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Terms and conditions for reimbursement of travel
expenses for conference participants:

“Innovative education using micro-credentials and virtual reality in the light of the
current challenges faced by the EU”,
carried out as part of the Erasmus+ project (nr 101132877) — ,, Training registry of the
Modern Business Services Sector”

§1. General provisions

1. These Terms and Conditions set out the rules for reimbursement of travel expenses
for participants of the conference: “Innovative education using micro-credentials and
virtual reality in the light of the current challenges faced by the EU,” organized as part
of the Erasmus+ project (No. 101132877) — “Training registry of the Modern
Business Services Sector,” co-financed by the European Union.

2. The purpose of these regulations is to ensure transparency, equal treatment of
participants, and compliance with the Erasmus+ program guidelines.

3. These regulations apply to all persons officially qualified to participate in the
conference who have been granted the right to reimbursement of travel expenses.

4. The organization responsible for the implementation and settlement of the project is
SYNTEA S.A., hereinafter referred to as the “Organizer”.

§2. Scope of reimbursable costs

1. Only travel costs from the participant's place of residence to the conference venue
and back, incurred in connection with participation in the event, are eligible for
reimbursement.

2. Travel cost reimbursement applies to actual or lump sum expenses, in accordance
with the Erasmus+ program rules.

3. Eligible expenses include:

e Proof of fuel purchase (if traveling by private means of transport),

e Train, bus, and plane tickets,

e Public transport costs (e.g., to/from the airport),

o Checked baggage fees, if justified by the duration and nature of the trip.

Dofinansowane przez Training Registry of the
Unie Europejska Modern Business Services



* X% %

béwa,

4. The following are not reimbursable, i.a.:
e Travel expenses incurred when using a private car, calculated on the basis
of mileage,
e insurance costs, meals, and personal expenses,
e unjustified costs of cabs and private transfers.

§3. The amount of reimbursement

1. Travel expenses are reimbursed on a lump sum basis, the value of which varies
depending on whether the trip takes place within the country (Poland) or abroad. The
lump sum is not affected by the actual expenses incurred.

2. The type of transport used also affects the value of the lump sum refund. Participants
traveling by low-emission means of transport (so-called “green travel”) can count on
a higher lump sum refund. Travel using environmentally friendly means of transport
is defined in §4.

3. The following lump sums apply to domestic participants (travel from Poland to the
conference venue):

Travel using
Distance (in km) environmentally friendly 'l?ravel without using eco-
means of transport (green | friendly means of transport
travel)
between 10 and 99 km 40 EUR 20 EUR
between 100 and 499 km 100 EUR 80 EUR
500 km and more 150 EUR 100 EUR

4. For foreign participants (starting their journey outside Poland), the maximum
reimbursement amount is:

e Upto EUR 250 for air travel or combined travel (airplane + local transport),
e Upto EUR 280 for low-carbon travel (e.g., train, bus).

5. Injustified cases (e.g, limited number of connections resulting in inflated transport
costs, high ticket prices), it is possible to increase the reimbursement amount -
subject to approval by the Project Coordinator.

6. The lump sums defined above constitute the maximum value of reimbursable costs,
excluding situations resulting from the provisions of §3, section 5.
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§4. Low-emission travel (green travel)

1. Green travel is defined as travel using low-carbon means of transport, such as:
- train, bus, carpooling, bicycle, or combinations thereof.
2. Participants traveling by low-carbon means of transport are entitled to a higher lump
sum reimbursement, as specified in the table in §3 section 3.
3. Inordertoreceive a higher lump sum reimbursement (resulting from the use of green
travel), the mode of travel must be documented by providing evidence of:
e Train or bus tickets,
e C(Carpooling declaration - attached as Appendix 3 to this document,
e Other evidence confirming the eco-friendly nature of the trip.
4. In the case of combined journeys (e.g., part of the route by train, part by plane), the
proportional application of green travel rules for low-emission sections is permitted.

