General Instruction for the Reimbursement

Please, completely fill in the new reimbursement form (attached or available at the COST web site http://cost.cordis.lu ) introduced by the end of 2001 by the European Commission financial services. Bank identification is for the first payment or baking data amendment inevitable.
Bank identification

As from 1.1.02
, in order to register a new bank account (i.e. for the first payment by the Commission into this account) or to amend banking data, the following must be submitted in paper form to the meeting secretary:

- either a document (or copy) issued by the bank and containing the following data:

the number and holder of the bank account (account statement, proof of opening of the account, account identification number), together with the attached financial information sheet duly completed and signed by the account holder;

- or, if the above is not possible, the financial information sheet duly completed and signed by the bank and the account holder.

This/These document(s) must be provided to enable the Commission to reimburse costs.
ALL participants provide the following:

1. The reimbursement form filled in COMPLETELY. All the information including bank details, bank address and home address (if the reimbursement is to a personal bank account) must be provided. If in doubt, fill in the details even if you are not sure they are required.

2. The reimbursement form signed on both sidES. E.g. expert signature and account holder signature. Bank stamp and signature for the first reimbursement with EC or  bank data amendment.

3. Copies of tickets for travel which include the price. If the price is not shown on the ticket a receipt must be provided.

MEETING DETAIL INSTRUCTIONS FOR REIMBURSEMENT

The participants to Management Committee (MC), official Working Groups (WG) and workshops can only be reimbursed under the following rules:

- maximum two participants per country for MC

- 1-2 participants per country for a WG meeting (depending on the budget)

- participants to be from COST member country (but no reimbursement for participants from  

  Switzerland, Malta, Turkey and Croatia)

- country must be signatory of the relevant action

- MC: only the officially nominated (by the National Coordinator) MC members or their 

   replacement.

- WG: only officially nominated (by the respective MC member) members or their replacement

- Experts: only the official invitation from the COST Secretariat

If you are an eligible person for reimbursement, you have to complete the reimbursement form : “Application for Reimbursement of Expenses Expert”. Please, prepare this document before the meeting, in particular, find your bank details (full address, bank code). For reimbursement details, please refer to the reimbursement rules “Expenses covered for experts eligible for reimbursement”,  you already received (if not, you can get it from the COST web pages site /http://cost.cordis.lu/  [find Finance Documents and Reimbursements]. If you are reimbursed for the first time or you are to change your account, you must arrange the bank stamp and bank representative signature or other bank identification. (Left down corner of the second page). The form must be signed by the account holder.  

At the end of the meeting, the Chairman or the Scientific Secretary will collect all the documents (attendance lists signed every day by all participants and applications forms for reimbursement of expenses) and will transmit them to COST secretariat which is legally not allowed to add or change anything on the signed document.

Please note that, as these documents are batch processed, you would delay not only your own reimbursement but also the one of your colleagues.

If you need further information, please do not hesitate to contact your Scientific Secretary.

Check  list

·  Copy of the plane (if more than 400 km) and train ticket (if more than 100 km) attached ?

· Ticket price (shown on ticket or separate invoice) ?

· APEX, if you want Saturday or Sunday to be reimbursed ?

· Signature on both sides ?

· Your full address ?

· Account holder name ?

· Account holder address if different from your address ?

· Full address of the bank ?

· Bank account ?

· Bank code ?

· Did you sign all attendance sheets ?










� In accordance with Article 81a of Regulation No 3418/93 laying down detailed rules for the implementation of certain provisions of the Financial Regulation of 21 December 1977 (OJ L 228, 24.8.2001, p. 8).
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