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· IUPESM will reimburse actual and reasonable expenses incurred by those attending IUPESM Administrative Council meetings and meetings of other IUPESM committees, or by those travelling on official IUPESM business.
· If reimbursement can be legitimately claimed from or shared with other organizations, then claimants should do so. If a claimant is primarily travelling for non-IUPESM reasons, only the additional IUPESM-related costs should be claimed.
· The following costs can be claimed:
· Economy class airfares or fares by other means of transport.
· Transfers to and from airports, stations, etc.
· Parking costs and mileage costs for private vehicle use. Mileage will be reimbursed at one Euro per kilometre.
· Travel insurance.
· Meals and non-alcoholic refreshments.
· Accommodation. If attending a meeting that is being held at a hotel, the claimant should stay at that hotel or one of similar standard and cost.
· Registration fees.
· Other reasonable expenses.
· Claimants should keep costs to a minimum while balancing other factors such as avoiding unreasonable inconvenience, other commitments, etc.
· Claimants should arrange travel insurance where appropriate for international travel.
· Claims should be presented to the IUPESM Honorary Treasurer by filling in the reimbursement form accurately and completely and by joining proofs of payment for all claim elements, before reimbursement.
· Any disputes over any claims should be brought to the attention of the President who will decide how to resolve the dispute or to reject the claim.