§5. Documenting travel expenses

1. Inorder to receive a reimbursement, participants must submit:
e Participant travel expense report form (Appendix 1),
e Documents confirming travel (tickets, receipts, payment confirmations,
boarding passes, green travel statements).
2. The documents must include the date, route, participant details, and ticket cost (if
applicable).
3. The documentation must be submitted to the Organizer within 14 days after the end
of the conference.
4. The documentation should be submitted using the file upload function (e.g.,
document scan) available on the event website: https://syntea.pl/konferencja/.
5. The Organizer reserves the right to reject requests for reimbursement that are
undocumented or improperly documented (incomplete, illegible, or inconsistent with
the program rules).

§6. Travel expense reimbursement procedure

1. Travel expenses shall be reimbursed after:
o The participant registers for the event using the registration form available
on the event website: https://syntea.pl/konferencja/ and declares their
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intention to obtain a reimbursement of costs in the registration form (check
box included in the form).

e confirmation of the participant's participation in the conference - by signing
the list of participants (at the conference venue - during the participant
registration stage),

e submission of settlement documents - as described in §5,

e approval of settlement documents by the Project Coordinator - as described
in §5,

e submission of a statement of travel (Appendix 2).

2. The reimbursement shall be made by bank transfer to the participant's bank account
indicated in the participant's travel expense report form within 30 days of the Project
Coordinator's approval of the report.

3. The payment shall be made in euros (EUR) or in local currency at the exchange rate
applicable on the date of the transfer..

§7. Closing provisions

1. Submission of settlement documents constitutes acceptance of these Terms and
Conditions.

2. In matters not covered by these Terms and Conditions, the following shall apply:

e Erasmus+ program guidelines,
e European Commission cost eligibility rules,
e Provisions of the Erasmus+ Program Beneficiary Handbook.

3. In the event of exceptionally high interest in participating in the conference and a
higher than expected number of applications for travel expense reimbursement, the
Project Coordinator reserves the right to refuse reimbursement for applications
exceeding the amount allocated for this purpose in the project budget. In such a
situation, reimbursement will be decided on a first-come, first-served basis.

4. The interpretation of the provisions of the Terms and Conditions is the responsibility
of the Project Coordinator.

5. The Terms and Conditions shall apply from the date of approval throughout the entire
duration of the Erasmus+ project (nr 101132877) — ,Training registry of the Modern
Business Services Sector”.
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Appendix no. 1 — Participant travel expense report form

Participant's first and last name:

Email address:

Bank account number:

Address (city, street, house number, apartment number, postal code, post office):

Country of departure:

Destination (conference): Maria Curie-Sktodowska University, Faculty of Economics, Maria
Curie-Sktodowska Square 5, Lublin.

Date of travel to event: Return travel date:

Mode of transport:
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No.

Type of expense

Amount

Notes

Total amount:

Attached documents (check all that apply):
O tickets [ invoices [ boarding passes [1 payment confirmations [ other

(participant's signature)
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Appendix no. 2 — Statement of travel

[ hereby declare that I traveled from my place of residence to the venue of the conference:
“Innovative education using micro-credentials and virtual reality in the light of the current
challenges faced by the EU,” organized as part of the Erasmus+ project (No. 101132877) —
“Training registry of the Modern Business Services Sector” and back, in accordance with the
travel documents presented.

[ declare that the costs incurred are genuine, consistent with the attached proof of purchase,
and have not been financed from other sources.

Location: Date:

(participant's signature)
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Appendix no. 3 — The statement of joint travel (carpooling)

I, the undersigned,

Driver's first and last name:

Vehicle registration number:

Email address / contact phone number:

[ hereby declare that on (the date)

[ traveled by private car to

attend a conference organized as part of the Erasmus+ project (nr 101132877) — ,Training
registry of the Modern Business Services Sector”, on the route:

From:

To:

and back.

The shared ride was organized as part of a carpooling arrangement, in accordance with
safety rules and the principle of sharing travel costs on a non-commercial basis.

The signature of the
Participant's first and articipant
No. P Institution/organization P ) p.
last name confirming
participation

1
2
3
4

[ declare that the travel was carried out in accordance with the rules of the Erasmus+
program and that its cost was not financed from other sources, both public and private..

Location: Date

(participant's signature)
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