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EBJIS Travel Expenses Guidelines 
 

General Remarks  

These guidelines apply to Executive Committee Members (hereafter ExCom), Advisory 

Members, Invited Speakers, and Staff Members incurring expenses on behalf of EBJIS related 

and ExCom approved activities. 

 

The guidelines provide with a clear and consistent understanding of the EBJIS travel and 

business expenses guidelines and reimbursement procedures.   

 

EBJIS will reimburse its ExCom Members, Invited Speakers and Staff Members only for 

reasonable and appropriately documented travel and expenses. Only expenses incurred on 

the business agreed in advance by the ExCom can be reimbursed.  

 

A lump sum of 20 EUR, per person & per day will be granted only to the EBJIS staff while 

travelling on a business trip on behalf of EBJIS. 

 

Transportation  

Air travel is reimbursed for economy airfare only.  

For travel involving an extended period of travel time (International flights) shall be arranged 

business class travel with the prior approval of the President. Budget cost for the Business trip 

shall be 3000 euros per person; the rest must be reimbursed by the member him/herself.  

 

Should the member wish to change the air ticket or any part of the flight itinerary, EBJIS will 

not cover any of the extra cost, except on urgent matters.   

Train travel is reimbursed for second class, except for a long duration of time first class will be 

arranged.  

 

Automobile travel, EBJIS will reimburse the Member at the mileage rate of 0.5 cents per mile 

for the actual number of miles driven. The total amount of the mileage claimed must not 

exceed the cost of the lowest airfare available at the time the trip was planned. 
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Other transportation cost  

Other transportation expenses include the cost of taxis, airport shuttles, and public 

transportation while on approved by President.  

 

Originals of all receipts must be included with your Travel Expense Reimbursement form. 

 

Accommodation 
Members should use standard accommodations in reasonably and priced hotels. 

Reimbursement for lodging (room, breakfast, and tax only) will be at the single person rate 

and only for the duration of the meeting. 

 

Members are required to cancel reservations in a timely manner to prevent “no-show”  

 

For ExCom Members and Advisory Members, the lodging during the Annual EBJIS Congress 

will be single/double room (upon request) and only for the duration of the Congress and their 

schedule commitments.  

 

For the Invited Speakers the lodging during the Annual EBJIS Congress will be single/double 

room (upon request) and only for the duration of their commitments, as previously approved 

by the Scientific Committee, during the Annual Congress. 

 

Originals of all receipts must be included with your Travel Expense Reimbursement form. 

 

EBJIS Abroad  

Each meeting that EBJIS will participate shall be approved by the ExCom during the final ExCom 

meeting of the year. The Members, who will represent EBJIS in these meetings, have to be 

approved in advance by the ExCom.   

 

EBJIS will cover only travel expenses and exceptionally lodging only for those cases where the 

EBJIS time schedule session requires so. 

 

If Members agree to represent the EBJIS at meetings which have not been approved by the ExCom, 

they must assume that no reimbursement will be paid. Exceptionally if the Member approaches the 
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President and Treasurer before agreeing to attend a meeting, the reimbursement could be approved 

if the meeting was thought to be important for the Society. 

 

Originals of all receipts must be included with your Travel Expense Reimbursement form. 

 

Meals  

EBJIS will not bear any kind of meal costs.   

 

Accompanying person   

EBJIS will not bear any kind of travel costs or other expenses for the accompanying person.  

 

Reimbursement  

The reimbursement will be done only after fill in the reimbursement form and return it, 

including all original receipts, duly signed by the Member requesting the reimbursement and 

approved by EBJIS Treasurer.  

 

Members may not authorize reimbursement of their own travel expenses. All the 

reimbursement forms shall be approved by the Treasure and the President. 

 

Final Remarks  
For correct bank transfer please fill in the complete account holder address and bank address. 

Additionally, please note that for any international transaction IBAN and BIC are mandatory, 

otherwise payment cannot be issued. 

 

A Travel and Business Expense Report must be completed generally within 30 days after a 

member return from a trip. 

 

Failure to comply with these guideline principles may result in a denial of the 

reimbursement.  
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