the cost ceilings set for the categories admitted.

KILOMETRE ALLOWANCE
In the case of official duty carried out during transfer to the work station or from the work station to the place of residence or domicile, without returning to the work station, the distance to be used as the basis for the payment of the kilometre allowance will be calculated by deducting the kilometres corresponding to the shortest route between the work station and the place of residence or domicile (Article 5, para 5 C.C.P.L. 2002-2005 for local authority sector).
Distances in kilometres can be obtained by consulting website www.acitrento.it for journeys both within and outside the provincial territory (reimbursable expenses Article 4 Annex e/8 ccpl 2002-2005 as amended by circular no. 8884/3  dated 30th December 2004)). 

If in the course of a single mission the employee uses his/her own vehicle for only a part of the journey, he or she must  indicate in the appropriate box in the travel claim form the number of kilometres covered using that vehicle.

TELEPASS (ELECTRONIC TOLL COLLECTION SYSTEM):

Employees whose vehicles are fitted with the Telepass electronic motorway toll collection system must attach to the travel claim form either the relevant extract from the documentation received from the motorway company, or (in the case of those with a “family” contract) the print-out of the details obtainable on website www.telepass.it, or lastly a declaration stating the amount paid (the special form for this purpose is available from the attendance office). Official travel sector administrative staff may conduct spot checks by requesting to see original copies of expenditure documents. If the Telepass contract is in a name other than that of the employee a declaration is required stating the relationship (husband, wife, etc.) to the employee.

EXPENSES FOR MEALS:

Expenditure must be supported by invoices or tax receipts, which must show clearly that the meal was consumed by one person only; if a number of employees are on official travel together, separate invoices or tax receipts must be requested for each one. 

If the receipt is not individual, but the meal was consumed together with a number (“n”) of other Foundation employees, each participant may obtain reimbursement of the nth part of the total, provided that on each of the travel claims which are accompanied by photocopies of the receipt the names of the participants, and that of the person submitting the original receipt, are clearly indicated (this also applies to the person submitting the original receipt).  

If the receipt is not individual and the meal was consumed with non-Foundation personnel, the employee must indicate clearly for which meal (food and drink) he/she is claiming reimbursement. Reimbursement cannot be made by dividing the cumulative receipt by the number of persons concerned. 

Meals are reimbursed up to the ceilings indicated below, and are assumed to be comparable to meals consumed in the canteen.

N.B.: meal reimbursement ceilings depend on the locality where the meal was consumed. 
An employee who uses the Lunchtronic card while on official travel (without requesting reimbursement of the full cost of the meal) is still obliged to comply with the regulations governing meal reimbursement. He/she is therefore required to consume the meal either during the official travel or at the mission location.

Meal expenses are reimbursed in accordance with the following procedures:


for missions of 12 hours or more, one or two meals are reimbursed up  to a maximum overall cost equal to twice the individual meal ceiling:


e.g.: a mission in Trento Province lasting 13 hours: reimbursement can be for one single meal up to a maximum of € 36.16, or for two meals up to an overall maximum of  € 36.16 (e.g.: 1st meal = €20.00 + 2nd meal = €15.00).

Trento Province:

€ 18.08 for one meal – two meals maximum € 36.16;

Out of Trento Province:

€ 25.82 for one meal – two meals maximum € 51.64; 

Abroad:

€ 33.57 for one meal – two meals maximum € 67.14.

· Expenditure for meals must be properly documented.

Tax receipts are also acceptable for the purchase of sandwiches provided they take the place of a meal. Tax receipts with generic wording such as “bar; sundries; ...department” are not acceptable.

OTHER REIMBURSABLE EXPENSES
· Admission tickets to trade fairs, exhibitions, mountain lift systems, museums or other installations directly relevant to the official travel;

· Booking fees to travel agencies or other appropriate bodies;

· Exchange charges: € 5.00 for currencies outside the Euro area;
· Visa fees;
· Health insurance charges in non-European Union countries;

· Bank charges for transfers in the employee’s name and other charges, which must always be documented.

NON-REIMBURSABLE EXPENSES
As a general rule reimbursement is not envisaged for expenses whose relevance to the official travel cannot be properly documented, or which were incurred because of improper behaviour by the employee, such as fines or other sanctions. 

Reimbursement of travel expenses is only possible upon presentation of the original travel ticket, unless there is a declaration stating that the ticket has been lost or an official report of theft to the Police.

Expenditure vouchers that have been altered or that contain corrections or deletions will not be reimbursed.

If the travel ticket does not show the fare, a declaration must be attached stating the price actually paid for the ticket, which must not exceed the official fares.

Only the price paid for the ticket actually used for the official travel can be reimbursed. If the employee, for reasons of force majeure beyond his/her control, was compelled to purchase another ticket, he/she is entitled to reimbursement of both tickets provided that such reasons are self-evident or apparent from a declaration by the employee.

In the case of air tickets, if they were purchased through a travel agency, the receipt or receipted invoice must also be submitted in order to obtain reimbursement. In this case, travel agency charges, if indicated, will also be reimbursed.

In the event of complex documentation (especially if travel abroad is involved), the employee must complete a detailed list of the documents submitted, specifying the nature of the expenditure if it is not apparent from the documents submitted (e.g.: receipts bearing wording in a foreign language).

EARLY START OR DELAYED RETURN 

If an employee on official travel starts the journey more than 24 hours in advance or delays his/her return by more than 24 hours for personal reasons, 50% of travel costs will be reimbursed.

OFFICIAL DUTY DURING TRANSFER HOME/OFFICE/HOME:

In the event of official duties carried out on the daily home-office-home route, the employee must indicate the departure point, the mission location and arrival time at the mission location, so that travel time can be deducted from working/mission time and the kilometres to be reimbursed can be calculated.
For example: employee residing in Trento, working station San Michele all’Adige, mission location Lavis.

      The travel claim form must show: 

point of departure:                                          TRENTO

time of arrival at mission location:                  8.00 a.m.
mission location:                                            LAVIS.

place of arrival:                                              S. MICHELE a/ADIGE

time of entering work station:                    9.30 a.m.
N.B.

ALL the kilometres covered must be shown, i.e. from point of departure to place of arrival .
The kilometres reimbursed will be those travelled in excess of the normal home-office-home journey.

CHANGES TO THE SUMMARY
If any of the following amendments are made to the travel summary they must be signed by the employee concerned and countersigned by his/her manager, particularly in cases of :
· Changes to the date or duration of travel
· Changes or additions to the mission locations
· Change of means of transport used if it entails a higher cost to the Administration 

OPERATIONAL NOTE
Starting from February 2008, in the column headed “Annotazioni” (“Notes”) on the travel claim form the employee must give the internal order codes for travel expenses linked to individual projects or activities to which the missions refer.
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