Travel and accommodation rules 


Annex II
Rules for the reimbursement of travel costs, accommodation and daily subsistence allowances. 
A) Travel costs

Travel tickets for the participants must be booked by using the most appropriate and cost-effective means of transport to attend the training. Tickets must be booked at the earliest opportunity in order to take advantage of the best rates. All travel is deemed to start at the place of employment of the participant. 
For participants with a disability recognised by a medical service in the country of employment, their circumstances will be taken into account by the Contractor in determining the most appropriate means of transport and the terms of travel. Travel expenses shall be reimbursed on presentation of original supporting documents.
There will be no reimbursement of costs made for the accommodation for partners             and/or children accompanying the participant. 
By rail

Travel expenses are reimbursed on presentation of supporting documents on the basis of the first-class rail fare, including the cost of seat reservations and any supplements. 

By air
Journeys covering distances of more than 400 km (one way) may be made by air, economy class, or equivalent, at the lowest available price taking the date of the event into account. Booking fees and the cost of air travel in economy class are eligible, using the lowest economical fare available on the market (APEX, PEX, excursion, etc.).

In exceptional cases, "business class" may be permitted when:

· flights have a duration of 4 hours or more without stopovers;

· flights outside Europe have a total flying time of at least 12 hours in any consecutive period of 72 hours.
By car

The Commission strongly advises against using own cars to attend the training.

Participants who choose to use their own cars for mission-related travel remain fully liable for any accidents involving their vehicle and for any traffic offences. The Commission will not accept any requests for compensation or reimbursement. Participants are required to use appropriate, safe and properly serviced vehicles and to comply with the relevant safety rules: rest times, highway code, etc. 

The use of a car is authorised where, in view of the specific features of the mission, it improves the cost effectiveness of travel and/or of the training itself, particularly where the vehicle is shared by a number of trainees.

The cost of a journey by private car (personal or company cars) is calculated at a rate per km in accordance with the internal rules of the organisation concerned up to a maximum of € 0.22 per kilometre. 

Other expenses (motorway tolls, parking, ferry crossings, etc.) can also be reimbursed on presentation of the corresponding supporting documents. 

By taxi

The Commission encourages the use of public transport. Only where public transport is not a suitable alternative (for example, for safety reasons) or not available, taxis may be used and are considered as eligible costs for transfers to airports or stations at the place of the training event. Taxi fares are reimbursed on presentation of the original supporting documents duly and clearly completed.
Contractor must indicate the place of departure as well as the place of destination, the number of persons per journey of the same type and the unit cost of the journey.

Travel by boat
The appropriate class and cabin supplements will be authorised in accordance with the needs of the service and in line with the length and cost of the trip and considerations of cost-effectiveness. 
B) Accommodation- hotel ceilings

Accommodation costs for the participants are reimbursed on the basis of the most appropriate and cost effective means. Hotel accommodation for the participants is reimbursed within the ceilings laid down below and includes cost for breakfast. 

	Destinations
	Maximum Hotel Price in EUR
	
	Destinations
	Maximum Hotel Price in EUR

	AT
	Austria
	130,00
	
	MT
	Malta
	115,00

	BE
	Belgium
	140,00
	
	NL
	The Netherlands
	170.00

	BG
	Bulgaria
	169,00
	
	PL
	Poland
	145,00

	CY
	Cyprus
	145,00
	
	PT
	Portugal
	120,00

	CZ
	Czech Republic
	155,00
	
	RO
	Romania
	170,00

	DE
	Germany
	115,00
	
	SE
	Sweden
	160,00

	DK
	Denmark
	150,00
	
	SI
	Slovenia
	110,00

	EE
	Estonia
	110,00
	
	SK
	Slovakia
	125,00

	EL
	Greece
	140,00
	
	UK
	United Kingdom
	175,00

	ES
	Spain
	125,00
	
	
	
	

	FI
	Finland
	140,00
	
	HR
	Croatia
	120,00

	FR
	France
	150,00
	
	IS
	Iceland
	160,00

	HU
	Hungary
	150,00
	
	ME
	Montenegro
	140,00

	IE
	Ireland
	150,00
	
	MK
	F.Y.R. of Macedonia
	160,00

	IT
	Italy
	135,00
	
	RS
	Serbia
	140,00

	LT
	Lithuania
	115,00
	
	TR
	Turkey
	165,00

	LU
	Luxembourg
	145,00
	
	LI
	Liechtenstein
	95,00

	LV
	Latvia
	145,00
	
	NO
	Norway
	140,00


The amounts for the countries which are not mentioned in the above-mentioned table can be asked  to the following e-mail addresses: olaf-fmb-tenders@ec.europa.eu; 

olaf-anti-fraud-training@ec.europa.eu;

C) Daily subsistence allowance- flat rates (ONLY for PROJECT TEAM and TRAINERS)
The daily subsistence allowance (DSA) is paid as a flat-rate amount and covers breakfast and the two main meals, and any other personal daily expenses, including local transport.

The daily subsistence allowances (DSA) referred to in Article II.16.4 (d) of the framework contract and the accommodation flat-rate ceiling referred to in Article II.16.4(e) of the framework contract shall be applied only to the Contractor's project team and trainers involved in the training organization. 
Participants to the training are NOT allowed to receive daily subsistence allowances.
Daily subsistence allowance shall be reimbursed on the basis rules set in Article II.16.4 (d) and as flat rates indicated below:
	Destinations
	Daily Maximum Subsistence Costs/ 
	
	Destinations
	Daily Maximum Subsistence Costs

	AT
	Austria
	95,00
	
	MT
	Malta
	90,00

	BE
	Belgium
	92,00
	
	NL
	The Netherlands
	93,00

	BG
	Bulgaria
	58,00
	
	PL
	Poland
	72,00

	CY
	Cyprus
	93,00
	
	PT
	Portugal
	84,00

	CZ
	Czech Republic
	75,00
	
	RO
	Romania
	52,00

	DE
	Germany
	93,00
	
	SE
	Sweden
	97,00

	DK
	Denmark
	120,00
	
	SI
	Slovenia
	70,00

	EE
	Estonia
	71,00
	
	SK
	Slovakia
	80,00

	EL
	Greece
	82,00
	
	UK
	United Kingdom
	101,00

	ES
	Spain
	87,00
	
	
	
	

	FI
	Finland
	104,00
	
	HR
	Croatia
	60,00

	FR
	France
	95,00
	
	IS
	Iceland
	85,00

	HU
	Hungary
	72,00
	
	ME
	Montenegro
	80,00

	IE
	Ireland
	104,00
	
	MK
	F.Y.R. of Macedonia
	50,00

	IT
	Italy
	95,00
	
	RS
	Serbia
	80,00

	LT
	Lithuania
	68,00
	
	TR
	Turkey
	55,00

	LU
	Luxembourg
	92,00
	
	LI
	Liechtenstein
	80,00

	LV
	Latvia
	66,00
	
	NO
	Norway
	80,00


The amounts for the countries which are not mentioned in the above-mentioned table can be asked  to the following e-mail addresses: olaf-fmb-tenders@ec.europa.eu; 

olaf-anti-fraud-training@ec.europa.eu;
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