	
	
	



[bookmark: _GoBack]ANNEX 5: Justification for reimbursement of travel and accommodation expenses
The Agency shall reimburse the expert panel members for the following expenses:
· economy class tickets reserved and paid exclusively by the Agency (in agreement with the expert panel members) or economy-class train tickets, bus tickets or transport by a private car (a free parking space is provided in front of the Agency’s building);
· hotel accommodation (half-board) during the procedure, reserved and paid exclusively by the Agency;
· lunch during the visit, reserved and paid exclusively by the Agency;
· public transport from home to the place of departure, i.e. from the place of arrival to the hotel, and return. Where there is a choice of transport, the expert panel members should use more convenient and affordable means of public transport.
The Agency shall only reimburse the costs for which the original invoices have been submitted. The expert panel members shall submit the original invoices to the Agency.
The Agency shall not cover the costs of:	
· plane tickets purchased personally by the expert panel members;
· extra nights at hotels;
· hotel minibar;
· alcoholic beverages;
· additional costs incurred during the procedure, which are not stated in the costs covered by the Agency (refreshments at car stops or gas stations, expenses in restaurants and cafes at airports, etc.)
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