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General Rules for Travel Reimbursement

Before booking your flight and accommodation, it is advisable to read this document carefully. Be sure to pay attention to each section, as they may answer in advance several questions you may have: Requirements; What do we reimburse; How it works; and Regulations according to FECYT. 
Requirements to claim the reimbursement of travel expenses:
The main objective is to encourage Canary Islands research organizations to participate in networking events organized abroad to boost their involvement in project proposals that align with any of the programs and calls under Pillar II “Global Challenges and European Industrial Competitiveness” of Horizon Europe (EU Framework Programme for Research and Innovation 2021-2027).
NCP_WIDERA.NET finances travel grants of applicants coming from Widening countries or outermost regions like Canary Islands with the aim to support their participation in proposals of Pillar II calls.
What do we reimburse
· only the following cost categories will be reimbursed: travel (flights and trains
in economy class), transport (metro, bus, or taxi) and accommodation (including hotel fee).
· only expenses related to the event days will be reimbursed
· the reimbursed expenses may be transferred only to one bank account provided in the application form.   
· only the actual cost incurred for travel will be reimbursed, i.e. they must correspond to the amounts paid for the travel, transport and accommodation. 
· the maximum amount to be reimbursed for the travel expenses (flight/train + metro/bus + accommodation) is set at 1.000 €.

How it works
The first step is to fill in this Travel request form to check the eligibility according to the criteria detailed above.
An email will be sent to you within 72 hours after the closing of the request form, to confirm or reject your request.
Before and during your travel, please collect all original documents that show the costs you have incurred (i.e. “generated”) related to your travel. 
Both the invoices and the boarding passes are mandatory.
After the event:
Remember to keep all travel documentation (invoices, tickets, boarding passes etc.) until the reimbursement procedure is completed. 

Please ensure that you provide all supporting documents. If the original documents are in paper format, please scan them and attach digital copies.
[bookmark: _Hlk215064233]Please, fill out the application form, sign it, and then send all documents and the completed application form, within 15 days after your return, to the following email addresses:
noelia.romero@fecyt.es.
What to fill in where in the Application Form for Reimbursement? 
Please, fill in all fields of the form digitally, except for the section marked as (1), which corresponds to FECYT.
If your institution pays your travel costs, please provide the bank details and address of your institution (see also important note, third bullet point, above). 
Please fill in the place and date (of signature), and do not forget to SIGN the application form.

Regulations for reimbursement in line with FECYT usual practices on travel
The WIDERA.NET project is strictly bound by the FECYT travel expenses policy for the public sector.

Original documents: FECYT will require original travel documents, in digital format (like mobile wallet), or a scan of the printed travel documents like hotel bills (booking confirmations are not sufficient!) train or flight tickets together with the boarding passes. The documents should be attached to the Reimbursement Application Form.

HOTEL: Accommodation costs must not exceed the maximum amount according to FECYT usual practices on travel. The maximum amount for accommodation is 200 euros per night.

Flights: only economy class tickets are eligible for reimbursement. 
Train:  only economy class tickets are eligible for reimbursement.
Taxi: only from and to the airport
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